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This is the spreadsheet for your class grades. On the left could be displayed the
Student ID, Names, Grade Level, and Current Grade Total. On the right will be
displayed al of your assignments (displayed by Assignment Code), their due dates
(or assigned dates), the maximum score and possible extra credit points for each
assignment, and a box for each student’ s assignment score.

To Change Your Viewing Options:

Click on the “Display Category” list to see only the assignments of a
particular category. If you wish to see al of you assignments, select “All.”

Click on “Order Students By” to change whether your students are listed by
Student Name, Student ID, Grade Total, Grade Level, or a custom order,
which is set through the Teacher Preferences page.

Click on “Order Assignments By” to change whether your assignments are
listed by due date, reverse due date, date assigned, reverse date assigned, or a
custom order which is set through the Teacher Preferences page.

To move between “cells” (the blank areas where you type in the grades), use
the arrow keys to move between cells. You may also use the “enter” key to
move down a column, or the “tab” key to move to the right.

When you are done entering grades, click either “Save” (to quickly save your
grades) or “ Save/Calculate Grades’ (to calculate all student grades and
associated statistics”) at either the top or bottom of the screen. The “ Reset
Grades” button will remove all changes that you have made since the last time
the grades were saved. Last calculated date and timeisin top left corner.

Use Daily Attendance for attendance for this Section.







Add/Edit Category

Name and Code—Name can consist of 30 characters and Code can consist of
up to 10 characters. CODE iswhat is shown in Gradebook view.
Description - optional

Drop Lowest/Highest —

Possible use = drop lowest of

al homework.

Color (background) — color

distinguishes each category.

Weight =1 (Multiplier - Do

Not Enter Zero).

Percent of Total Grade =

usually blank (unlessyou

areusing thisto say quiz is

always 20% of grade even if

the points are more - Physical

Education Dept. usesthis.)

o If you usethis, the percentsof all categoriesMUST total 100%.
o Donot enter 0 (Zero).

o Note: Do not put Extra Credit asa Category when using per centages.

Copy Category to Multiple Sections and MPs — if you are teaching the same
Course more than once.

Import from another Section (Note: Use for Inclusion, different course
number). Go to Section you want files imported into and select Course -
Section in which you already created a Category.

Save New Category or Save Changes. Click Back to GradeBook. (Never
click the browser X to close a window.)

Auto Save — happens 3 minutes after any entry is made.



Add/Edit Assignment

o Click Add New Assignment
o Name, Code, Category, and
Points - Required
0 Dates— Defaultsto Present Date
0 Optiona — All blanks treated as
excused instead of zero as
default (can change in Teacher
Preferences to zero until Due
Date)
Max Extra Credit Points
Default Grade — to copy one
gradeto all students—fills blanks
Add to Sections — copy Assignments to other Sections — same course number.
Import (for Inclusion or Previous School Y ear) from any course number.
Extra Credit Setup — Max Pointsis Zero and Max Extra Credit is entered
Remember Save— Auto Save - 3 minutes after a gradeisentered or screen is
changed.
0 Never usethe“X” in browser window to Exit. SAVE! SAVE!! SAVE!!!
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Entering Grades

o0 Enter Gradesin cells under
Assignment for each student.

0 Press Saveto save grades.

0 Saveand Calculate will update
percentages — takes longer.

o Click on Icon to the left of the
Student Name to Hide/ Show all
other students.

o Click on Student Name to enter
comments.

0 SAVE —timeout will remain on page so
be sure you save before moving on.

Gradebook Report —whole class

0 Click Printer Friendly Gradebook.

0 Can Choose ID, Name, Grade Level,
Grade Total, Category Subtotals.

0 Choose Student Order (Custom isset in
Teacher Preferences)

0 Choose Assignment order (Custom Order
is chosen her but is set in Teacher
Preferences.)

o Can Save your Options

0 Go to Printer Friendly Gradebook



Other Reports

o

0]
0]

Blank Grid — Columns and Extra Rows — many new options including dates and
the ability to change row and column size and Save Preferences

Category Report — list student grades for each category

Missing Grades Report - Display Assignment — Blank, |, Zero, EC, more

Teacher Preferences

O 0O O0OO0Oo

o O

Click Teacher Preferences — on top left of gradebook screen.

Choose Grade Percentage, Total/Max, and/or Letter Grades — choose at least one.
Number of Decimal places - set here.

Below percent — highlight grades lower than a certain number.

For ID, Name or Grade Tota you can choose Display on Left or Right or both so
you can see when scrolling.

Display on left or omit Book Number, Grade Level, or Category Subtotals.

Row display choice for Class Assignment Averages

Column display choices for Assignment Assigned Date, Due Date, Class
Assignment Averages, Student Assignment Percentage

Category Subtotals and Number of Assignments in Each Category

Timeout clock — 1 hour—it will saveif it exits for

atimeout.

