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INTRODUCTION 
The Teacher Interface is a fully customizable tool for teachers to use on a daily basis allowing accessibility 
from work or home. This chapter will provide instruction on the many features within the Teachers 
Interface.   

Teachers will be able: 

• Track period attendance 

• Utilize multiple grading methods, weight assignments 

• Post Progress Reports 

• Post Secondary and Standards Based Report Cards 

• Assist with course requests 

• Run student specific performance report 

• Communicate with their student's parents 

AUDIENCE 
This document is written for both Elementary and Secondary teachers using the CSIU Student Information 
System.   

NAVIGATION 

Announcements and Events (Home Page) 
HOME PAGE (click on the HOME BUTTON ) 

On the CSIU Student Software homepage, teachers can see district-wide or school Announcements, as 
well as district-wide or school Calendar Events.  

 

Top screen controls 
Color Scheme: Click a colored square ( ) in the banner area to change the color scheme. 
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Logged in as: Displays the User Name of the person signed in.  Important to review because security is 
based on the user name and different users will have different features available. 

Date:  Will show the system date and if the day is a school day then the Day Code will be indicated in 
parentheses next to the system date. 

Home ( ): Will display this Announcements and Event Page. 

Reference Guides ( ): Reference Guides contain the system's help files.  The Guide is divided into four 
sections: User Guides, Quick Reference Guides, Tutorials, and Release Notes. 

Logout ( ): Logout will log the teacher off the system. 

Detailed Section 

Schools: In the upper right corner is a school dropdown list.  The list will only include schools the user 
has access to see. 

Announcements:  Announcements will include both district and school announcements.  Announcements 
display in entry sequence. 

Events: Are calendar events for both the district and the school.  The events will show for the current 
semester in ascending Date From sequence.  

My Page settings 

Mail Inbox 

MY PAGE > MAIL INBOX 

If utilized by the district or school, the Mail Inbox will display messages sent via the CSIU internal 
messaging system.   

 

 

This mail system is internal between staff members (not parents). 
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Personal Page 

MY PAGE > PERSONAL PAGES.   

Personal Pages are similar to favorites or bookmarks used within web browsers. To create a new Personal 
Page, click New. Add the desired URL and Save. 

 

New - Click the new button to add a new Page name and URL.  Be sure to press the Save button to save 
the hyperlink. 

*Page Name: Page Name is the descriptive name that will display in the Personal Pages section of this 
screen. 

*URL: is the actual webpage address.  This must follow http protocols. 
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Save: Saves the New Personal Page 

Cancel: Cancels the New Personal Page 

Once the Personal Page has been added the teacher will be able to view ( ) or delete ( ) the entry 
from the list by using the grid listing on this page. 

Preferences 

MY PAGE > PREFERENCES.   

This page is used to set user account settings. 

 

*Authentication Question and *Authentication Answer are used for security purposes. Users must 
enter both the Authentication Question and Answer. Do not use special characters when entering 
Authentication Questions and Answers i.e. question marks, apostrophes, commas etc.   

Home Page - Teachers are the only group of users that have the ability to set their STAFF SCHEDULE 
VIEWS screen as their default entry screen, which will display their teaching schedule upon logging in. Be 
sure to click SAVE. 

Records per page - The default Records per page is set to 25, but it is recommended this setting be 
changed to 100; to allow the maximum number of search results possible on a page.  

Select Style - Is used to control the placement of the Navigational menu.  This menu can appear on 
either the left or right hand side of the page.   

Change Password - Clicking the change password button will open a new window allowing the teacher to 
update their current password.  If the user does not remember their old password, please contact your 
system administrator. 

NOTE:  Next to the school dropdown list in the upper right corner of the screen, there is a downward 
chevron arrow ( ), this chevron button is used to temporarily hide the Navigation menu.  The menu will 
automatically reappear when another detailed screen is entered or the current screen is refreshed (F5). 

STAFF SCHEDULE VIEWS 
STAFF > STAFF SCHEDULE VIEWS 
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From this screen, teachers can access Today's Personal Schedule, This Week's Schedule, Semester 
View, My Students, and the teacher's Toolkit.  Each topic is outlined below: 

Today's Personal Schedule: Displays the teacher's schedule based on the Cycle day associated with the 
current date.  If the teacher feels this is not the correct daily schedule, verify the Day code is correct.  
Day Code is shown immediately following the date at the top of the screen ( ).If there is 
a problem with the cycle day, please contact the person responsible for maintaining the school calendar. 

This Week's Schedule:  Is a Monday through Friday view only display of classes for the week.   

Semester View:  Is a list of all classes the teacher is scheduled for grouped by semester.  This can be 
used when a teacher is doing prep work on accessing a class on a non-student day.  Their personal 
schedule only shows classes for a particular day but the semester view will show all classes taught by this 
teacher. 

My Students: Is broken into two sub tabs.  The first tab is the Class list, which will display all students 
the teacher has access to.  From this tab, student contacts and student profiles can be accessed.  The 
second tab is Excessive Absences, which allows the teacher to print or export to Excel all of their 
students that have absences for a specific date range and the number of occurrences. 

Toolkit: Gives the teacher the ability to customize the sequence of their assignments in their Gradebook. 

Today's Personal Schedule 
STAFF > STAFF SCHEDULE VIEWS: Today's Personal Schedule 

 

 

Date: By default this scheduling tab will display the current daily schedule.  If you are working on a 
different day cycle class, this personal schedule can be changed to another student day. 



Teacher Gradebook 

Revised: 08/23/2010 ©2010 Central Susquehanna Intermediate Unit, USA Page 6 

Set as Personal Page: Sets this page as the default entry screen for a teacher.  Teachers are the only 
group of users with this ability. 

NOTE: All other users will default to the Announcements & Events home page.  If this page is set by 
the teacher as the Personal Page then the teacher will need to click on the home page icon  to display 
the school announcements. 

Roster Report( ): Create a Roster Report used primarily for substitutes to take attendance.  See 
below. 

Grid Listing Column Headings:  Any underline column heading can be used to sort by either ascending 
or descending sequence. 

