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Basic Checklist for MDCPS Teachers

. Start your Internet browser and go to the web address provided by your school.

. Enter your School ID, your User ID, and your network password to log in to the Pinnacle

Gradebook application.

. Highlight the first class file in your list and click Open.

. Change Your Class to reflect the subject being taught in this class by accessing the

Define menu and selecting Subjects.

. For departmentalized or special area teachers, change the class title by accessing the File

menu and selecting Set Class Title. (E.g. to reflect the homeroom teacher’s name.)

. Repeat (Define menu, Subjects) for every class file using the Classes menu or the Next

Class (down arrow) icon.

. Access the Options menu and set the Significant Digits to “2” for each class.
. Access the Options menu, select Toolbar, and set the Toolbar Icons to Large.

. Save all changes (third icon on the toolbar).

Access the Pinnacle menu and select Retrieve / School Days to update the school days.

. If desired, define Categories for each class file by accessing the Define menu and select-

ing Categories. NOTE: If you create categories, make sure their combined weights total
100 percent.

As they occur, define Assignments in each class file by accessing the Define menu and
selecting Assignments. NOTE: If you created additional categories, make sure you link
the Assignment to the proper category.

Enter student grades (A+ to F-, X, or Z) for the defined assignments. (See p.12)
Enter daily attendance using the Quick Attendance (QA) icon. (See p.15)
Enter Assignments, Grades, and Attendance as the School Year progresses.

Before Interim Progress Reports are due, enter up to three Comment codes by accessing
the View menu and selecting Required Assessments. Press the Space Bar to see the
approved codes in each column. NOTE: The Academic Progress (Interim) column is not
to be used unless you need to supersede the 9-Weeks Grade average in your Gradebook.
You should print out the Progress Report Summary from the Crystal Reports menu for
your records.

Before Nine Weeks Report Cards are due, enter codes for Effort Grade (Final), Conduct
Grade (Final), and up to two Comment codes by accessing the View menu and selecting
Required Assessments. Click in the proper column and press the Space Bar to see the
approved codes. Follow the End of Nine Weeks Procedures for Teachers on the Grade-

book Resource page.
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Parts of the Gradebook 2 Screen

Tool Bar Title Bar
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Title Bar: displays the current class title, Assessment Column Description:
subject, semester (or school year), and nine displays identification information for items in
weeks for the open class file. the selected view.

Menu Bar: provides access to all menu func- Information Line: displays the title of the

tions in the Gradebook2 application. class file that is open.

Tool Bar: icons which are shortcuts to fre- Assessment Columns: displays the grades
guently-used menu selections. entered for each assignment defined.

Status Line: displays information about Result Column: gives the calculated results
the assessment column where the cursor is for various views: attendance, category, nine
located. weeks, semester, or subject.

Student Index: provides the current roster of
students in the class file which may be dis-
played by any demographic information item
available.
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Gradebook2 Menus

1.

10.

11.
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File — manipulate a file (open, close, save, set class file titles, print custom reports, exit)
Edit — modify data in a class file, student information, notepads, discipline, and attendance

View — display information (assignments, objectives, attendance, seating chart) within one
particular semester and nine weeks

Select — determine the scope of the information displayed on the screen (change the sub-
ject, semester, or nine weeks; selectively show certain categories or assignments; change
the student index or result column)

Define — set up class file structure, objectives, calculation methods, personal data items,
lesson plans, seating charts, and class file passwords

Utilities — perform special operations on a class file (sort, statistics, import and export,
quick attendance, blanks to zeros or Z-grades, quick grade entry, Report Editor applica-
tion)

Options — set screen display options and settings

Reports — print standard reports or custom reports for this class file, Crystal reports from
the Pinnacle database, define global comments, printer setup, and multiple report/class file
selection

Pinnacle — communicate with the Pinnacle Gradebook Server; E.g. used to retrieve the
school days NOTE: Never click “Submit...” under this menu. The “Submit...” is not
used in the internet version of Gradebook?2.

Classes - navigate from one class file to another

Help — access application assistance through hyperlinked manuals or Excelsior website
as well as provide statistical information about Gradebook application
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Gradebook?2 Icons

Open File Open a class file (same as File menu / Open)
Close File Close a classs file (same a File menu / Close)

; Save a class file - to the location from which it was opened,
Save File

not necessarily to a diskette (same as File menu / Save.)

Print Report

Print custom reports for this class file and/or other class files
(same as File menu / Print)

Exit gradebook2

Exit the Graadebook2 application (same as File menu / Exit)

Login/Logout

Not used in the Web version of Gradebook?2.

View Attendance or
Assignments

Toggle between assignments and attendance grids (same
as View menu / Attendance and View menu / Assignments.)

B2 & =l L (B0 5L 22

View Required
Assessments or
Assignments

Toggle between the assignments grid and required assess-
ments (same as View menu / Required Assessments and
View menu / Assessments.)

Edit Attendance

View, edit, or add comments to the attendance record of the
student highlighted (same as Edit menu / Attendance.)

