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SMS Gradebook
Introduction.  The SMS Gradebook is a software package produced by Chancery that interfaces with Chancery SMS.  It allows a teacher to keep grades on the computer and upload averages to SMS for report cards.  Results are similar to eClass, but procedures differ.  

Class rosters and basic data about each subject are set up by the District via SMS.  A teacher must then create scoresheets and enter assignments and grades, resulting in a running average.  Grades can be uploaded to SMS at any time during the grading period via a process is known as populating.

The basic Gradebook cycle of procedures throughout the year is as follows:

1. Set up server address on login screen before logging in for the first time

· Tells computer where to search for Gradebook files

· Done once when first logging on to Gradebook with school computer

2. Create a custom teacher scoresheet for each subject

· Defines assignment categories and weights

· Used to record assignments and scores

· Done four times a year at the beginning of each grading period (you may also set up all four scoresheets at one time in the beginning of the year)
3. Create categories for assignments, if desired (homework, quizzes, etc.)

· Created for each of the four scoresheets

4. Create assignments for each subject

· Done regularly for each graded assignment

5. Enter student scores for each assignment

· Done regularly for each graded assignment 
6. Save.  It is imperative that you SAVE SAVE SAVE 

· Done periodically during every Gradebook session; do not wait until the end of your session.  The motto here is “Save early and often!”

7. Populate scores into Chancery SMS 

· Definitely at the end of each marking period, but more regularly depending on school conventions

8. Create progress reports

· Though optional, the Gradebook progress report provides a nice synopsis of student performance to date

Login
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Double-click the Chancery SMS icon on your desktop. 
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On the login screen, enter your user ID (firstname.lastname) and your Chancery SMS password.
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Include server name first time (after that computer remembers)
Click Log On
Server address:

http://sms.am.dodea.edu/GBServer/GBService.asmx
Opening Screen
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Class/subject drop down list; every subject is listed.

Scoresheet list shows both DoDEA grading period scoresheets and teacher created scoresheets 
Scoresheets

Introduction.  There are two kinds of scoresheets—DoDEA owned and teacher-owned.  DoDEA scoresheets come directly from SMS and are used to communicate with the management system.  They are not modified by teachers.  Teachers create their own scoresheets to define assignment categories and list assignments and grades for a quarter.  A teacher can create as many scoresheets as s(he) wishes, but a good rule of thumb is to create one scoresheeet for each grading period.

Creating a Teacher-Owned Scoresheet (one for each grading period)
Introduction.  This procedure will be done once at the beginning of each grading period (you may create all four at once if you wish).  You will create one teacher-owned scoresheet per grading period.  Scoresheets define how you want your grades to display, whether you are weighting categories, and the grading table to be used.  Procedure:
1.  Use the Class/Subject drop down box to select a class other than homeroom:
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Click the Scoresheet dropdown box; choose Create New Scoresheet:
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2.  Delete the default scoresheet to avoid problems when entering assignments.  Ensure that the default is displayed and click Delete
3.  Name and create a new scoresheet.  In the new scoresheet you created, complete the fields as follows:
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Type an appropriate name, as shown
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Choose numeric, it fits better onscreen
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Use total points if you have only one category of grades; use weighted if you have more than one category (Tests and Classwork; 
Homework, Quizzes, and Projects; etc.)
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Choose the appropriate grading table for your situation (high school/middle school, or Student Achievement for fourth and fifth grades)

Click SAVE and then X out of this box.

Assigning Categories and Weights
Introduction.  After creating an Assignments scoresheet, set up categories and weights, if desired.  Gradebook organizes your scores by categories, averages each category, and averages the categories together to determine the quarterly average.  Create categories for each scoresheet.  (It is possible to copy categories from one scoresheet to another.  How to copy is explained later in this booklet.)  Procedure:

Click VIEW – SCORE SUMMARY BY CATEGORY
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Double-click the Default Category label 
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In the pop-up box, replace the “Default category” label with a category of your choosing and remember to assign a weight (percentages work well here). 
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Click NEW and choose “Create in this scoresheet” to add successive categories and weights.  Click SAVE and X out of the box.

Click VIEW – SCORES to return to your scoresheet

Assignments and Scores
Introduction.  Be sure to enter assignments and scores on a regular basis.   A teacher will perform this action more often than any other Gradebook activity.  Keeping grades current makes the end of the grading period go more smoothly, makes it possible to generate progress reports easily, and gives the teacher a running total of students’ averages.  Procedure:
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Click once on the New Assignment label. 
It is critical that the Assignment details be complete:


Name:  Enter a name to identify your assignment (ex. Test Ch. 1; HW pg. 3)

Points:  Tell how many points it is worth (usually 100 but can be 10, 20, etc.)

Weight:  Change weight only if you want the assignment to count more than once or less than once 

(Ex. Test counts double, enter 2 for weight)

Weighted Points: Computer does this one
Category:  Select your category (only if you have more than one)
Grading period:  Make sure it is correct

Grade item:  MOST important!  Do not leave “None” or computer will ignore grade.  Choose Course Grade (if language arts 4 or 5, choose from the three general areas of Reading, Writing, or Speaking & Listening)

Date assigned: Helpful for progress reports if you complete this section

Due date:  Recommend that you enter due date even if it is the same date as assigned

Click the SAVE button and X out of the box.

Enter number grades for students in the column under the assignment.  Save!

Transferring Scores to SMS

Introduction.  Scores can be sent from Gradebook to SMS at any time.  The procedure for transferring scores is known as populating.  Populate your scores in the grading period scoresheet.  Gradebook will not populate until there is at least one score in your scoresheet.  Procedure:


Click the Scoresheet area; choose the grading period scoresheet (Quarter 1 or Report Card 1 for elementary or middle/high)

You will see a screen with one column representing the quarterly average (three columns if grades 4-5 language arts). 