Final Exam —Yesif Course has an Exam.

(Default is Yes)

Blank/Incomplete grade treatment.

Set Custom Order — to use — set custom order in

the gradebook.

Grade Mapping alows you to make individual

codes for your class such as: NG for No Grade or M1 for Missing Grade.



I ndividual Student

Reports
o0 Click onindividua student
name.
0 Addindividua comments for
assignments or General
Comments.
0 PressSave Comments before
printing!
0 Click on Printer Friendly
Version or Click Print for
ALL students
0 Select Print options such as:
o DueDate
o Comments
0 ClassAverages
0 Order of Assignments
Save your Options
Can choose to not bring blank grades
Can select individual students
Can select students with grades below a
chosen number/grade
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Student Demographics

0 Selectindividua student in Gradebook

by clicking on blue link.
0 Then Select student from drop down menui. \
0 Click on Student Info to get demographic

information of student.



Entering Final Grades

This screen displays al the studentsin the current class including those would have been
dropped. All of the course's marking periods are displayed here with three columns each.

WHEN GRADING WINDOW IS OPEN, YOU CAN CLICK ON THE DISK ON
THE TOP LEFT TO SUBMIT GRADES. You may resubmit as often asyou like
until the grading window closes.

o

“TGB,” isthe current grade that Sapphire Gradebook has for each
student rounded to the nearest whole number (or converted to the
Letter value for MS and Neff6). For the current Marking Period, this
isthe grade that will be submitted to SASIxp.

“OVR,” isreserved for specia apha codes that might be givento a
student in the current marking period. The codes may be such things
as“l” for Incomplete, “P’ for Pass, “NP” for fail, or “M” for
Medical. (SASIxp will only accept these codes).

The third column, “SMS;,” displays what grade SASIxp currently has
for each student. This column will be blank until the “ Submit Grades
to SASIxp” button has been clicked. Thisisthe grade that will be
used to determine what will be on each student’ s report card.

0 IntheHS- if you did not check No Exam in the Teacher Preferences, there
will be acolumn for Final (or Midterm) Exam for your class

o
o

o

Grades allowed — percentage (UP TO 100), P, NP, blank

The grade must be a percent between 0-100 and will count as 20% of
the student’ s final grade for the course.

If the Midterm or Final Exam is blank, it is treated as “excused” and
will not count in the Final and Semester Average calculations.

SEM grades will be calculated from the Marking Period grades and
the result rounded. If it®anumber in SASI it will usethat. If it®aP,
NP, blank, or | that marking period grade will be ignored and any
other grades will be used. If no viable grades are available, the SEM
column will be blank. These grades will be calculated using the
grades currently in SASIxp for MP3 and MPA4. Teachers can override
these grades only by making the grade greater than it was.



0 Therewill be acolumn for the Final Average grade. SEM1 and
SEM?2 are averaged, and then the result is rounded.

o If oneof SEM1 or SEM?2 is blank, then the other column will be used
for the full grade. If both are blank, FIN is blank and the teacher will
be responsible for their own grade.

o Can be adjusted upward from the calculated average, or aletter grade
of I, Por NP can be entered.

Note: Students who have dropped the class will have no grade submitted.
Contact Jill or Coletteif you have a student who has dropped and needs a grade.

End-of-Marking Period Performance Codes

Performance Code Screen
On the Final Grades page, in the upper left-hand corner is a button labeled “ End-of -
Marking Period Performance Codes.” Clicking this button will take you to the code
entry screen. You will seealist of al the valid performance codes (as defined by
SASIxp) on theright side of the screen. Y ou may enter the codes manually for each
student, or you can select the code you wish to use from thelist and then double-
click on all the boxes (labeled “PC1” and “PC2") next to each student to whom you
wish to give the comment. When you are finished, click on * Submit Codesto
SASIXp” to save the codes.
CLICK ON SAVE. You may resubmit codes as often as you wish whileyou are
within the “grading window” (asdefined by your school’sadministration).

Seating Charts

In Gradebook - Click on Seating Chart button
Enter a Chart Name.

Select number of rows and columns.

Click Create a new chart.

Click on drop down menu and select student.
Student pictures will appear in chart.

Save Changes.

Printer Friendly Chart is available.
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LOGOUT

A logout button is provided at the top of every page. Y ou must
use thisevery timeyou arefinished using Gradebook!
Closing the browser window DOES NOT mean that you have
logged off! Y ou must make sure to click on the logout button
befor e you close the browser window.

BE SURE YOU HAVE SAVED!!

NOTES - Do not use BACK button to navigate — screens will
not be correct. Do not use X to close a window —it will EXIT.