Cuick Attendance

Bring up a class roster to take today’s or another day’s
attendance (same as Utilities menu / Quick Attendance.)

it

Edit Regrades

Edit the regrades for the student highlighted or view the audit
trail of a student’s changed grades with comments (same as
Edit menu / Regrades.)

"
1l

Assignment Wizard

Allows for quick definition of a root assignment with
component assignments (same as Define menu /
Assignment Wizard.)

ITSIMDCPS
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Gradebook?2 Icons (cont.)

Find

Find a student in the class if you know part of the name (same as
Utilities menu / Find.)

Show Student
Only

Toggle on and off to show one student’s grades; useful for parent or
student conferences or for entering grades for one student at a time
(same as Options menu / Show Student Only.)

Sort Students

Sort students with two levels of keys (same as Utilities menu / Sort.)

Nine Weeks
Chooser

Display an outline from which to choose a different grading period
or to see how a class file is organized (same as Select menu / Nine
Weeks Chooser.)

Previous Nine
Weelcs

Change display to previous nine weeks for this class file (same as
Select menu / Nine Weeks.)

Next Nine
Weels

Change display to next nine weeks for this class file (same as Select
menu / Nine Weeks.)

Previous Class

Change display to previous class file in list (same as Classes menu/
previous class file.)

&=\ V L | =

Change display to next class file in list (same as Classes menu /

Next Class next class file.)
Produce a bar graph of an assignment’s grades, category grades,
nine weeks or semester grades, or an individual student’s grades
I .. Bar Graph - use Utilities, Bar Graph to set default for this icon (same as Ultilities
menu / Bar Graph.)
Produce various statistics for an assignment, categories, nine weeks
l Statistics or semester grades, or an individual student - use Utilities, statistics,
to set default for this icon (same as Utilities menu / Statistics.)
“ Reset screen to default desktop showing grades for all assignments
Reset in grade cells and nine weeks grade in Result column (same as
“ Utilities menu / Reset Window
-:} Display all Gradebook2 menus which are hyperlinked to reference
HE"F' manuals (same as Help menu / Gradebook2 Help.)
= |
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Gradebook 2 “Hot Spots”

i Ind 4 AMGILGE IRTS B; | anpuops Lriedinl Sammsinrdind 9 Wemkn = 1T [=
=== AE A A& CERE I MES7]
H. Eradec: Senteroz Can tian B/28 rfo“ m: 4
1 .;l:'u:ulrl-c:“ ;1-:-.‘_."'\" ;-:-_i:l.r:. .-:I'\mr-cu ;-:-_il?_"jur-:u I:mlilri .-.::l:lr-: .-.l:'\:ﬂr-cu ;-:-_n “!':: .-:'\:lr\‘q o Wiecks
A — |:|.DI|‘ FIFF"] o S ol o ool EIZRaee R EITE S PSR I EIZRe I EIZRarpdd EIZRabdqd EIIRaeqD EIZRAdD
1 AMBLIN, Ab;-:lvﬂ A+ |F A |B- A A £+ |A c 2.EB B
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7. HAYES, NeAsT A |ar B B a-  lar B A F A |As 33 B
EB. HEmFHILL. ERIE  1If} A A Ar B+ |a A B+ |ar B+ B B 3.55 4
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k2. JURICH, TIMOT B b r |b A Br |4+ |Ar  |B Ar | A- 2B4 B
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Key to “Hot Spots” shown above:

1. Heading of Student Index Column (Select / Student Index)

2. Heading of the Result Column (Select / Result Column)

3. Heading of the Assignment Column (Select / Assignments)

4. Student Name (Edit / Students / Edit Button)

5. To the right of the Student Name - Black Flag Cursor (Edit / Discipline)
6. To the right of the Black Flag - Notes Cursor (Edit / Notepads)

7. Double Vertical Bar - drag to adjust width of the Student Index Column
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Categories

Definition: Categories are the “containers” that average all the grades. Miami Dade

County Public Schools begins with templates that have only one category called
“Grades” to average all your grades for the nine weeks.

Creating Categories: Teachers may elect to average their grades in separate

categories and create additional ones, e.g. Homework, Tests, Classwork,

Projects, etc. The Nine Weeks
average of all the categories.

1. Under the Define menu select Categories....
2. Choose the Edit button to modify the

category or the Add button to d
3. In the dialog that comes up,

category a name in the Description field.

4. Assign a Category
Weight. This weight tells the
gradebook what percentage
of the Nine Weeks grade this
category will be.

NOTE: The weights of all
the categories taken together
must total 100%, e.g. 40% +
40% + 20% = 100%.

5. Click the OK button to
confirm the creation of the
category.

\i

grade will be an

efine others.
give the

Ml Categories

OK ' Edit l Add | Insert I Qelele' Impnnl

Expunl Copy | F'astel Tag | Up | Duwnl

Qprint | Help l Qanccll

Catego-y: [2/ 2]

Dezcription: ]

Total Weights Primary: 1

| Reporting Preference: { Mumeric

Total Weights Secondary: 0

(o Lefter |

- Primary Grading Method

- Secondary Grading Method 7|

]| | method of Graaing _:]|
=

ethod of Grading: ;Av&rﬁging
Letter Gri Ps: I-‘. Point Cat'g Wk= Range _7_1

Category Weight: ﬁ-_“

Curve Value: rn_-

Drop Low A=ssignments; rn_‘
Drop High As=ignments: rr

Letier Grade BPs: !

