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Teacher Guide to ASCENDER TeacherPortal

Daily Tasks
Attendance tasks:
Post attendance.

Attendance > Post/View Attendance

This page allows you to record and post attendance for each period. You can also view
attendance data that has already been posted.

NOTE: You can post the data only once for each period-course. If you discover an error
after you have posted, you must contact the attendance clerk to correct the record.

Flexible attendance cannot be posted from TeacherPortal.
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O Retrieve the students.
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Date The current date is displayed by default. Type another date in the MMDDYYYY format,
or click £ to select a date from the calendar.

Courses are only displayed on the days met. For example, if a course meets only on
Monday, it is displayed only when the attendance date is a Monday.

You can select a Saturday if Saturday is a valid attendance date, even if the course
does not meet on Saturday. This may be used for bad weather makeup days.

NOTE: Some campuses may not allow you to post attendance for a prior date. In this
case, the Post button is not displayed for prior dates.

NOTE: You will get an error message, Attendance posting more than XX days prior not
allowed., if the posting date is greater than the number of days entered in the Days
field on Grade Reporting > Maintenance > TeacherPortal Options > Campus and the
Allow Prior Days Posting field is checked.

Semester|The semester of the selected date is displayed by default.

Period |Select the period-course for which to view or record attendance. By default, the first
period for which you have not posted attendance is selected.

Attendance can be posted only once for each date-period. If you already posted
attendance for this date-period, the period is shaded in the drop-down list.

If you select a shaded period, a message indicates that attendance has been posted
for this date-period, and a view-only list is displayed.

The list of active students for the selected date and period-course is displayed.

The columns can be re-sorted.

The columns can be sorted according to your preferences.

e An up arrow & indicates the column and order by which the table is currently sorted.

* If a column can be sorted, a sort box ¥ is displayed in the column heading.

« To resort the list by another column heading, click ¥ in the column heading. The column is
sorted in ascending order, as indicated by & in the column heading.

e To sort the column in descending order, click &« again. The sort arrow changes direction *.

If you sort by the last name column, the table sorts by last name, then first name. If you sort by
the first name column, the table sorts by first name, then last name.

NOTE: Sorting the columns overrides the custom sort order established on the Arrange
Student Order page. However, if you leave this page and return, the students are displayed in
your custom sort order. (This does not apply on the Post/View Attendance page.)

e |f attendance is already posted for the selected date-period-course, the attendance data
is view only.
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o Student absences and tardies are highlighted, and you can click the comments
icon %] to view any comments associated with the absence.

o If a student withdrew from the course since attendance was posted for the date,
his attendance record is displayed.

o If a student's enrollment date is after the selected attendance date, his
attendance record is not displayed.

e If you teach multiple courses for the selected period, by default, all students in all
courses are listed. This setting can be changed using the Combine Courses in
Attendance field on Settings > Update Profile.

e New students are indicated with the “new” icon next to their student ID. The icon
remains for one day only.

Student ID & Last Name “ First Name # Attendan

993231 NEW ABERCROMBIE CAEDEN B () Abse|
992297 BACA SERGIO D () Abse|
fatata¥ Talal O ARSI AL TR LA SN N N A

e Attendance-only courses are included in the class list.

e Students whose attendance is excluded from reporting are listed, but you cannot record
attendance. (This is a rare circumstance.)

e Students who withdrew from the course are no longer listed.

Student ID |The student's ID is displayed. Click the student ID to view the student's profile.

13 The Star of Life icon is displayed for any student who has medical circumstances you
should be aware of. To view details, click the student ID to view the student's profile
(Medical Alerts section).

Last Name

. The first and last names of the students in the selected course-period are listed.
First Name

1 Under Attendance:

By default, all students are set to Present. You will see these options if your campus chooses
to use Remote Asynch attendance, Remote Sync attendance, or Both.
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Present - physically present in the classroom
Remote Synch - online at the time of class
Remote Asynch - will complete the assignment at a later time

As you mark students Absent or Tardy, the rows change color.

