Quick Guide: Add Notes to Gradebook / ,, HA R R ] S
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Gradebook provides teachers with several Note options. Teachers can enter a “Student Note” for an
individual student, an “Assignment Note” for an individual student or all students, and a “Term
Note” specific to the course and term. Student and Assignment Notes can be set to Private or
Publish. Notes set to Publish will appear on the student’s Gradebook Progress Report. Term Notes
by default appear on the Progress Report.

Student Note
Recommended: Turn on the display of the StuNotes shortcut icon in Gradebook.

e Go to Settings > Preferences > Student Data Options > Check off "Show Student Notes" >
Submit.

e To add a Student Note, click on StuNotes folder for the student

o Select Private (default) or Publish (appears on Gradebook/Rankbook Progress
Report)

‘

General Notes About Student

Private @  Publish ©

Enter New Note...

+ Add

o Enter the note and click Add. Note now appears under "Existing Notes".

Motes

General Notes About Student
Private @  publish ©

Enter New Note...

+ Add

Existing Motes:
& Published - John needs to make more of an effort to get his homewark in on time.

o To Edit/Delete/Change Status of the Note, click on the Manage Note icon. Submit
to save changes.

™| Existing Notes:
& Published - John needs to make more of an effort to get his homework in on time.

Manage Note

Private ©  Publish @

John needs to make more of an effort to get his
homework in on time.

Note Created: 09/28/16 at 9:07 PM by User: ladams
Last Update: 0929/16 at 9:07 PM by User: ladams

Delete Note [
Submit
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Assignment Note
e For a specific assignment, go to the specific assignment column > click on the down arrow
and select Notes.
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e There is an option to enter "General Notes About the Assignment" (Private/Publish),
which will go to ALL the students in the class and/or the option to enter a “Notes” for an
individual student for the assignment.

ENTER/VIEW NOTES FOR ASSIGNMENT: MACBETH SCENE PERFORMANCE

Course: 111-003 Term: Q1
Average: 44.35 [/ 50
Assigned: 10/21/14 - Due: 10/28/14
==y General Hotes About Assignment

private @  pubish ©

Enter New Hote...
+ Add

# Withdrawn | ¥ Ignored Grade | * ExtraCredit | X Dropped Score
Grade/

huj Hame Grade Level Possible Hotes
Points

Private @  publsh ©

Enter New Note...
+ Add

1275276 11 46 /50

Private @  publsh ©

Enter New Note...
+Add

1401943 11 48 /50

Term Note
e Go to Settings > Assignment Weights > Select Course > At bottom of Weights screen
click on Term specific folder under Term Note (“Displayed in Gradebook/Rankbook
Progress Report”) to create the Note.

Averaging
[F] Average a Blank Grade as Zero
Type Weight Term Note
The total weights must add up to 100%. Displayed in Progress
Final Exam: - I
Midterm Exam: Midterm - 20 % /
Q1 0w @
Qx 0 % &
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e Enter the Note - by default this is published to all students (no private settings). Submit to
save.

ENTER A NEW NOTE

Students read and analyzed the book titled Macbeth this term.

Submit

e To Edit the note click on the Date associated with the Note. Check box is also available
to Delete the Note. Submit to save changes.

PROGRESS-NOTES-0Q1

Delete Date By

O

09/ 29/ 2016 ladams
Students read and analyzed the book titked lacbeth this 1em

Submit

o  When a Term Note exists, the Note folder will appear open.

o1: 40 % | p—
Q2: 40 % D

Example of what the Notes will look like on a student’s Gradebook Progress Report:

10/24 |4Language Voo QzF-3 30.00/30 100.00 %

10/28 |3Speaking and Listening  |Macbeth Scene Performance 46.00/50 92.00 %

mp (Note: This is a note for an individual stodent about a specific assignment.

=P | Note: Thiz iz a general notes about a specific assignment.

10/29 | 2Writing Reflection on Scene Performance ‘ 10.00/10 ‘ 100.00 %

Student: Cm—

This 1s a general note about an idividual student.

Term Note: u—

This iz a Term Note.

[ PRINT
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