Category Weight: I-U‘_“

Curve Walue: rﬂ_-

Drop Low Assignments: rﬂ_‘
Drop High As=ignments: rr

‘ | oK I Next ! Prev ‘ Add I Insert ] geletel Impnrtlgxport gprintl Help Igancell ‘

6. Edit the weights of all your

categories to make sure they total 100%.

7. To see the average for a particular category, double click at the top of the
Results Column and select Category.

8. Click in any Assignment column connected to a category and you will see the

average for that category.

Specialty Categories: If you wish to track behavior or conduct or even homework

without having it impact a student’s average directly, you can create a category
that has a zero weight. Under this condition, the category will average a conduct
grade as a category, but the nine-weeks grade will not be affected.

* To see this behavior or conduct grade, double click at the top of the Results

Column and select Category.

* Click in any Assignment connected to this special category and you will see the

average for that category.

ITSIMDCPS
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Assignments

Definition: Assignments are those items on which you are going to grade your
students. They flow naturally from the question “What do | want them to do?” The
Miami-Dade County school templates come with one generic pre-defined assignment
entitled Assignment1.

B Assignments

Creating Assignments:

» Under the Define menu, select Assignments...
and click on the Edit button to redefine the first
generic Assignment or click the Add button to

iD
!

create additional Assignments. CN TN T I T
Export | Copy | Paste | Tag | Up | Down |
* Enter a Description for the Assignment. Qprint | Help | Cancel |

* If you have made multiple categories,

make sure you link the assignment to the proper category. DO NOT CHANGE!
NOTE: This is extremely Assignment: [10 / 10 1
important! All the grades for

N\

. . Descnptiun:l / b " Numeric
an assignment that is not B /] @ Letter
linked to a category will not ~/ | Exira Credi

— Primary Grading Method

calculate.

Dug Date:
Letter Grade BPs: I-‘- Point Assignments - |2006—01—1 & Wed Vl
e Enter a Score WE|ght to Scm’eWeight;|1 MaxVaIue;Id.

determine how many grades
the assignment will be worth, | (2] tex | ze: [ sss [ o] s [ ssor | von] e | s [ |

Easy Mode View of the Assignment Dialog

» Enter a Due Date by
clicking on the drop-down menu and selecting the desired date.

NOTE: Due dates are not required, but can be extremely helpful, especially when
working with parents and counselors.

* Click OK or click the Add button to define another assignment.
Organizing Assignments

The assignments will display left to right in the EEEEEEE BEE
gradebook in the order that they appear in the ||} sreina fest Homophones i1 2
assignments list. St 1ot o phones 17 I
5. Yocabulary Quiz #15
. 6. Writing Theme Letter
* To change the order, select Assignments... 7. Wiiing Favortc nima

8. Spelling Test: Lesson 11 v

under the Define menu.

A A A | OK | Edit Add | Insert I Qelclel Impurll
* When the list appears, highlight an Expor || cony. || Pame || Tes || Up || e |

assignment and click the Up or Down button to | opint | nen | gonoel |
group similar assignments together if desired,
e.g. moving all spelling tests together or all writing assignments together, etc. In
this way, assignments can be put in calendar order as well.
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Assignments continued

Copying Assignments: If you are going to teach the same subject to different classes,
you can copy the assignments you created for one class and paste them into the
assignments list for the other class.

» Under the Edit menu, select Copy Items then Assignments.

* Highlight the assignments to be copied, using the Ctrl key to make multiple
selections.

* Click the Copy button.

Excelsior gradebook?

* In the new class or marking period, click on

the Edit menu, select Paste Items and choose Imparting mcthod?
whether you wish to Replace the existing
assignments or Append the new entries to the Fppond| Replace | Cancel |

bottom of the list. (See right.)

* As long as you have not copied anything else to the Clipboard, the copied items
are available to be pasted multiple times.

For all practical purposes, teachers can create as many assignments as they wish.
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Entering Grades: Shortcuts and Timesavers

Enter Key

Use to move down the column for grade entry

Tab Key

Use to move to the right for one student’s grade
entry

Show Student Only icon

Shows the grades for the selected student only

* Key

Copies the previously entered grade down the
column

Delete Key

Erases the current grade and leaves the cell
blank

Edit menu, Insert Grade

Moves all grades down one cell from highlighted
cell, allowing a grade to be inserted.

Edit menu, Remove Grade

Deletes the current grade and moves the grades
below up one cell

Edit menu, Clear

Erases the current grade or grade column from
this grade down or current student’s grades from
this grade to the right.