Student ID  § Last Name “ First Name § Attendance Please Select W Grade Course-Section ]
ARDEN MACKENZIE A Absent (@ Tardy Presant Remate Synch Remote Asynch 10 01 BAND 2 (5725-01)

300324 BAKER JOSHUAD (@) Absent () Tardy Present Remote Synch () Remote Asynch 10 01 BAND 2 (5725-01)
BLALOCK BRIYANNA E Absent Tardy Present Remote Synch (@) Remote Asynch 10 01 BAND 2 (5725-01)

BOGUE CARSON A Absent Tardy (@) Present Remate Synch Remote Asynch 0% 01 BAMND 1(5715-01)

BOUTIN GAVIN & Absent Tardy (@) Present Remate Synch Remote Asynch 10 01 BAND 2 (5725-01)

BRAMNSCOM DAVIDT Absent Tardy (®) Present Remaote Synch Remote Asynch 10 01 BAND 2 (572501)

224080 CARTER BRAYDEN T Absent Tardy (@) Present Remote Synch Remote Asynch L 01 BAND 1 (5715-01)

* Tardy students are shaded yellow.
* Absent students are shaded red.

If a student's absence is pre-posted (e.g., a scheduled band trip or a student who called in
sick), the student is shaded gray, and the Attendance field displays the reason for the
absence. Pre-posted absences are handled by the attendance clerk, so you are not able to
mark attendance for the student.

[BThe Bicon is displayed next to the attendance, if the attendance clerk entered comments
associated with a student's attendance for the date and period displayed.

Click the icon to view the comments. The Comments window opens, and the comments are
displayed. The date-time and user ID of the person who entered the comments are also
displayed.

Click Close to close the Comments window.

* The Absent and Tardy fields are disabled during the ADA period, on the first day of
school, and on the first day of enrollment.

* The Absent and Tardy fields are enabled during the ADA period if the student has a
withdrawal reason due to a status change.

The Tardy field may not be displayed depending on campus attendance settings.

If the district allows tardies during the ADA period, the tardies may only be valid during a
set number of minutes for the period. After this number of minutes has passed, the
student should no longer be marked as Tardy and should be marked as Absent, although
the program does not prevent you from marking a student as Tardy (except on the first
day of semester 1). The number of minutes is determined by the district. If applicable, a
message is displayed above the table indicating when tardies are valid.
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PIN:

Attendance

Date: 0:4/21/2020 Semester: 2 Periad: 02

Tardies are only valid during the first 10 minutes of the period. After that time the student should be considered absent.

| Post

Students who are on a track that does not meet on the selected date are listed; however,
the Absent, Tardy, and Present fields are replaced by a message indicating that the
date is not a membership day for the student.

Students whose first day (or re-entry day) is not the official first day of school cannot be
marked absent during the ADA period on their first day. The Absent option is disabled.

Grade The student's grade level is displayed.

Course Section The course-section is displayed.

# Students The total number of students enrolled in this period is displayed at the bottom of
the Student ID column.

Print Click to print the attendance roster for one period or all periods. The Attendance
Roster Report Selection page opens allowing you to make selections for printing
the Attendance Roster report.

Post attendance:

O After you have

recorded attendance for the course, review your input carefully.

Be sure to follow procedures established by the district for recording attendance.

When you are satisfied with your attendance input, you must post the data.

PIN|Type your four-digit personal identification number (PIN).
For your convenience, the PIN box and Post button are displayed at the top and bottom of
the attendance list. You can use either box to post attendance.

NOTE: Once attendance is posted the PIN box and Post button will be disabled.

2026/03/19 10:30

5 Daily Tasks



https://help.ascendertx.com/teacherportal/lib/exe/detail.php/images/screenshots/teacher-attendance-valid-tardies.png?id=academy%3Adaily
https://help.ascendertx.com/teacherportal/doku.php/attendance/attendancerosterselection
https://help.ascendertx.com/teacherportal/doku.php/attendance/attendancerosterselection

d Click Post.

If you indicated that all students are present (and no absences were previously entered by the
attendance clerk), you are prompted you to confirm that all students are marked present.

All students are marked present. Please confirm.

O Click Confirm to confirm.

Attendance is posted.

Generate Attendance Verification report.

Reports > Attendance Verification

This report displays attendance for all of your students for a selected course-section and date
range. You can view data for up to one semester. You can also generate a summary report that
displays only totals for the selected date range.