Grid Listing Detail Rows:  Clicking on any underline detail cell will take you to the selected class 
attendance page.  If the teacher wants to go to any other screen other than attendance, the teacher can 
right-mouse click anywhere on the class row to display a shortcut menu.  This menu will include most of 
the teacher gradebook options.   

NOTE: The shortcut menu is only available on the Today's Personal Schedule tab. 

Grid Highlighting:  The active period class will be highlighted (in example below: Period 4-4 is active).  
This helps to identify what class the teacher is currently scheduled to teach. 

Co-teacher ( ):  Indicates this teacher is not the primary teacher for this class but the teacher does 
have teacher capabilities. 

Red Explanation Mark( ): Indicates attendance has not been taken by the teacher.   

NOTE:  this screen does not automatically update after teacher posts attendance.  Press the F5 (refresh) 
key to notice the update. 

Mini Courses:  Mini course are used for any class that meets for a length of time shorter than a semester 
such as a rotational class (music/art/sewing/shop).  This screen will display semester long classes first 
and then any mini course this teacher is also scheduled to teach. 

 

 

Teachers can access Class 
Attendance Rosters by 
clicking the Roster 
Icon . 

   Indicates 
Attendance has NOT 
yet been taken for 
the Class.  

From Staff Schedule 
Views, teachers can 
"right click" to display 
menu.  
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This Week's Schedule 
STAFF > STAFF SCHEDULE VIEWS: This Week's Schedule 

This Week's Schedule view is display only with no linking to other screens.  The Monday through Friday 
schedule will display for the teacher so the teacher can see where they will need to be for the current 
week. 

 

Co-Teacher Icon  ( ): indicates the teacher has been assigned to co-teach the class.  A co-teacher can 
take attendance and enter grades into the Gradebook. 

Roster Icon ( ):  By selecting the Roster icon , on any of the staff schedule tabs, the teacher will be 
able to access and print Attendance Rosters for specific classes (see below). This is useful for printing 
rosters for Substitute Teachers. 

Roster Report (selection screen and report sample) 
Below on the left are the selection criteria a teacher can enter to select specific class rosters.  The teacher 
can select the periods, classes, and day cycle needed.  On the right is a sample of the Class Roster. 
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Semester View 
STAFF > STAFF SCHEDULE VIEWS:  Semester View 

The Semester View Tab allows teachers to access classes that meet any day cycle/semester.  On this tab 
the teacher can view the class information by clicking on the Course # link. 

 

My Students 
STAFF > STAFF SCHEDULE VIEWS: My Students > Class List 

The Class List allows teachers to view all their students based on selected criteria.  The search criteria is 
name, ID number, Grade level, or a particular class. 
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Excessive Absences Report 
STAFF > STAFF SCHEDULE VIEWS: My Students > Excessive Absences 

The My Students Tab allows teachers to run Excessive Absence Reports based on selected criteria.  The 
criterion is: date range, attendance status, class filter and number of occurrences.  Below is a sample of 
the export to Excel option: 

Excessive Absences filter page 

 

Excessive Absences Export 
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Toolkit 
STAFF > STAFF SCHEDULE VIEWS: Toolkit 

The Toolkit tab allows teachers to customize how their Gradebook assignments will display.  The setting 
selected here will apply to all the teacher's classes. 

 

TEACHERS TAKING ATTENDANCE 

Attendance Roster 
STAFF > STAFF SCHEDULE VIEWS: Click on a Course # to access the Attendance Roster screen.   

The Attendance Roster screen defaults to the current date. There are three possible settings: Present, 
Absent, Tardy.  Students will default to Present. If ALL students are Present, the teacher must click 
SAVE to let the attendance secretary know attendance has been taken for this class.  

Depending on district policy, the option to enter attendance reasons may be available. After entering the 
attendance statuses, click the Save button. If all students are present, you must click the Save button to 
record attendance for the class.  
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Attendance Roster 

 

Define fields from left to right to top to bottom. 

Course Dropdown list: In the upper right corner, the teacher can take attendance for a different class. 
Use this dropdown menu to navigate between classes.  

Save button:  Before leaving this screen, remember to Save.    

NOTE: Notice the screen has two save buttons.  It is recommended to typically use the top save button 
because error messages will be presented at the top of the screen.  This system does not warn you when 
information has been changed but not saved, so try to make the save button a habit. 

Reason button: Lists the available Attendance reason codes with descriptions. 

Close button: returns the teacher to the Staff Schedule View. 

Scheduling Icon ( ): displays the student's schedule with their period and daily attendance information. 

ID:  The student's local ID number.  This field is a hyperlink used to displays the student's profile. 

Student Name: Students are sorted last name comma first name.  If a student is only partially scheduled 
to be in the teacher's class a partial icon  will appear next to the student's name.  If a  appears and 
under the attendance column the teacher does not have to option to take attendance then the student is 
not scheduled to be in this class on this day cycle.  In the example above, Chris Lara is not scheduled to 
be in Mrs. Santiago's second period Criminal Justice class on day code W. 

After the student's name there are several unlabeled columns.  These columns could be loaded with icons.  
On this screen the following icons and buttons are shown: 

Page Icons 

 Attendance locked by a super user (administrator) 

 Student absent for the day 

 Student absent from previous class 

 Attendance Letter was sent to student 
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Page Icons 

 Attendance Lock by a Super User or the Daily 
attendance has been Closed out 

 Student is Partial Scheduled in this class 

Roster ( ):  Roster codes are established by administers for teachers to track anything.  For 
example it could be used to track when students are prepared or unprepared for class, or for lunch counts.  
NOTE: under the OTHER menu, Teachers have the ability to run Roster reports to summarize the results. 

Attendance ( ):  There are three attendance codes a teacher can select.  Initially the 
students are all marked present, but the teacher has the ability to change this field to Tardy or Absent.  If 
a super user has already taken a student's attendance for the day in the school office, then teacher will 
not be able to change the student's attendance and a lock  icon will appear next to the student's name.  
If no attendance button is associated with a student then the student is not scheduled to be in this class 
for the day cycle. 