Home and End keys

Moves the cursor to the first and last assignments
for a student

Ctrl+Home, Ctrl+End

Moves the cursor to the top and bottom of an
assignment column

Exempt grade, does not show on a missing

X Grade assignments report; not used in calculation
When a student does not do the work, counts as
Z Grade a zero in calculation and appears on a missing
assignments report
Does not count in calculation, but is a missin
Blank Grade J
grade
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Individual Assignment Grade Determination Chart

2006 — 2007
(Student Progression Plan Alignment)

Individual Associated
Assignment Assignment Associated Associated 9- | Used by ISIS
Letter Grades | 100-Point scale | 4-Point scale (Use 9-Weeks Weeks Grade for Course
Entered by (Use for for 9-Week Grade Grade Range Scale Grade
Teacher into Converting to Averaging) for Averaging Averaging
Gradebook a Letter Grade)
A+ 100 4.0
A 95-99 4.0 A 3.5-4.0 4
A- 90 - 94 4.0
B+ 87 -89 3.0
B 83 - 86 3.0 B 2.5-3.49 3
B- 80 - 82 3.0
C+ 77-79 2.0
C 73-76 2.0 C 1.5-2.49 2
C- 70-72 2.0
D+ 67 - 69 1.0
D 63 - 66 1.0 D 1.0-1.49 1
D- 60 - 62 1.0
F+ 40 - 59 0
F 20 - 39 0 F 0-0.99 0
F- 0-19 0
0 = Not turned in/
Z N/A No Credit/ Missing F N/A N/A
Assignment
Student is
excused from
X N/A activity, does not N/A N/A N/A
affect the grade
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Editing Grades:

Assignment Overwrite is used to delete a grade and enter a new grade with no record
kept of the previous grade.

* Select the grade, then delete it with the Delete key or by accessing Edit / Clear
from the menus. Then enter the new grade.

* Or double click on the grade and click Yes in the regrade dialog that comes up.
Then enter a new grade. Excelsior gradebook?

Regrade is used to give a new grade, but keep a
record of the old one and a reason for the
change.

Overwrite current grade?

Cancel |
* Double click on the grade and select Regrade,
e e
change, click OK, and then [t

enter the new grade from the

Comment: I Lowered two grades; turned in two days Iate.l

list.

* To see a history of all

Regrades, highli{é}ht a oK | _Help | _Gancel |

student, click on the Edit

Regrades icon or access the Edit menu and select Regrades, then H
click the Edit button at the bottom of the window to read a particular |
regrade message. Edit Regrades icon

Calculated Grade Overwrite is used to overwrite a calculated category, nine weeks,

semester, or subject grade with a new

letter grade or an overwrite code, e.g. 1 for

“Incomplete.” Overwritten grades are flagged Enter new Numeric grade: [3.17

and wiII_ appear on an O\_/erwritten Grades Erter new Letter gode: B3]
Report in the Principal Viewer. A ~
* Verify that the correct 9-week grade is 0K Help Ig :
showing in the Results column. R

* Double click on the Result Column entry and select Yes to overwrite the calcu-
lated grade. =

25,8 —
 Enter the new letter grade or select one of the available ' ’ -
overwrite codes. An overwrite icon appears in the Results column.

Removing a Calculated Grade Overwrite

Once the work is made up, for example, a teacher may want to remove an
overwritten grade or code and allow the gradebook to recalculate the grade.

» With the overwritten grade in the result column, under the View menu select
the level displayed at the top of the Result Column i.e. Category, Nine Weeks,
Semester, or Subject.
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Editing Grades: (cont.)

Excelsior grade?

* Click on the grade. Under the Edit menu, 9
select Clear / Current entry or use the Delete W’) Liect Srecurreitt e Avhiondiiate:

key. :
Mo |
* A dialog will appear asking you to confirm the '
recalculation. (See right.) By,

« Return to viewing grades by pressing the F7 key, clicking the Reset icon %
(See right.), or selecting Assignments under the View menu. Reset icon
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Attendance

As soon as teachers enter attendance data into the Gradebook?2 application, that
data can be managed (edited, compiled, reports generated, etc.) by the school
attendance secretary using the Attendance Manager application. The attendance
secretary can monitor who has taken daily attendance and who has not.

» To take daily attendance:
Use Quick Attendance (Utili-
ties menu, Quick Attendance
or the QA icon). Quick Atten-
dance defaults to the curren
date. /

Highlight a student, click
either Absent or Tardy until
the proper attendance code

M Quick Attendance - 2006-02-13

Op

QAicon

=

. BRITTON-S5ANDIG, JERRYANN N
. COLON, ALEXZANDBA M
i 3. DFILGADO, BRIAN

ONZALEZ, SAMUEL D
- HERRAN, DAVID E

. IMBAN, HAMZA

. LEHMAN, BROOKE E

. MALDONADO, PAOLO J
MIRANDA, DAVID A

10. MOJICA, ZAEDY N

]

W ~mn

>

A=

[

appears, then click OK.
* If everyone is present, click
QA and then OK to show

0K | thent| Tardy | Present

Date Qprint

Help | gancell

/

daily attendance has been
taken for this class.

/

» Use the Date button to select a past or future attendance date before entering

attendance for that date.

» To view a grid of all attendance data for all students in a class, access
the View menu and select Attendance (or use the View Attendance
icon). Attendance data may be entered in this view. Either press

h,

View Attencance Icon

the letter key of a valid at-
tendance code or double-
click on a cell and select the
appropriate code from the

list. If no attendance data is

entered, however, this will

not mark the class as having

daily attendance taken for

today. Therefore, when fin-

ished, click QA and then OK.