The following codes are used:

e A - Excused absence

¢ S - School-related absences
e T-Tardy

e X - Truant

An asterisk next to the attendance code indicates that the absence or tardy occurred in a
course other than the course the student is currently enrolled in (e.g., if he transferred from one
course to another during the school year).

NOTES:

e Inservice work days are indicated with an I in the column heading.
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e Saturday may be a valid attendance date, even if the course does not meet on
Saturday. This may be used for bad weather makeup days.

e |f you are printing the report for more than three weeks, you should set the printer
orientation setting to landscape or the Page Scaling field to Shrink to Printable Area.
If the Shrink to Printable Area setting is not enabled, the landscape orientation will
accommodate up to six weeks plus the Total column per page. Additional weeks (up
to one semester) can be generated by entering the appropriate dates in the From
Date and To Date fields; however, the report will print on multiple sheets of paper
with a Total column on each page.
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Attendance Verification Report
Teacher: Onassis , Jacqueline K Per: 01 Crs: ENVIRONMENT 5YS (4216-31)
Student Count: 20 ADA Reporting Period: 02 Campus: 001 - 001 Schoal
Sem: 2 From: 04/27/2020 To: 05/01/2020
1st Week Total
27 28 29 30 1
Student Name Student ID Grade M T W T FAST
BALDERRAMA, DANNA P 994254 1 o 0 0
BURFORD-ZAWAHREH, BURFORD-ZAWAHREH 993037 11 o 0 0
CADDELL, RILEY D. 981173 12 o o0 0
CASTILLO JR, ALAN H. 993929 10 o 0 0
CORTEZ, ZAYLEE B. 994450 12 o o0 0
DELEON, HUNTER J. 981029 11 o 0 0
DUBOSE, RUBY A. 993384 11 o o0 0
DYE, CANDACE R. 993033 11 o 0 0
EDWARDS, MALVIN E. 992457 12 o 0 0
ENGLISH, ANGEL 5. 991798 12 o o0 o
GAMEZ, GUADALUPE T. 993281 11 o 0 0
MACIAS, EMILIAND X. 980063 11 o o0 o
MATA, MATA 982160 12 o 0 0
PEREZ, GABRIEL A. 992158 1 0 0 0
RADFORD, MEGHAN A. 992528 11 o 0 0
RANGEL, QUINTIN M. 992704 12 0 0 0
RODRIGUEZ, COLT G. 981030 11 o 0 0
SULLIVAM, MICHAEL G. 993478 12 o o0 0
VAQUERA, JACOB D. 993746 11 o 0 0
VAZQUEZ, CHRISTIAN R. 992709 12 o o0 0
Attendance Code Legend TEACHER'S SIGNATURE
*: Outside current course enrollment
Attendance Verification Report
Teacher: Onassis , Jacqueline K Per: 01 Crs: ENVIRONMENT 5YS {4216-31)
Student Count: 20 ADA Reporting Period: 02 Campus: 001 - 001 Scheool
From: 04/27/2020 To: 05/01/2020
Totals
Student Name Student IDGrade A S T
BALDERRAMA, DANNA P 994254 1 000
BURFORD-ZAWAHREH, BURFORD-ZAWAHREH 793037 11 000
CADDELL, RILEY D. 981173 12 000
CASTILLO JR, ALAN H. 993929 10 000
CORTEZ, ZAYLEE B. 994450 12 000
DELEON, HUNTER J. 281029 1 000
DUBOSE, RUBY A. 093384 1 000
DYE, CANDACE R. 993033 1 000
EDWARDS, MALVIN E. 992457 12 000
ENGLISH, ANGEL 5. 991798 12 000
GAMEZ, GUADALUPE T. 993281 11 000
MACIAS, EMILIAND X. 280063 1 000
MATA, MATA 982160 12 000
PEREZ, GABRIEL A. 992158 1 000
RADFORD, MEGHAN A. 992528 1 000
RANGEL, QUINTIN M. 992704 12 000
RODRIGUEZ, COLT G. 281030 11 000
SULLIVAMN, MICHAEL G. 993478 12 000
VACQUERA, JACOEB D. 993746 11 000
VAZQUEZ, CHRISTIAN R. 992709 12 000
Attendance Totals Legend TEACHER'S SIGNATURE
A: ABSENCES 5: SCHOOL-RELATED ABSENCES T: TARDIES

O Specify report options:

Semester The current semester is displayed. You can select a different semester.