Click Populate on this screen.

Be sure the scoresheet is for the current grading period


Ensure the box is checked

Click Populate in this box.


Choose the appropriate command and click OK.


Your students’ letter grade averages will display, and the scores will transfer over to SMS.

Helpful Displays
1.
Display overall average on the Scores screen.  It is possible to display a running average on the Scores screen.   
Click the word Roster over the students’ names and choose Add Column 
Repeat to add a second column, then click one of the columns and choose Grade.
Both the number and letter grade averages display on your screen.

You will need to do this for each of your subjects.  Also, if you use Gradebook on more than one computer, you will need to set up the display on each one.

Did you set up too many columns?  Click on the column and choose Hide Column 
2.
View category averages.  Click VIEW – SCORE SUMMARY BY CATEGORY to display summary grades for categories (helpful when a student asks what his/her test average is, for example)

3.
View All Assignment details.  Click VIEW – ASSIGNMENT LIST to show a summary of all assignments.  This screen is VERY helpful when reviewing your assignments to ensure that you’ve entered details correctly.  It is easy to spot missing Grade Items and incorrect categories.
4.
View or hide past students.  Click EDIT – HIDE PAST STUDENTS to stop viewing students who are no longer in your school.  Choose EDIT – SHOW PAST STUDENTS to reverse and show all students, including former.

Shortcut Icons
The Gradebook shortcut icons may be used in place of the menu bar.
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Special Scores
Introduction.  Since so much of our Gradebook is controlled by SMS and DDESS decisions, it is not a good idea to change things like grading tables, but creating a score category for Excused grades will help when printing reports such as missing grade reports.  (If you do not print missing assignments reports, this practice is unnecessary)

Examples:

· You wish to assign extra credit but do not want it to appear that those who don’t do the extra credit are missing assignments.

· You create different assignments for different groups of students within your classroom.

Procedure:

Click VIEW – SPECIAL SCORES and look only at the bottom half of the pop-up window.
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Click NEW and add the information for Excused, with a shortcut of Ex.  Enter Ex whenever you want to excuse a student from an assignment.
Reports
There are a number of helpful reports that a teacher can print directly from Gradebook.  Always click the Preview button first to see if the report is what you want or you will be awash in paper.

Class Roster.  This report is helpful in that it prints a roster of your class with boxes across the screen.  Think, sub attendance sheet, checkoff list for papers/items that students need to return, etc.  Click REPORTS – CLASS ROSTER and Preview before you print.
Assignment Progress Report.  This report is available as a student or class report.  

Click REPORTS – ASSIGNMENT PROGRESS – BY STUDENT.

Choose the students individually or click All

The only recommendation is to uncheck the Class Average Box.  Other than that, experiment to get the information you want.  Click Preview.
Missing Assignments.  You may also wish to print a list of missing assignments for students/sponsors to review.  

Click REPORTS – MISSING ASSIGNMENT – BY STUDENT.  

Complete due date and number of missing assignments sections
Select students one at a time or check All
Leave overall score checked if you want their class average to display as well

Leave signature line checked if you want sponsors to sign and return.

Click Preview

Using Gradebook at Home
Since we are all so new to Gradebook, it is not a good idea to try to use it at home at this time; however, this guide will be updated soon to include instructions on installing the software at home, saving your gradebook locally, working offline, and synchronizing with Gradebook.
Copying and Pasting (see your ET if you are not sure!)
1.
Copying Scoresheets.  Steps to create all four scoresheets at once.

Create a new scoresheet for the first grading period

Create assignment categories and weights for this scoresheet


Drop down the scoresheet menu and choose Copy Existing Scoresheet

Choose the class you are in now

Choose the scoresheet to copy


Choose the same class

Name the new scoresheet

Click Copy to complete

2.
Copying Assignments.  If you entered an assignment into the wrong scoresheet, follow these steps to move it to the correct one.


In the incorrect scoresheet, click the assignment name and choose Copy Assignment.



The first three are complete based on the current class, scoresheet and assignment name.

Choose the same class

Choose the right scoresheet

Name the assignment and click Copy.

On the incorrect scoresheet, go to the Assignment details screen to delete the old one.

3.
Copying Scores.  It is possible to copy scores from one assignment to the other as well.  You start out in the correct scoresheet to do this one.
Click on the assignment name to which you want to copy scores (new assignment) and choose Copy Scores From.

Choose the old scoresheet


Choose the assignment

Choose the scoresheet you are in

Choose the assignment 

Click Copy
4.
Fill a column with a certain score.  If everyone has the same score, it is easy to fill the column.  
Click on the Assignment name in the heading, and choose Fill Column.  
Enter the desired score, choose to fill only the empty or overwrite all cells

Click Fill
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Hint:  


Every class comes with one “default” scoresheet.  Delete this scoresheet so you don’t make the mistake of entering grades into it by mistake





Hint:  Skip this step if all of your assignments count the same.  Leave the default category as is or rename.





Hint:  Remember to save often.  It is a good idea to click the Save icon after every few changes.  Gradebook seems to work better that way.





Hint:  


Can’t see this label?  Click VIEW - SCORES





Hint:  


Is the box “grayed out?”  Go back to your assignment displays and make sure you have chosen “Course Grade” for your grade item.





Hint:  


Generally you will “overwrite all grades” more often than you will “populate empty cells.”





Hint:  


When you create an assignment (see pg. 5), you need to choose both an “Assigned” date and a “Due” date or the missing assignments report will not work.





Hint:  Before you Populate, go to the All Assignments detail screen to see if all Grade Items and Category assignments are correct.
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