Mine Weeks
24 | 825 | 8/28 | &/29
AbsTdyFre
a 7
A i
A2 :
T U b= 1
U2
T w

* To enter or view a comment

about the attendance of a single student, highlight the student in the
Student Index Column, access the Edit menu and select Attendance

(or use the Edit Attendance ico

n). Click the Edit button. Enter a

Edit Attendance Icon

comment in the Comment field. NOTE: If the Attendance Secretary also enters a
comment, it will take precedence over a comment entered by a teacher.

» To enter a comment for a date, double click on the date at the top of the column
and a dialog appears for the comment. Then click OK. The comment will then
appear at the top of the page if that date is selected.
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Electronic Gradebook Attendance Codes (2006-2007)

Code Description Attendance Who can enter this
b Weight code?
A Excused Absence 1 All Teachers / Attendance
Manager
Excused Absence — Block All Teachers / Attendance
A2 2
Schedule Manager
U Unexcused Absence 1 All Teachers / Attendance
Manager
Unexcused Absence — Block All Teachers / Attendance
u2 2
Schedule Manager
T Excused Tardy 1 All Teachers / Attendance
Manager
Excused Tardy — Block
T2 Schedule 5 All Teacrll/(la;i ; A(;ttrendance
(Split Lunch) 9
TU Unexcused Tardy 1 All Teacrll/?rs / Attendance
anager
Unexcused Tardy — Block
TU2 Schedule 5 All Teacrll/?;;Aettrendance
(Split Lunch) 9
ENT Entered Class 0 All Teachers / Attendance
Manager
WD Withdrawn from Class 0 All Teachers / Attendance
Manager
E Excused Early 0 Attendance Manager — HR
class only
s Special Note (i.e. field trip, 0 Attendance Manager — HR
assembly, etc.) class only
| Indoor Suspension 0 Attendance Manager — HR
class only
: Attendance Manager — HR
O Outdoor Suspension 1 class only
M Tardy and Excused Early 0 PEENORINGE WM — IR
class only
NS No Show 0 Attendance Manager
X Special Holiday 0 Attendance Manager — HR
class only

* For students marked with an “E, S, I, O, M or X" for official (homeroom) attendance,
teachers must use an excused absence (A or A2) for class attendance. Teachers can

add a comment to denote a reason for excused absence.

ITSIMDCPS

Page 17

Updated 11/17/06




Teacher Reference for Pinnacle Gradebook?2

Notepads

Purpose: Notepads are a convenient way of entering teacher comments for any
progress reports which are printed from the class file or displayed through the
Pinnacle Internet Viewer application. They are also useful for keeping anecdotal
information for teacher reference or historical tracking.

How Many? Teachers may create as many notepads as they wish in each Nine Weeks.
Active Periods: Notepads are active for only one Nine-Weeks marking period.
Creating Notepads: To create a notepad record for a student...

* Highlight the student’s name then select Notepad under the Edit menu.
You can also double click the Notepad icon just to the left of the double —
vertical line to bring up the Notepad list. Notepad lcon

» Click the Add button to bring up a notepad

form.

Title: | Blank |

* Enter a title or a label. This title will not
appear on reports, but will be displayed in the
list of notepads for the student.

* In the larger box below the title, enter the
comment exactly as you would like it to appear
on a report and click OK.

oK ] uext] Erevl Add ] Spellingl Qelem]

* You may highlight any note in the list and click | impon | expon| gprint | oo | totp | cancel
the Edit button to change it or export it to a
data file to be used for another student. S EEECTED STUDERT Hotanedy

* To export a notepad, click the Export button 3 Cinss Participaton [Date]
and, in the dialog that comes up, name the RSP
file with the .dat extension. The .dat files are
stored on the local machine not the server.

» To import the notepad for another student, oc [ e | ag | wsen | pewre | up |
open that student’s notepad list, click the Add Down | aprint | tep | concel |

button, and then click the Import button. Select
the proper file name and click OK.

Printing Notepads: Only the first notepad in the list will be printed by default on some
student reports. If you want to keep notes on a student that do not appear on
student reports, then create a Blank notepad as the first notepad in the list.

Notepads may be printed on paper by pressing the Qprint button.

Weekly Comments: To use notepads as a weekly comment for reports sent to parents
or available on the Internet through Pinnacle Internet Viewer, type a date as part
of the title and then use the Up or Down buttons to move the current comment to
the top of the list so it will appear on certain reports and in the parent viewer.
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Discipline Records

Purpose: Discipline incidents may be recorded in the gradebook for teacher reference,
discipline reports, and to notify school administrators through the Principal Viewer
application.

How Many? Teachers may create as many discipline incidents as are necessatry.

Active Periods: Notepads are active for only one Nine-Weeks marking period.

Creating Discipline Incidents: Highlight the student, access the Edit menu, and select
Discipline or click on the black flag r m DOE, JOHN P.'s Discipline
symbol to the right of a student listing.

* Click the Add button at the bottom of
the window.