Course-Section|Select the course-section and period for which to print the report.

2026/03/19 10:30 8

Daily Tasks



https://help.ascendertx.com/teacherportal/lib/exe/detail.php/images/screenshots/teacher-reports-attendance-verification.png?id=academy%3Adaily

From Date Enter the beginning and ending dates. Both dates must fall within the
To Date selected semester.

Include Withdrawn |Withdrawn students are not automatically included. Select the field to
Students include withdrawn students in the report.
Summary Only Select to display only totals for the selected date range. If not selected,

the report lists all absences for the selected date range.

O Click Generate.

e The report opens in a new window, and you can print the report from that window.
e The report selection page remains open on your desktop.

Generate attendance rosters.

Attendance > Attendance Rosters

This page allows you to print attendance rosters for one course or all of your courses at one
time. A signature line is provided at the bottom of each period-course.

Date Type a date in the MMDDYYYY format, or click 2 to select a date from the
calendar.

Semester The current semester is displayed by default. You can select another semester.

Period Select the period-course for which you want to print the roster. Or, select ALL

CLASSES to print rosters for all periods.

Sorting Options Indicate if you want to sort the rosters by student ID, last name, first name, or
course-section.

[ Click Generate.

e The report opens in a new window, and you can print the report from that window.
e The report selection page remains open on your desktop.

Generate Seating Chart report.

Reports > Seating Charts

This report prints a teacher's seating charts for all periods or one period. For each period, the
seating chart is displayed followed by a list of students who are not assigned to seats. The
seating chart lists the student name, gender, and ID.

If printed for all periods, each period prints on a separate page.
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NOTE: If that field has been changed, and the seating charts have not been re-saved on
Settings > Manage Charts since the setting was changed, a warning message is displayed
when the report is generated indicating that the reports will not be accurate until the
Manage Seating Charts page has been re-saved. You must review the seating chart for each
period on the Manage Seating Charts page, make any necessary changes, and then re-save
each chart.

O Specify report options:

Semester

The current semester is displayed. You can select a different semester.

Period

Select the period-course(s) to print the seating chart for, or select ALL CLASSES to
print seating charts for all periods.

If Combine Courses in Attendance is selected on your Settings > Update Profile
page, the courses are combined by period.

width

Select the width setting for the report.

Fixed Seat Width |Select to print a report in which all seats are the same
width.

This setting works for small and average-size classes. For
larger classes, some seats may not print on the page.
Auto-Adjusted Seat |Select to print a report in which each column is adjusted to
Width the student name. Each column is only wide enough to
accommodate the longest name in the column; therefore,
some columns are wider than others. This setting is a better
option for larger classes.

For either width setting, you can adjust the orientation when you print. Select
Landscape to increase the number of students that fit on the page.

Show
Pictures

Select to display student photos in the seating chart. Photos are only available if
they have been added by the district.

[ Click Generate.

e The report opens in a new window, and you can print the report from that window.
e The report selection page remains open on your desktop.

Generate Class Roster report.

Reports > Class Roster
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This report provides a blank class roster by semester and course, including a list of students
enrolled in the course and up to 50 blank columns. You can choose the sort order and whether

to include the student’s birth date and contact information. The report can be exported in CSV
format.

If you print the report for a course group, the Course Section column is included allowing you
to identify the course-section in which the student is enrolled.

Class Roster Report

Instructor:  MANGUM, LAURIE J
Course: 01 ALGEBRA | (2150-01)
Viewing: Semester 1

Generated: Thursday, January 21, 2021 11:23 AM

Student ID Student Name Birthday
504916 YEOMAN, MCEENZIE A 061272006

# Students: 16

* Exclude student from attendance

** Exclude student from grading

** Exclude student from both attendance and grading.

* Madical Alert Exist

O Specify report options:

Semester The current semester is displayed. You can select a different semester.