Time: used to record tardy times.   By default this will be 15 minutes after the period begins. 

Reason:  Administration will determine what absent codes teacher can view. 

Event Time: Event time displays the start and end time for events. 

Accessing Previous Attendance Days 

 

Calendar Icon ( ):Calendar icon allows the viewing of past days attendance for the selected class.  

Attendance Menu 

STAFF > STAFF SCHEDULE VIEWS: Attendance down arrow 

Click on a class to access the Attendance Roster screen and then click on the Attendance dropdown 
to display the Attendance menu in. Teacher interface, which provides the following attendance options: 
Seating Chart, Field Trips, Buses, Attendance History and Attendance Summary. 

Attendance Drop Down Menu 

 

Seating Chart               Field Trips                    Buses                Att. History           Att. Summary 
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Seating Chart 

STAFF > STAFF SCHEDULE VIEWS: Attendance Menu>Seating Chart 

Click on a class to access the Attendance Roster screen and then click on the Attendance dropdown 
to display the ATTENDANCE menu and then select SEATING CHART. 

Accessing and Making Changes to the Seating Chart 

Select Seating Chart from the attendance dropdown menu to view a visual representation of the selected 
class.  Rearrange the class layout by clicking and dragging students from one placeholder to another. Take 
attendance by clicking the Attendance buttons (toggles between Present/Absent/Tardy) below student 
pictures.   When using the seating chart view, teachers will not be able to enter absent reasons or update 
tardy times. 

Click the Setting button to adjust the Seating Chart grid. Once settings are in place, refresh the Seating 
Chart to see the new settings.  When finished, click Save to save changes to student placements on the 
Seating Chart and to record student attendance.   

Seating Chart 

 

Seating Chart Settings 

 

NOTE: Zoom out before shuffling student's around.  Then use the Zoom in after the student's have been 
rearranged. 

Field Trip Information 

STAFF > STAFF SCHEDULE VIEWS: Attendance Menu>Field Trip(s) 

 Set the Maximum 
Rows and Columns 
for the seating 
chart. Click Save.   

 Click to take 
student 
attendance. Like 
the Attendance 
Roster, student 
attendance defaults 
to present.   

Click to change 
Seating Chart 
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Select Field Trips from the attendance dropdown menu to identify the field trips that have been assigned 
to the teacher. Click a checkbox next to a field trip; click the Field Trip Take Attendance  icon in the 
upper right hand corner of the screen to display an attendance roster. 

Field Trips 

 

 

Take Attendance: Field Trip Roster 
The Field trip roster displays student's attending each field trip. 

 

Print ( ) icon: The print icon will print Id, Student Name, Alert, and attendance information. 

Drop button:  The drop button will remove any selected students from the field trip roster. 

Drop Field checkbox: The drop field checkbox will remove the student from the field trip roster.  Select 
all the students who will not be attending the field trip and then press the Drop button. 

Phone ( ) icon: Click the phone icon to access contact information for the student  

Id Number: display only 

Student Name: display only 
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Alerts Icon:  Red indicates one alert and  Blue indicates multiple alerts. 

Present: Checkbox is used to update all students, and the option buttons are used to individualize 
attendance. 

No Show: No show is used to indicate students not present. 

 

Bus Information 

STAFF > STAFF SCHEDULE VIEWS: Attendance Menu>Buses 

Select Buses from the attendance dropdown menu to identify buses linked to students in the selected 
class.   NOTE: this is a view only screen. Print or export the bus list to excel using the icons in the 
upper right hand corner of the screen.   By default the bus list is sorted in alphabetical order by Last 
Name.   

Student Bus Information 

 

Attendance History  

STAFF > STAFF SCHEDULE VIEWS: Attendance Menu> Attendance History 

Select Attendance History from the attendance dropdown menu to view the attendance history for the 
selected class.  Teachers will have the ability to view attendance history by month/year; marking period, 
or progress report time frames. 

Attendance History Report 
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Statuses used on Attendance 
reports:  

 

P – Present  

A – Absent  

T – Tardy  

AE – Absent Excused  

AU – Absent Unexcused  

TE – Tardy Excused  

TU – Tardy Unexcused  

A* - Absent Unknown (no reason 
has been entered for this absence) 

T* - Tardy Unknown (no reason has 
been entered for this tardy) 

 

Teacher can switch another class by using the Class Selection dropdown feature in the upper right hand 
corner. 

Select the Month and Year, and click the Go icon  to submit or 

Select the Marking Period, and click the Go icon  to submit or 

Select the Progress Report, and click the Go icon  to submit 

Attendance Summary 

STAFF > STAFF SCHEDULE VIEWS: Attendance Menu> Attendance Summary 

Select Attendance Summary from the attendance dropdown menu to view the Attendance Summary 
for the selected class by Marking Period. Select the Marking Period. Check Display All Periods or 
Display This Period Only as a preference on how the Attendance Summary report will display 
attendance.  Click Search. 

Attendance History Report 

 

Marking Periods: Primary Filter used on the report.  

Display All Periods: Option button 

Display This Period Only: option button 

Show Dropped Students: Checkbox filter.  By default only active students will appear, when checked 
only students who dropped the class will be included. 

Name Filter: Individual Students can be selected here 
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Returning to the Staff Schedule View 
PLEASE NOTE:  when returning to the STAFF SCHEDULE VIEW after attendance was taken will not 
automatically refresh the screen.  Press the browser's refresh button (F5) so the red explanation will be 
removed if the attendance was successfully updated. 

Staff Schedule View 

 

TEACHERS CLASS ROSTER 

Class Roster 
STAFF > STAFF SCHEDULE VIEWS: Class Roster Menu 

From the Teacher interface, right-mouse click on the class row to display the shortcut menu, Click Class 
Roster.   

From the class roster page, teachers are able to: Print Roster, create mailing labels, view class enrollment 
history, toggle between active and inactive students, and export information to MS Word or MS Excel. 
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Viewing the Class Roster 

 

This screen will show multiple icons a teacher needs to be aware of: 

Page Icons 

  

 A red cross indicates a student has a single health or 
allergy alert 

 A blue cross indicates a student has multiple health or 
allergy alerts. 