* Enter the date of the Discipline
incident. The default is the current date. N

Edit l Add | Insert | Qelelel Import|

sk DO" JOHN P. Discipline Record: [1/1]

 Enter a description of the incident and
the action taken as a result.

« If you wish this incident to be available

in the Principal Viewer as well as the Parent

Conference Report, which is accessible by all

teachers, check the box “Notify Principal.”
This action records the incident in the

Date: | 2/24/08

Incident: | Fighting

Action Taken:l Call=d zecurity; =zcorted to office.

¥ MNotify Principal

Pinnacle database. [oc | et | prev| a0 | i;sen

¢ Click OK and then OK again. pete | gprint | e | cancel

* If the desk icons are turned on under the -
Options menu, a Black Flag icon will appear after that student’s name. r-

» To export an Discipline record for use with another student, Blackraglcon

highlight the item and click the Export button
and save it as a data file (.dat) giving it a short
appropriate name. The .dat files are stored on
the local computer.

» To import a Discipline record for another
student, open that student’s Discipline list,

click the Import button, select the correct data oc B [ s | st | et || impon |
file, and click OK. In the dialog that comes Expot | Up | Down | apint | tep | cancel |

up, indicate whether you wish to Replace an
existing incident, Append this new one to the bottom of the list, or Merge it into
the list.
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Seating Charts

Purpose: Seating charts are optional, but are very useful for entering attendance,
notepad information, or discipline incidents.

Creating Seating Charts:
*» Access the Define menu and select Seating Chart to create or change a chart.

* Click on the Preferences button and indicate whether the seats should be
snapped to a grid; whether to show student pictures, names or both; whether
to add the seats starting at the bottom of the window instead of top down; and
whether to include a teacher’s desk.

» Select the maximum number of seats across the room.

* Click on the Command Menu button to add students individually or as a group;
add empty seats; assign students to empty seats; remove students and/or
seats; change the demographic item to something other than the student name;
randomly shuffle student seats; or copy / paste the seating layout from one class
file to another.

* Click OK to accept the seating chart.
Using the Seating Chart:
*» Access the View menu and select Seating Chart.

» Choose whether to use the seating
chart for recording attendance, creating T e e ree| |re
a notepad entry, or creating a discipline == s =l

incident report.

» Attendance: Click on the Attendance
Mode at the top of the window. Click on the nez
student’s picture or seat to display a list
of available attendance codes. Select the
proper code for that student.

Click OK when finished taking Towrian | | cara,cony | |canian
attendance.

The default is attendance for the current  |L— -
date. If another date within the marking
period is desired, click on the Date button and select the desired date before
taking attendance.

Note: School policy may not allow teachers to record attendance for any date
other that the current date.

* Notepad or Discipline entries: Click on the Notepad or Discipline mode at the
top of the window. Click on a student’s picture or seat. That student’s Notepad or
Discipline window will appear. Enter the information and click OK.
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Viewing Personal Data Items

Viewing Personal Data Items

* Double clicking
on the name of
any student will
bring up the Per-
sonal Data Iltems
for that student.

——

NREIE

1. Grades: Sentence Co-

* The Personal
Data Items con-
tain information
from the ISIS
mainframe com-
puter, including
FCAT scores,
ESOL levels, and
demographic
information.

Displaying Personal Data Items

* Double clicking on Hot Spot #1
(see p.8) will bring up the list of
existing Personal Data Items.

* Selecting one or more items in
this window will cause them to be
displayed in the Student Index

Column.

* To select more than one item,
hold down the Ctrl key when mak-

ing your choices.

BEHRENS, THEC
BROWN, KIMBE
EVILSIZOR, KRI
FISHER, HEATH
HART, KATRIN#
HAYES, CHRIST
HEMPHILL, ERIC
HOFFMAN, KAT

bl el B Nl E ol el

= 2nd-L ANGUAGE ARTS | _E_:;._I___angu e Artsi1st Semesteri1st 9 Weeks
e Ll Student Personal Data: [1417] AMBLIN, ADAM

Name (Last, First =

=g AMBLIN, ADAM

Name (Last, First) | AMBLIN, ADA&M

Studert 1D |1216

Grade Level: I a

\ Birth Date: | 34487
Gender: IM

address | 1218 SKY 5T

City-St-Tip: | Gresley CO' 80831

Phone Mumker: I 9705550000

Course; I 10

Status:
| ™ Inactive £ Wipassing
Picture File = Active
 Withdrew £ Wtailing
,- A Remaove Picture |
i Current Disl Mumber kem Selected:
i Retrieve Picture | |Ph0ne Mumber "l

S

JURICH, TIMO1

Ok | Mext | Prey |Qprint| Dial Numberl Help |Cancel|

11. KRABILL, BETH/

Select Personal Data Item

Student 1.D.
Grade Level
Birth Date
Gender
Address
City-5t-Zip
Phone Number
Course
Section

Name (Last. Firsg . _§

—

Help |

Cancel |

NOTE: You may have to move the

double line to make more display
room in the Student Index Column.
(See Hot Spot #7 on page 8.)
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Creating Personal Data Items

Teachers can create personal data items for individual classes in order to collect
information on their students. E.g. they may want to record an email address for
a guardian, or assign a class number to each student, or note a student’s medical

problem or disability.