Course-Section |Select the course-section and period for which to print the report. The drop

down lists the two-digit period and course name. The course number and
section number are in parentheses.

If course groups have been created on the Course Grouping page, the groups
are listed as well as the individual courses.

Columns Type the number of blank columns to display on the report, up to 50.
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Display Options

Birthday

Select to include the student's birth date. The Birthday
column will be included in the report.

Student Email

Select to include the student’s email address.

Contact
Information

Select to include the student's contact information. The
Contact Information columns will be included in the
report, and all of the student's contacts are listed.

The contact's name, relationship, cell phone, home
phone, business phone, other phone, mailing address,
and e-mail address are listed.

Guardian Last
Viewed IPR/Report
Card Date

Select to include the date on which a parent/guardian
last viewed the student's interim progress report (IPR)
or report card online.

Sorting Options

Indicate the order in which to sort the report data. You can sort by student
name (last name), Student ID, course-section (for course groups), birth date (if
included), or custom student order.

Custom student order is the order specified for the course-section on Settings >

Arrange Student Order.

O Click Generate.

e The report opens in a new window, and you can print the report from that window.
e The report selection page remains open on your desktop.

Grading tasks:

Create assignments.

Settings > Manage Assignments

This page allows you to add assignments for your active courses, including extra credit
assignments. You can also copy the assignments to other courses.

Categories must be established for the course on Settings > Manage Categories before you can
add assignments.

Different fields are displayed according to the type of course selected (category-based (i.e.,
regular) courses and standards-based courses).

You cannot make changes to assignments once the cycle is closed.
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Semaster: 2 v Cydae: 1 w Course-Section 01 1 ENGLISH [1590-01 b4 m
Manage Assignments
Semester:2 Cycle:1 Course Section:01 1 ENGLISH (195%0-01
PIN: m
Do
Total Exitra Mot
Delote  Assignment Mame Category Date Assigned Date Dus Points Credit Drop  Notes
Test 1 CPC ASSESSMENT v Date: B Date M 100
Test 2 CPC ASSESSMENT W Date """ Dt """' 100
Test 3 CPC ASSESSMENT v Date Y  Date 8 100
Read 1 CPC DALY w  Date: 4 Date: B 100
Feoad 2 CPC DALY W Dute (=T | 100
Read 3 CPC DALY v  Date B  Date =]
test CPC ASSESSMENT w  Date: B Date: ] 100
tost 4 CPC ASSESSMENT W Date & Date 1] 100
test 5 CPC ASSESSMENT v Date: B4 Date M
Testing CPC DLy v Dare: 0372972021 [ Date: 03729/2027 .| 100
PIN: [ sove |
O Specify the course-section:
Semester The current semester is displayed by default. You can select another semester.
Cycle The current cycle is displayed by default. You can select another cycle.

Course-Section|Select the course-section you want to add assignments for. The drop down lists
the two-digit period and course name. The course number and section number
are in parentheses.

NOTE: For courses that are part of a course group, any changes to an
assignment will apply to all courses in the group. An assignment can only be
modified or deleted if no grades exist for the assignment for any course in the
group.

O Click Retrieve.

Assignments that have previously been entered for the semester-cycle-course-section are
listed. Otherwise, the message “No Assignment Exists” is displayed.

O Click Add new assignment to add a new assignment.

A blank row is added to the grid.
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Assignment
Name

Type a name for the assignment (e.g., Pop Quiz 1), up to 50 characters, that is unique no matter what the
category is per semester/cycle. Assignment names can be changed at any time, as needed.

TIP: It is helpful to keep the assignment name as brief as possible; however, the name should be descriptive
enough to distinguish it from other assignments. Longer assignment names require more space on the
Assignment Grades page, which may result in a more cumbersome page.

See notes on Special Characters and Copy/Paste From Other Documents.

NOTE: Assignment Names cannot contain a pipe character ( | ).

Category

Select a category for the assignment. These categories are established on Settings > Manage Categories.

If a color has been assigned to the category on the Manage Categories page, the drop-down list displays the
assigned color for the category.

This field is not displayed for standards-based courses; the Edit Standards column is displayed instead.