 Indicates a student is partially scheduled. 

 A green dot indicates a student is classified Special 
Education. 

 A purple dot indicates a student has a 504 Plan 

 Indicates a student has a Guardian Alert associated 
with a parent or guardian. 

 Indicates the teacher has an internal Conversation 
Message from a parent/guardian via the parent portal 

Teachers and parents can use an internal conversation tool ( ) by double- clicking on the number value 
associated with the appropriate student.  This will open a communication window for teachers to 
communicate within the parent portal and the Student Information System.   

NOTE:  all conversations can be viewed by your system administrators. 
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Teacher's can customize their view: 

 

From the class roster page, the teacher can temporarily rearrange the columns by dragging the column 
heading to the desired location.  Also, next to each column heading is a dropdown arrow used to sort and 
or hide unwanted columns.  Currently these settings cannot be saved. 

Grid Listing Columns 

Checkbox:  Used to identify the selected student 

Purple dot ( ): There is an IEP associated with this student 

Green dot ( ): There is a Disability associated with this student 

Partial ( ): Student is partial scheduled for this class. 

LEP: Limited English Proficiency  

Correspondence ( ): Parent Portal correspondence.  Click on the cell to view/create a new conversation. 

ID: Student Local Id.  Click to access the student's profile. 

DOB: Date of Birth 

Name: First, Middle, Last 

Alert: teachers will only see if a student has a health alert.  Red indicates one health alert and Blue 
indicates multiple health alerts. 

 

 

Teachers can view student's profile information by clicking on a student's id or name.  When a specific 
student is selected a check mark will appear in the column next to the row number indicating what 
student was selected and the student's profile page will open (see below). 



Teacher Gradebook 

Revised: 08/23/2010 ©2010 Central Susquehanna Intermediate Unit, USA Page 20 

Student Profile Page 

 

Depending on the teacher's security, the profile tabs will vary.  In this example, our teacher can view in 
alphabetical order 504 Upload, Assessments, and Busses, Daily Attendance, IEP Upload, Phone Journal, 
Profile, Progress Reports, Report Cards, Schedule, Status, Student Field Trips, Student Groups and 
Student Locker information.  Please note: the teacher can use the Prev and Next button (found on the 
profile tab) to view other student's profiles. 

Print Roster 
STAFF > STAFF SCHEDULE VIEWS: Class Roster > Print Roster 

 



Teacher Gradebook 

Revised: 02/29/2010 ©2010 Central Susquehanna Intermediate Unit, USA Page 21 

5160 Labels 
STAFF > STAFF SCHEDULE VIEWS: Class Roster > 5160 Label button 

From the Class Roster, click the 5160 Label button.  Choose the desired label format. Click the 
Generate Labels. Labels will generate in Microsoft Word®.  

Generating Labels 

 

When generating labels, teacher will be able to select the contacts who will receive the mailings: 

1. Student Mailing Labels: one label per student sent to household with the "parent or guardian of…" line. 

2. Household Mailing Label:  one label per student sent to the Household family name 

3. Guardian Mailing Labels:  multiple labels will be created for all the student's guardians with 
correspondence checked (check with person who handles registration information for your school) 

4. Guardian Label by Student: multiple labels will be created for all the student's guardians with 
correspondent checked.  Labels will be addressed as "Guardian of …" 

5. Student Label:  one label per student with only the student's name on the label.  For example: 
creating a student folder or to attach a label to an assignment. 

NOTE: If using a version older than Microsoft Office 2007 the toolbar will not open automatically.  Will 
need to right click on the toolbar and then select the standard toolbar to have the print button available. 

Class Enrollment History 
STAFF > STAFF SCHEDULE VIEWS: Class Roster > Class Enrollment History  

From the Class Roster screen, click the Class Enrollment History button to view the enrollment history 
for the selected class.   
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Class Enrollment History 

 

This screen displays when a student enrolled and/or drop each class. 

Drop Student/Drop Date 
STAFF > STAFF SCHEDULE VIEWS: Class Roster > Drop Student 

The Drop Student feature allows a teacher to remove students from a class.  Once a student has been 
dropped the student will no longer appear on the class roster or attendance screens.  

NOTE: if the teacher mistakenly dropped a student, the student can be reenrolled into the class by an 
administrator (Student > Profile: Add/Drop Schedule). 

 

From the Class Roster screen: 

1. Select the student(s) to delete by using the checkbox. 

2. Enter the Drop Date 
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3. Press Drop Students button 

4. Confirm the Record deleted successfully by the dialog box. 

This screen displays when a student enrolled and/or drop each class. 

GRADEBOOK 
Under Gradebook, teachers have six different menu options to navigate.   In order to return to the actual 
teacher Gradebook, click on the main Gradebook Menu. 

Gradebook Navigation 

 

Gradebook menu items 

Setup: Setup is used to create Gradebook structure for the class.  The Gradebook is made up of 
categories and assignments.  

Report Card Entry: Report Card Entry is used to enter both a Report Card Grade and both free form and 
canned comments. 

Attachments: Attachments can be stored in the Gradebook for the current year.  Please note: 
attachments do not get copied to the next year classes nor do they display on the parent portal. 

Generate Reports: There are two types of reports that can be generated.  One is individual student 
performance and the other is class Gradebook summary.  Before a report can be generated, Report 
Templates would need to be established first.  Student performance reports can be posted to the Parent 
Portal. 

Report Templates: Administrators or Teachers can create either a Performance / Gradebook.   

Rapid Entry: Teacher can enter just assignment grades without displaying attendance and calculated 
totals.   

Gradebook: Setup 
STAFF > STAFF SCHEDULE VIEWS: Gradebook > Setup 

Teachers can configure and customize their Gradebooks for each class they teach using Gradebook Setup.  
Weights, Grading Methods, and Drop Rules can be assigned to each Category created.   Most important 
determine how report card grades will be determined.. 