Step 1. Pull down the Define menu to Personal Data

[tems.

Step 2. In the dialog that pops up, click the Add but-

ton.

Step 3. Enter a description for the field (e.g.
“Guardian Email” and the amount of space
allocated for this field (in this case, 35 char-

Ml Personal Data ltems \z“@@
s et e Y
Student I.D. |
Grade Level |
Birth Date =
Gender |
Address 5
City-St-Zip
Phone Number
Course
Section s,

0K | Edit Add Insert Delete | Import |
Export | Up Qprint | Help | Cancel |

Personal Information Item: [17 £ 17]

acters).

Step 4. Click OK.

This brings up the list of all Personal Data
Items (see below). The new item enters at
the bottom of the list. Teachers can move the

item higher in the list by highlighting
repeatedly clicking the Up button.

Step 5. Click OK on the Personal
Date Iltems window to return to the
Class List.

Note: The teachers must enter data
in these new fields themselves.
And these items must be created

in each class list where they are
needed.

ITSIMDCPS

Descripti :|Guardian email
g:—ﬂi‘

N
\ % Characte

Lencth: | a5 [T Locked
i Ok [t Presy A
it and
In=ert Delete Giarint Help Cancel

Ml Personal Data Items

Phone Number

Course

Section

Standardized Test Scores
Active Status

Textbook Name

Textbook NMumber
Textbook Condition
Course Fee Paid
Guardian email

i

£

0K | E dit Add | Insert | Delete Import |
Export Up \ Down | Qprint | Help | Cancel |
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Gradebook?2 Class File Reports

Types: Three types of reports can be viewed or ns [Reports | Pimade Classes Help [Pinnade Plus (-12)]
printed from the Gradebook2 application. StEnfd epora ’
Custom Reports 3
Access them under the Reports menu. Crystal Reports v

“Gradebook Users Report Card Summary (HTML)
Blank Attendance Roster (HTML)

Blank Grade Report with Mames and ID (HTML)
1. Standard Rep orts: Blank Grade Sheet-Landscape {HTML)

Print All Definitions - Diagnostic Report (HTML)

* These are written as part of the application R L B e TS,
code, so the format cannot be changed, but Printer Setup. ..
each has many options.

* These reports record the students as they are set up in the Gradebook under
the Student Index Column. E.g. by name, number, or both.

* Global Comments may be printed on these

reports. These comments are created by
acceSSIng the Reports menu and SeIeCtIng * means that the student is exempted from that
Comments Set'up Edit/Create/Delete. ;Sns'n?:rr;e:‘z.em, but is still a missing assigment.
NOTE: Only one Global Comment may be

used at a time.

‘ Title: [X and Z grades ‘

oK | ﬂextl Erevl Add |

Insert | Qelelel Help | gancell

2. Custom Reports:

School Creating a Global Comment
* Created/edited in the Excelsior Report Editor application.
* Most include HTML coding for display with the Web browser.

* The list of these reports may be organized into sub-lists (up to 5) for easy
reference.

Local
 Specialized reports for individual teachers.
3. Crystal Reports
* Created/edited in the Crystal Reports application.

* Crystal Reports access data from the Pinnacle database so reports may be
school-wide, not just for the current class file.

» Crystal Reports are displayed and printed using the Adobe Acrobat Reader
application.

Note: Because crystal reports are displayed using the Acrobat Reader
application, they will take longer to compile and print. The user will see a
message indicating the estimated time it will take to create the Crystal Report,
usually a minute or so.
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Gradebook?2 Class File Reports

Using the Reports:

* Select a report from the Report menu. Repatt Buitin [
° Use the Pnnt Dlalog WlndOW that pops up to ‘ Printer:  Prirter; Systern Printer [Lexmark TE32) ‘ Cancel |
choose e Setp.. |
—which students to include, & fort |

= Studerts

—whether a Print Preview is desired
. . ! From: | 1 To I 17
—which printer to use, \

—and which options of the report are

h\r Tag Students...

Prinwmﬂ =|  Copiess| 1=

SeleCted I Frint to File ¥ Print Preview [~ Collate Copies
¢ If Global Comments have been created, one ¥ Frint Comment at Bottom
of them may be printed at the bottom of the =g Commen: [x22 Grades Bl 2
report. Setting Print Options

Tagging Students: This choice in the Print Range section of the dialog is used to print
a report for only one student or a few of them.