Edit

Standards/Skills

For standards-based courses, the number of standards currently associated for the assignment is displayed.

This field is only displayed for standards-based courses.
# Standards|(] Click the link.
The Editing Standards for Assignment: Assignment Name window opens.

An assignment cannot be saved unless it has at least one standard associated with it.

Available All available standard-sets and associated standards are listed.
Standards

Select the standards you want to associate with the assignment.

To select multiple consecutive standards, click the first standard, then
press and hold SHIFT while clicking the last standard in the range.

To select multiple nonconsecutive standards, click a standard, then press
and hold CTRL while clicking the other standards.

O Click Add» to associate the selected standard(s) with the assignment.

Selected Standards|The selected standards are listed under the appropriate standard set
name.

0 To remove a standard from an assignment, select the standard under Selected Standards,
and then click «Del.

The standard is moved back to the Available Standards list.

NOTE: You cannot delete a standard if there are any assignment grades for the standard.

LI Click OK to close the window.
The Edit Standards field is updated to reflect the number of standards associated with the assignment.

Date Assigned

Type the assignment date in the MMDDYYYY format, or click £ to select a date from the calendar.
NOTE: This field is critical for running the Graded Assignment Count admin report. If this field is blank for an
assignment, and a date range is selected when running the report, the assignment is not included in the report.

Date Due Type the assignment date in the MMDDYYYY format, or click £ to select a date from the calendar.
NOTE: You can also set a default value for this field using the in the Default Assignment Due Date field on
Settings > Update Profile. Valid options are no default date, the current date, or up to five days in the future. You
can override the default date as needed.

Total Points Type the total number of possible points for the assignment. Do not type zero unless it is an extra credit

assignment. The field is set to 100 by default.

This field is not displayed for standards-based courses.

NOTE: If you have assigned a rubric chart to this assignment, this field displays the total possible points for the
rubric chart and cannot be updated.

If you are using percentage-based weighting, and if the field is not set to 100, the warning icon [is displayed
next to the field. When you click EI a warning message opens indicating that you should review the Help for
Calculating Averages (Calculate Averages guide) to understand how the grades are calculated in this situation.
This warning is also displayed when you click Save if the points are not set to 100.

Select Do not show this message again if you do not want to receive this reminder every time you click Save.
WARNING: If all assignments in a category do not have the same total points value, then the calculations for
dropping a specified number of assignments for the category (as indicated in the # Drop field on Settings >
Manage Categories) may result in an average that is different than expected. If the total points value varies, the
grade with the lowest number of points may not necessarily be the lowest grade.
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Extra Credit

Select if the assignment is for extra credit.
NOTE: If the assignment is for extra credit, the Total Points is set to zero and cannot be changed.

Extra credit assignments add points to the average for the category selected. If a student has no grade or a zero
for the extra credit assignment, it does not count against him when his average is calculated.

See the Extra Credit section of the Calculate Averages guide for an explanation of calculating averages with extra
credit for each weighting type.

This field is not available for standards-based courses or assignments that have a rubric chart assigned.

Do Not Drop

Select if you do not want to drop that particular assignment. This field relates to the # Drop field on Settings >
Manage Categories.

If Do Not Drop is selected, the assignment grade is not dropped, even if it is the student's lowest grade, and you
have specified to drop one or more of the lowest grades in a particular category.

This field does not apply to standards-based courses.
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Rubric

You can assign an existing rubric chart to the assignment, which allows you to grade the assignment using a
rubric chart. The rubric charts are created on Settings > Rubric Setup.

« If a rubric chart is not currently associated with the assignment, the B icon (three black squares) is displayed.

« If a rubric chart is currently associated with the assignment, the &= icon (four multicolored squares) is displayed.

O Click the icon to associate a rubric chart with the assignment or to change the associated rubric chart.
The rubric chart window opens.

Available Rubrics: MNo Rubric

Options  Rubric Name

D Na Rubric
. Essay
. Final Essay

[ Assign Selected Rubric ] Cancel

Under Available Rubrics, any rubric charts you have created that have at least one skill and one score are
listed.