Note: Teachers will also have the ability to control the sequence of how assignments will appear in the 
Gradebook by using the STAFF > STAFF SCHEDULE VIEWS > TOOLKIT. 
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Gradebook Setup 

 

Setup: Top of the Screen Controls 

Teacher's dropdown class list:  in the upper right hand corner of the screen is a dropdown list 
containing all the classes for this teacher.  The teacher can quickly switch from one of their classes to 
another. 

Marking Period:  All categories and assignments are associated with a marking period. 

Add Category: Categories are setup by either the administration or the interval teachers. Assignments 
are within categories to help organize and to help calculate a class grade.  New Categories are always 
added to the bottom.   

NOTE: Administrators can establish categories at the school level for teachers to use and then depending 
on security settings, teachers may or may not be able to adjust the categories.  Administration can set up 
school defaults by using: System > Grade Reporting > Gradebook Defaults. 

Delete Category:  This option will delete an entire category and all the associated assignments.  Use this 
button with caution. 

Copy Assignments: Allows teacher to copy assignments from one class to any other class assigned to 
the teacher. The Copy Assignments screen, will display the Source Gradebook Setup on the left side of the 
screen; where assignments are being copied from.   The Target Gradebook Setup will display on the right 
side of the screen; where assignments are being copied to.  NOTE: Remember to use the Save button 
after appending the assignment to each class. 
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Save:  Remember within this web based system, users will need to use the Save button after changes 
have been made.      

Save As Course Template: creates a template consisting of only the Categories, not assignments, in the 
Gradebook Setup in which the “Save as Course Template” button is clicked. The template is applied to ALL 
sections with the same Course Number assigned to the teacher. The template will be applied to all 
marking periods, not just the selected marking period.   

Save as Subject Template: creates a template consisting of only the Subjects, not assignments, in the 
Gradebook Setup in which the “Save as Subject Template” button is clicked. The template is applied to 
ALL sections of the course with the same Subject assigned to the teacher. The template will be applied to 
all marking periods, not just the selected marking period.  

NOTE:  Course and Subject Templates are only applied to Gradebook Setups that do NOT have an 
existing Gradebook Setup  (meaning the “Save” button has not been clicked). In order to lock in a Course 
and Subject Template, the user must click the “Save” button in Gradebook Setup. Clicking Save makes 
the Course or Subject template the active Gradebook Setup for each Marking Period's Gradebook in each 
Section included in the Course and/or Subject Template.  All Category and Assignment settings are saved 
with Course Templates and Subject Templates. If a Course and Subject Template are applied to the same 
Course/Section, the Course Template will override the Subject Template.  

Help: will display information on the different Grading Methods. 

Steps for Using Save as Course Template and Save as Subject Template 

1. In Gradebook Setup, select the course and marking period to set as the Course or Subject Template, 
using the dropdown menus in the upper right-hand corner of the screen. 

2. Add the desired categories to the selected Gradebook Setup, click SAVE. 

3. Click Save as Course Template or Save as Subject Template accordingly. Wait for the template to 
finish saving. 

4. Go to a course and marking period that the Course or Subject Template was copied to.  
    **IMPORTANT STEP** 

5. Verify that you wish to use that template as the Gradebook Setup for the course and marking period 
you selected. Make any necessary changes to the categories that were copied, click SAVE. 

6. Repeat Steps 4 and 5 for each course included in the Course or Subject Template. 

Steps for Using the Copy Assignments: 

Copy Assignments allows users to copy assignments from one MP and/or class to another. 
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Compare:  The compare button will compare the source course on the left with the target course on the 
right.  The system will highlight the source assignments in red which can be copied. 

Append:  Append will add the new course to the targeted course.  WARNING:  it does not save until the 
Target class is view and then saved. 

Reset:  removes all the assignments added to the target course. 

All categories and assignments highlighted in red will copy over to the Target Gradebook Set up.  Click on 
categories and assignments to deselect them, they will highlight in grey.  Click Append. The Source 
Gradebook Set up will copy over. 

**** Press Save if desired results appear on the right hand side **** 

Setup: Categories 

Categories are used to organize assignments and determine marking period grades.  This section will 
explain what every field is used for. 

 

Expand icon : used to Expand or collapse a category to display assignments 

Category: Is the name associated with the category.  This is a required field which can be maintained for 
each class. 

Weight (%):  is the percentage of the total marking period grade.  This value can be different for 
different marking periods. 

Select a Target class and 
Marking Period. Note: “No 
Results” will display if the 
Target Gradebook Setup is 
blank. 
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Drop Lowest: Teachers are able to specify the number of assignments that can be dropped based on the 
lowest assignment score.  An example:  A teacher wants to drop two lowest homework grades. 

Drop Highest: Teachers are able to specify the number of assignments that can be dropped based on the 
highest assignment score.   

Grading Method: are (1) Averaging, (2) Summation Percentage, (3) Raw Score to Percentage, (4) 
Summation.  Help with examples is available on the Gradebook setup page. 

Color: Used to help visualize the assignment category when viewing the Gradebook.  All assignment text 
headings will use the selected color. 

Checkbox:  helps identify the active categories and give teachers the ability to group updates at the 
Category level.   For example:  select all the categories the teacher wishes to remove from their 
Gradebook and then use the Remove Category button. 

Setup: Assignments 

When teachers expand Categories by clicking on the  expand icon, the teacher can access the 
Assignments Menu. From this menu, teachers can Add Assignments, enter the Maximum Number of 
Points, and allot Bonuses and Multipliers.  Due Dates are required entries for all assignments. Teachers 
also have the ability to enter a Description for each assignment, as well as enable Comments and Publish 
specifically to the parent portal. 

 

Adding Assignments: Adds an assignment to the bottom of the assignment with the Category Name 
followed by the next sequential number available in order to give each assignment a unique name.  
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Removing Assignments: Allows teachers to remove assignments.  NOTE:  please verify prior to 
removing assignment because the system will allow a teacher to remove an assignment after grades have 
been posted. 