* Click the radio button in front of Tag

i i BLANCO, BLAS U |
Students... in the Print Range. (See above.) CAHFERAL TE GO 2
« In the list of students that appears (see S ADHL BreE
sample at right), select the desired student. CURENO, YIAHAIRA J =
-
If several are desired, press and hold the Ctrl MONTES, JONATHAN D _
H MORALES, JUAN G b |
key and click on each one. BAALIELLH MARGEIAE _
. . . PORTILLO, STEVEN el
* Click OK. The report will be printed for only —
the selected students. 0K Help Cancel

Commonly used reports

1. Standard

* Class Assignments Vertical used to report the grades.
* Class Attendance

 Student Assignments

 Student Missing Assignments

2. Custom/School/Class/
* Substitute Teacher Report (HTML)
* Detailed Student Report (HTML)
3. Custom/School/ Discipline

4. Crystal Reports
* 9 Weeks Grade Verification Report < Notice of Unsatisfactory Progress
» Unsatisfactory Notice Log » Parent Conference Report Quarter
* Progress Report Summary * Student Labels (with bar codes)
* Student Check Out List
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Entering Required Assessments (Effort, Conduct, and Comments)

1. Signinto the
class for which
you wish to enter
a Required As-
sessment grade.

NTITLED/UNTITLED

“our current class files:

00-4DVISEMEMT

01-M A Ewploratony Career wheel 3
02-Exploration of Communications
03-Introduction to Technology
08-b ) Ewploratory Career Wheel 3
0B-Intraduction to Technology

2. Once inside the class, find the View option from the menu bar up at the top and click

on it.

=0l Explora ary Career Wheel 3: Your Class/1st Semester/1st D Weeks

dit View Selbct Define Utilities Optionie Reports

Pitnacle  Classes Help  [Pinnacle Plus (K-12)]

IMame (Last, First)

GUELMES, JOHM A

HILL, DAVID C

JOSEPH, SAMANTHA K

FIM, BIMNWO O

MACHADO, NIKOLETTE M

MERMELL, MAXIMILLIA

PHILLIPS, SAVANNAH R

RAMOS, MARIA A

REYES, KENNY

. RIOS, SEAN O

. ROEBINSOMN, ESSENCE Z

. SHAH, JOSH |

. SHAPIEO, RACHEL D

. SMITH, GREGORY S

o I e e e P el Rl ] e sl B RS IS B

oo CATHERIME C
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down menu, dl View mﬂi

select Required | |B|&E]E ¥ bumeic
Assessment. 1 Graded) Letter

3. From the drop 5] 1-M/J Exploratory Ca Ca.reer Wheel 3 . Your Class."lst Semesier/1st 0 Weeks

Wesignmen

IMame Lz

GUCk

.l

A
JOSE
KIM,
MAC
MER
PHIL
RAM!
REYE

o] oo Bl Rox) oal Bo Ao ] b

SR 01T Exp_lnmtnry Career Wheesl 3 Yuu_r Classflst Semester!lst o Weeks

4. If you wish to

enter an Interim

Grade different _
Mame (Last, First)

from the current — S
CUELMES, JOHM A

calculated grade HILL, DAVID

2 Academic F’rogress {Interim}

ademic [Commen t [Commen t [Commen t [Effort Conduct  [Commen t [Comm=
1 dnterim) [2 dnterim) |3 dnterim) [Grade I cFinaly

pry oy
~|o|©| @]~ ool B[l =

in the Results e
Column, place MERMELL MAXMILLTE
a Letter Grade AT S I L
under Academic |5 S0
(Interim) column. [1-ESBINSON. ESSENCE 2
You may in- 12. SHAPIRO, RACHEL D
sert up to three lg '?mggbégi?HOg;n\?E =
16, LIRQUIEA, WA A
comments per 17. VELASCO, DONMNA J
18. VIDAURRI, MARCIA
student for the 18 WEXLER, DAVID S
. 20, ZOSMMAMN, HAMNMNAH B
Interim Report. |z
Press the space-
bar to display a list of Dade County codes. Attendance will automatically be taken from
the attendance recorded for the marking period. Any cell with (Final) under the descrip-
tion refers to information that will appear in the student’s end-nine-weeks report card.

5. Repeat these steps for each period you wish to enter a Required Assessment Grade.
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End of Nine Weeks Procedures

Step 1:

Step 2:

Step 3:

Step 4:

Step 5:

Pull down the View menu to Required Assessments or click on the tool-
bar icon, (see right and then enter Effort Grades, Conduct grades, and
Comments.

Enter in the Required Assessments. a
-
El

Verify Attendance by examining the Attendance Grid (View>Attendance) in a
class file.

* Elementary - Homeroom Class only.

» Secondary - All classes

Enter Overwrite Codes as necessary.

» Use the code “I” for incomplete.

» Use the code “NG” for any student who had grades in the gradebook, but for
whom you wish to submit a blank grade. You may need a comment code to
accompany this code.

» Use the code “NC” only at the Subject level and only in marking periods 2 or
4 and only in Secondary Schools.

Run the Grade Verification Report.

* Pull down the Reports menu to Crystal Reports to Grade Verification Report

» Compare grades, attendance totals and required assessments in the report to
what is in your gradebook.

» Photocopy and submit to the required school personnel (if necessary).

Print a detailed hard copy from the Standard Reports menu.
* Class Assignments Vertical
* Class Attendance for Marking Period
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Support Information

Gradebook Support

e Step 1:

The Gradebook Manager at your school is the first person to address teacher
guestions/issues relative to Gradebook

o« Step 2:
Gradebook Managers for your school will contact Support Services (SUS)
at 305-995-3705 to resolve problems

e« Step 3:
SUS Support Staff will escalate problems/issues to Excelsior as necessary
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