Available

Rubri Click . for the rubric chart you want to use. If the rubric is selected, the box becomes yellow D
ubrics

Awvailable Rubrics: = Previewing: Essay

Options Rubric Name

. Mo Rubric

Scores

Below Average Average Above Average Exceeds
. Expectations
0 Essay e Lew High | Low High | Lew High ¥
) Foints  Paoints Points Points Foints  Points Low  High
] Final Essay 1 & 7 12 13 18 Points Paints

19 20
Skills

Organization  The essay lacks a = The introduction = The introduction = The introduction

clear states the main states the main is inviting and
introduction, topic. A topic. The body  states the main
body, and conclusion is is developed. A topic.
conclusion. included. conclusion is Information is
included. relevant and
presented
logically. The
conclusion is
strong.
Focus and
Detail
Sentence
Structure,
Grammar,
and Spelling
Word Choice
Citation

Total Points Possible 100

Assign Selected Rubric

You can only change the rubric chart assigned to an assignment if no grades exist for the rubric
chart.

0 Click Assign Selected Rubric.
The window closes.

IMPORTANT: The Total Points field for the assignment changes to display the maximum possible points for the

PO O XAS¥ o-ahG

rubric chart (maximum-possible noints x skill count) and-is read-only
rupric-chart-tmaximum e-poin H-coun IS-read-oniy-
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Notes

0O Click [ to add or update optional notes for the assignment.

Important: Parents will be able to view this
note.

[oxJ o]

If entered, these notes are viewable in ParentPortal.

The notes above on special characters for the Assignment Name field also apply to this field.

0 Add or update the note in the Note window and click OK.
The Note window closes, and the note icon is yellow ¥ to indicate that a note was entered.

0 Or, to clear an existing note for the assignment, click Clear.
The Note window closes, and the note icon is gray (I to indicate that no notes exist.

Click to delete an assignment.
NOTE: You cannot delete an assignment if grades have been posted for the assignment.

If you delete grades on the Assignment Grades page in order to delete an assignment, you must be sure to delete

the grade for any withdrawn students too.

Save assignments:

|PIN |Type your four-digit personal identification number (PIN).

O Click Save.

Copy assighments to another course-section:

Once you have saved assignments for a course, you can copy the assignments to another course-

section.

O Use the Semester, Cycle, and Course-Section fields to select the course-section from which
to copy assignments.
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TIT.2 REVIEW any WOTR FOITEWOTK L
Ecological Footprint Quiz/labs ¥  Date:
Ch.2 Test Major Tests/Projects ¥ | Date:

Copy Assignments to Another Course-5ection-Cycle o —

O Click Copy Assignments to Another Course-Section-Cycle.

The Copy Assignments page opens.

Once you establish the assignments for a course on Settings > Manage Assignments, you can
copy the assignments to other course-sections.

e If you are copying assignments for the current semester-cycle, the entire assignment
record is copied, including the assignment date and due date.

e |f you are copying assignments to a future semester-cycle, the assignment record is
copied without the assignment date and due date.

This page is only accessible from the Manage Assignments page.
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Semester 1

Cyce 1

Assignments to Copy

All Assignments

Copy Assignments

From Course 02 SCIENCE ENRICHM (4218-32) [Ready]

Caopy Te Course-Section

Semester 2

Lab Safety Poster
M5D5 Assignment
M5D5 Poster

Cell Vocabulary

Vocabulary Quiz

Food Poster

Enzyme Wearksheeat

Enzyme Drawing

Enzyme Test

Macromolecule Vocabulary

Macromolecule foldable

PIN:

Course

01 ENVIROMNMEMNT 55 (4216-31)

02 ENVIROMMEMT 55 (42146-32)

02 SCIEMCE EMRICHM {4218-22} [Ready]|

02 ENVIROMMENT 55 [4216-323)

04 ENVIROMNMENT 55 (42156-24)

05 ENVIROMMEMNT 5Y5 (4216-35)

08 INT PHY & CHEM (4202-38)

Cycles

Period

L]

oz

oz

03

04

as

o2

From Course

The course-section, semester, and cycle selected on previous page are
displayed. This is the course-section you are copying categories from.

Assignments to Copy

All assignments for the selected course-section are listed. Select
specific assignments, or select All Assignments to select all.