Max. Pt.: Maximum Points is the base number of points for each assignment.   

Bonus:  Bonus points are the extra points a student can earn on this assignment.   

Bonus Example:  If the student earns a 40 on an assignment with 50 max pt than the student would earn 
a 80 (40/50); however if the student earns a 40 on this same assignment but the assignment has 5 bonus 
points that the student would earn 90 ((45 + 5)/50). 

Mult.:  The multiplier is used to adjust the weight of the assignment.  An example:  student was given 
two assignments, on the first assignment the student received 45/50 with a multiplier of 1; on the second 
assignment the student received an 80/100 with a multiplier of 2 then the average grade would be an 
83.33 ((90 + (80*2)/3). 

Due Date: The date the assignment will be due.  Once this date occurs, a flag will be displayed for any 
ungraded students for this assignment.  NOTE: The due date will appear on the parent portal. 

Desc:  The description is used to describe the assignment in more detail.  NOTE: this field does not 
appear on the parent portal. 

Comment: Checking Comment allows teachers to add comments to the selected assignment in their 
Gradebook.  IMPORTANT NOTE:  comment will display on the parent portal. 

Publish date:  This is the date the assignment will appear on the parent portal. 

ESP: Checking ESP will display the assignment, student’s grade and comments to the eSchoolPortal 

 

Bottom of the setup page 

Other Measure(s):  At the bottom of the Gradebook setup page, additional measures can be setup for 
each course.  The grades can then be entered using Report Card Entry (see next section) because they 
are not associated with a marking period.  

NOTE: other measures will list all assessments attached to the class (Scheduling > Course > 
Assessments) setup by your school administrators.  This section also includes Mid-Term and Final Exams.  
Teachers are able to designate both the weight of each exam and whether it should be included in the 
Final grade for each class. 

Gradebook: Entering Grades 
STAFF > STAFF SCHEDULE VIEWS > Gradebook 

Once assignments have been added and saved in Gradebook Setup, they will appear in the Gradebook.  
The Gradebook makes entering grades simple.  Teachers can click directly on any assignment cell to enter 
a grade or navigate across columns and rows using the arrow buttons on the keyboard.  Similar to an 
Excel spreadsheet, columns in Gradebook can be dragged and dropped for fast, easy organization, 
allowing teachers the ability to customize the appearance of the Gradebook. Note that these changes are 
not permanent.    
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Grade Entry 

 

Top Menu Controls 

Dropped Students: The Dropped Students button gives teachers the ability to toggle between viewing 
students that previously dropped the class and the Current Students. 

MP Summary: Is used to create a report with the classroom report card statistics for each student.  The 
report includes all the information displayed on the screen. 

Export: Is used to create an Excel export file with the classroom report card statistics for each student.  
The report includes all the information displayed on the screen. 

Hide Stats: Hides the Date, Category, Possible, Mean, Median, Standard Deviation rows.  This button 
toggles between a Hide Stats and a Show Stats button. 

Save: The save button saves all changes.  NOTE: Changes can be identified by the red triangles in the 
upper left hand corner of the updated cell.   

Print: Print button will create a Microsoft Word document. 

Grid Listing: 

In the Grid Listing section, the teacher has the ability to, rearrange, resize, temporarily hide heading and 
sort by any column heading.   

Rearrange columns:  In order to rearrange column, go to the down arrow next to any column heading 
and Unlock the headers.  Once unlock (figure below shows unlocked) then position the mouse in the 
middle of the Grade label.  Now drag the column header to the new location signified by the blue arrows in 
the figure below. 

Hide/Unhide Columns: In order to temporarily hide/unhide a column, go to the down arrow next to any 
column heading and select Columns.  From the submenu, check or uncheck appropriate columns. 

Resize Columns: In order to temporarily resize a column, position the mouse pointer on the right-hand 
edge of the column header and drag the mouse to resize the column to the desired width. 

Sort Columns:  In the Gradebook any field can be used for sorting.  Click on the column label or use the 
down arrow. 

NOTE: keep in mind all of these settings are temporary. Once the teacher leaves this page, the page will 
be refreshed.  The only permanent way to change the appearance in the teacher's Gradebook is to use the 
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STAFF > STAFF SCHEDULE VIEWS: Toolkit tab.  The Toolkit allows the teacher the ability to arrange 
the categories/assignments in their classes. 

      

Icons used on this screen 
The Gradebook will display icons to inform the teacher of various tasks outlined below: 

Page Icons 

 Drop the lowest or Highest Assignment Grade  (red 
line through the lowest and/or highest values) 

 Past Due assignment (red exclamation point) 

 Data change - indicates cells not yet saved (red 
triangle in the upper left hand corner of each cell or 
value) 

 Auto fill any missing grade with entered value.  When 
the cell is active this downward arrow button will 
appear to the right of the value. 

 Removes entered grade/comment. When the cell is 
active this "X" button will appear to the right of the 
value. 

 Teacher's comment – add an assignment comment.  
When the cell is active this magnifying button will 
appear to the right of the value. 

 Teacher's comment – freeform.  After a comment has 
been added  then this callout box will appear when a 
student comment has been added to an assignment.  
BE CAREFUL:  PARENTS CAN VIEW THIS 
COMMENT ALSO! 

 Teacher's comment – canned.  Used for marking 
periods/ERC/progress reports (not assignments). 

 Calculate the numeric grade for students (blue wide) 

 Calculate the alpha grade for students (white long)  

 Shows final grading formula (grey sigma symbol) 

Gradebook Functions 

The top of the grid displays class statistics. If the teacher does not want to see assignment statistic, use 
the Hide Stats button located at the top of the page. 
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Student ID - is the student's local ID number 

Name - Displays Last Name, First Name  

 

Gradebook: Attachments 
STAFF > STAFF SCHEDULE VIEWS > Gradebook > Attachments 

Teachers can attach lesson plans, reference guides, or any other Word Document to a class by uploading 
it in the Attachment screen.  Once a document has been uploaded, it can be viewed or deleted using the 
corresponding icons next to the document log.   

Attachments 

 

All existing attachments will appear on the attachment page in the grid listing. 

Add new Assignment icon (yellow plus in the upper right corner):  Used to upload attachments 

Users can enter a Document Summary (comments), Browse for a file, and Upload a document in the 
Attachment upload window. 

Documents can be viewed using the  icon or deleted using the  icon 

NOTE: Attachments will not appear on the parent portal.  Attachments will only exist for the current 
school year. 

Gradebook: Report Card Entry 
STAFF > STAFF SCHEDULE VIEWS > Gradebook > Report Card Entry 

Report Card Entry can be selected from the Gradebook Menu or the Marking Period drop down. 

Report Card Entry can be used to enter Marking Period grades without inputting individual assignment 
grades in the Gradebook.  Teachers can also calculate a Final Grade for each student in the class by 
using the Numeric Calculator or Alpha Calculator in the Final Grade column.  If no weights have been 
entered the final grade will be calculated as a straight average. 
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NOTE: Marking Period grades do not need to be re-entered in the Report Card Entry screen if they have 
already been inputted in the Gradebook. 

 

Dropped Students: The Dropped Students button gives teachers the ability to toggle between viewing 
students that previously dropped the class and the Current Students. 

MP Summary: Is used to create a report with the classroom report card statistics for each student.  The 
report includes all the information displayed on the screen. 

Export: Is used to create an Excel export file with the classroom report card statistics for each student.  
The report includes all the information displayed on the screen. 

Hide Stats: Hides the Date, Category, Possible, Mean, Median, Standard Deviation rows.  This button 
toggles between a Hide Stats and a Show Stats button. 

Save: The save button saves all changes.  NOTE: Changes can be identified by the red triangles in the 
upper left hand corner of the updated cell.   

Print: Print button will create a Microsoft Word document. 

Gradebook dropdown list: Allows the teacher to switch to the Marking Period Gradebook. 

Grade: Student’s current grade level. 

C.M.P.A: Cumulative Marking Period Average. 

Tardy: Tardy displays the YTD tardy information for the specific class.  

Absent: Absent displays the YTD absences for the specific class. 

Present: Shows the YTD present percentage. 

Mid Term: If the teacher added a Midterm through the Gradebook Setup (STAFF > STAFF SCHEDULE 
VIEWS: Gradebook>Setup) the student’s grades can be entered here. 

Final Term: If the teacher added a Final Term through the Gradebook Setup (STAFF > STAFF 
SCHEDULE VIEWS: Gradebook>Setup) the student’s grades can be entered here. 

Marking Period Grade (1st – 6th weeks in above example): If the Gradebook is not being used to 
determine a marking period grade, the teacher can enter a Report Card grade through this screen.  Can 
also be used to override the calculated average marking period grades. 

Comments(1st – 6th weeks in above example):  Report Card comments can be entered here or through 
the regular Gradebook.  

Final Grades: Semester Averages and Final Course Grades are entered in the Report Card Entry 
interface.  For each class the final grade can be calculated using the Numeric Calculator  or the Alpha 
Calculator   Below is more information about calculating Semester/Final Averages. 
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Grade Entry-Semester Averages 

The Semester Average columns allow teachers to manually enter or calculate numeric Semester Averages 
for students based on the Average Formula set up at the School and/or Course Level.  Similar to Marking 
Period Grades, Semester Average grade entry is controlled by a Semester Average grade entry window 
defined on the school calendar. 

The Calculate Numeric  icon (Green Calculator) will calculate students’ Semester Averages based on the 
Semester Average Formula set up for the class.  Numeric Semester Averages will be calculated to 2 
decimal places.   

Semester Averages can be removed from individual students by clicking into the desired cell and deleting 
the grade.  Semester Averages can also be removed from all students by accessing the Semester Average 
column dropdown and clicking Erase All. 

 

Using Erase All 
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Viewing the Semester/Final Calculation 

Users can see the Average Formulas set up for each class by clicking the formula icon ( E ) in the 
Semester Average and Final Grade column headings.  Clicking the formula icon will display a prompt 
listing the Average Formulas in use for the selected class as shown below. 

 

 

Viewing Average Formulas 

 

Viewing Average Formulas continued 
Teacher Entry of Final Course Grades based on Average Formulas (Semester Averages).  Final Course 
Grades can only be entered in the Final Grade column of Report Card Entry.   

Final Course Grades are displayed in the Final Course Grade column on Report Cards, the Final Grade 
column of Transcripts and used in Class Rank calculations for completed courses.    

The Final Grade column allows teachers to manually enter students Final Course Grades or use the 
Calculate Numeric or Calculate Alpha icons to calculate students’ Final Course Grades.   
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Calculating Final Grades 
If the Calculate Numeric and/or Calculate Alpha icons are used, the system will use the Final Average 
Formula set up at the School and/or Course Level to calculate students’ Final Course Grades. 

Final Course Grades calculated by the Calculate Numeric and/or Calculate Alpha icons can be manually 
changed by the teacher.  

Final Course Grades can be removed for individual students by clicking into the desired cell and deleting 
the grade.   Final Course Grades can also be removed from all students by accessing the Final Grade 
column dropdown and clicking Erase All.  

Calculating Numeric Icon 

The Calculate Numeric  icon (Green Calculator) will calculate a numeric Final Course Grade based on the 
Final Average Formula set up for the class.  Numeric Final Course Grades are rounded to whole numbers. 

Calculate Alpha Icon 

The Calculate Alpha icon (White Calculator) will first calculate a numeric Final Course Grade based on 
the Final Average Formula set up for the class and then convert the numeric Final Course Grade to an 
Alpha Grade based on the school’s Grade Conversion chart. 

Gradebook: Report Templates  
Creating Gradebook and Performance Templates at the staff level 

From the GRADEBOOK TAB>REPORT TEMPLATES, teachers can create new Gradebook and 
Performance Report Templates and Edit existing templates. Gradebook Reports are used to show the 
progress or performance of an entire class, while Performance Reports are used to show individual 
student’s performance or progress.    



Teacher Gradebook 

Revised: 08/23/2010 ©2010 Central Susquehanna Intermediate Unit, USA Page 36 

 

Report Templates 

 

Creating a New Template 

Gradebook and Performance Report Templates Continued: 

Teachers can customize report templates by clicking on the  next to any field to remove it.  When 
creating a new Performance Report Template, double-clicking inside any text-entry field opens the 
Available Fields window. Available Fields allows the user to select fields, such as student First name or 
student Last name to be pulled in automatically and populated on the report.  

Click New to create a new 
Template.  
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Performance Template 
 

 

Run Parameters 
Run Parameters allows teachers to set and save parameters for each Gradebook and/or Performance 
Report Template.  When the template is selected from the Generate Reports screen, the parameters will 
be set to automatically default.   

Creating Gradebook and Performance Templates are at the school level 

Schools can set up default templates for Gradebook and performance reports by selecting 
SYSTEM>GRADE REPORTING>GRADEBOOK Defaults. Click on the yellow plus sign to begin the 
process of adding a new template. Select the type of template desired, Gradebook or performance.  
Format the templates in the same manner as the templates created at the staff level. 

Select the type of template; 
Gradebook or  
PerPerformance.   
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School Level Reports 

     

Clicking on the plus sign will display a 
new screen, which will allow the user 
to create a new template at the school 



Teacher Gradebook 

Revised: 02/29/2010 ©2010 Central Susquehanna Intermediate Unit, USA Page 39 

    Gradebook Template                                  Performance Template 

Gradebook: Generating Reports 

 

Generating Reports  

Once Gradebook and Performance Report Templates have been created, teachers can run these reports by 
clicking Generate Reports in the Gradebook Menu tab.  

 

Generating Reports continued 
To generate a report, teachers should first choose the appropriate Marking Period; select the Report Type 
and Template from the dropdown menus. Gradebook and Performance Reports can be fully customized to 
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select specific students, display specific Categories and Assignments, display a Class Average, display 
Missing Grades Only, and Post the run on the Parent Portal. Clicking the Generate Selected Report button 
allows the user to run the report.    

 

 

 

 

 

Posting Reports to eSP 
After a report has been generated a file will appear at the top of the screen.  The file can be viewed in 

Microsoft Word or in XML format.  The parent portal icon   allows the user to post the run to the parent 
portal; if it has not already been done when the run was originally generated by checking the “post this 

run to portal” checkbox.  This parent portal icon  allows the user to remove the run from the portal.   

Note: Marking Period Grades and Running Marking Period Averages will display on the E School Parent 
Portal.   

Gradebook: Rapid Grade Entry 
GO to GRADEBOOK>RAPID GRADE ENTRY  

Rapid Grade Entry allows teachers to enter grades quickly from a streamlined view of their Gradebook.   
The Rapid Grade Entry screen displays Student ID, Student Name, Categories and Assignments only.  
Grades entered in the Rapid Grade Entry screen will also be displayed in the standard Gradebook.  The 
standard Gradebook entry screen should be used when grading calculations are desired, such as 
categories averages and marking period averages.  Rapid Grade Entry is intended for assignment grades 
and assignment comments only. 

The Maximum points for an assignment will populate on the 
Gradebook Report.   
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Accessing Rapid Entry 

 

Rapid Entry 

TEACHERS OTHER TASKS 

Course Recommendations 
STAFF > STAFF SCHEDULE VIEWS: Others > Course Recommendation  

From the Teacher interface, Click Course Recommendation from the Other drop down menu to enter 
course recommendations for the selected class.  Only courses in the subject area taught by the teacher 
will be accessible. 
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Teacher Course Recommendations 

 

Apply to All: Click “Apply to All” to add the course recommendation to All students. 

Fill the Rest: Click “Fill the Rest” to add the course recommendation to students that do Not have a 
course entered. 

Roster Code Report 
STAFF > STAFF SCHEDULE VIEWS: Others > Roster Code Report  

Select Roster Code Report from the Other dropdown menu to view a summary report for the selected 
class.   The roster code on the Classroom attendance field can be used to tally occurrences and this is 
where the report can be run for teachers.  If this roster code is to be used for a school count purpose 
(such as a roster code for type of lunch) then the School administrators can also run this report.  

 NOTE: The roster codes must be setup initially by a school administrator. 
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This report can be filtered numerous ways.  In the example above, the report was run to show the total 
number of times each student was unprepared during the first week of May.  This report can then be 
exported to Excel. 

 

 

Guardian and Emergency Contacts 
STAFF > STAFF SCHEDULE VIEWS: Others > Guardian and Emergency Contacts  

Select Guardian/Emergency Contacts from the Other dropdown menu to view the All Contact 
Information for the selected class.   This report could be used by teachers to contact a parent or 
guardian of a student or to verify a signed note was from a person designated as a guardian for the 
student. 
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Guardian/Emergency Contacts 

 

 

Progress Report Entry 

Progress Report Comments Entry 

From the Teacher interface, click the Progress Report tab to select the appropriate grading period and 
enter progress report comments.   
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If the course setting for “Progress Report Grade Entry” is set to Yes, two columns will appear on the 
Progress Report entry screen in the Teacher Interface: “Weighted Assignment Average” and “Grade.” 

The “Weighted Assignment Average” column calculates an average encompassing  

all assignment grades in teacher’s Gradebook with Due Dates that fall within the selected Progress Report 
Period dates (regardless of Marking Period.)  Category Weights in Gradebook Setup are applied to the 
calculation.  Drop Lowest, Drop Highest and Bonus Points are considered in the calculation. 

In the “Grade” column, teachers can copy over all students’ averages using the Copy All icon (>>) in the 
Grade column heading OR can copy students’ grades individually by clicking the Copy icon next to each 
student (>>.)  Teachers can also manually enter or change grades in the “Grade” column.    

When finished entering in progress report comments and grades; click Save.  

Progress Report Comment Entry Continued 

  

 

Select the appropriate Progress 
Report period.  The drop down 
menu defaults to the grading 
period according to the current 
date. 