Section

Copy To Course-

All course-sections for all cycles are listed. Closed cycles are disabled.

Select specific course-sections to copy assignments to, or select the
cycle check box to select all course-sections for the cycle.

|PIN |Type your four-digit personal identification number (PIN).

O Click Copy.

The list of assignments and the courses to which the assignments were copied is displayed.

O Click Return to Assignments to return to the Manage Assignments page.

Enter assignment grades.
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Grades > Assignment Grades

This page allows you to view and enter assignment grades for students by semester, cycle, and
course-section. You can enter comments and indicators for each assignment grade (e.qg.,

excluded, late, or re-do), and you can print grades by assignment. You can also accept transfer
students into a course and enter a walk-in average for those students.

NOTE: Students are not listed on this page prior to the first day of school.

Semester: | 2 v Cycle | 1 ~ Course-Section | 01 PRIN ARCH (8890-01) [Ready] - Assignments per page: (5 - 25) [Nl
Category: | All Categories v Assignment: | All Assignments v Student: | All Students v
Assignment Grades Semester:2 Cycle:1 Course-Section: 01 PRIN ARCH (8890-01) [Ready] [ Atiice Men
[ Sau0 | oot Avorogs [ETR
Student ID Student Name Cycle Average HS DAILY HS DAILY HS MAJOR HS DAILY HS MAJOR
test again Part-coop1 P: p: Az p: P: pd
s Duq:ﬂiizwzﬂﬂ 4 DuQ:Nnr\: 4 Due:None ¥ Due:None ¥ Due:None
Max:100 Max:50 Max:100 Max:100 Max:100
504028 ﬂAQU\LAR DEVIN L 92 ﬂ ﬂ G G ﬂ
(] BOSQUEZ, BRITTANY N 83 [l 90 f] 85 (] 90 If] 88 ]
(] SCHUSTER, ETHAN J 76 1] %0 @\ 88 (] %0 @@ 90 ]
[T £] SKOW, LILLIAN J 90 1 %0 fE 90 (] %0 @ 88 ]
Overall Averages: 85 0 90 88 90 89
Assignments per Page: 5 v <<Previous 1-5 Next>>
Sort Assignments by Date Due in:l @ Ascending O Descending) order.
(oo [ ot s
O Select the course-section you want to enter assignment grades for:
Semester The current semester is displayed by default. You can select another semester.

Cycle The current cycle is displayed by default. You can select another cycle.

Course-Section|Select the course-section you want to enter assignment grades for. The drop
down lists the two-digit period and course name. The course number and

section number are in parentheses.

NOTES:

If the course is marked as ready to post on Grades > Cycle Grades, the message
“[READY]" is displayed next to the course.

If course groups have been created on Settings > Manage Course Groups >
Course Grouping, the groups are listed, as well as the individual courses. Any
group that does not have courses associated with it is not listed.
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O Click Retrieve.

The students and assignments are displayed according to your selections in the previous steps.
Students are sorted by last name, unless you have specified a custom sort order on Settings >
Arrange Student Order.

O You can further filter the students and assignments displayed:

Category |Select the category to enter assignment grades for, or select All Categories. These
categories are set up on Settings > Manage Categories.

If a color has been assigned to the category on the Manage Categories page, the
assigned color is displayed.

Assignment Select the assignment you want to enter grades for, or select All Assignments.
Student Select the student you want to filter by, or select All Students.

The grid lists all students currently enrolled in the course-section and the assignments according
to your selections.

The columns can be re-sorted.

The columns can be sorted according to your preferences.

e An up arrow & indicates the column and order by which the table is currently sorted.

* If a column can be sorted, a sort box ¥ is displayed in the column heading.

« To resort the list by another column heading, click ¥ in the column heading. The column is
sorted in ascending order, as indicated by & in the column heading.

e To sort the column in descending order, click & again. The sort arrow changes direction *.

If you sort by the last name column, the table sorts by last name, then first name. If you sort by
the first name column, the table sorts by first name, then last name.

NOTE: Sorting the columns overrides the custom sort order established on the Arrange
Student Order page. However, if you leave this page and return, the students are displayed in
your custom sort order. (This does not apply on the Post/View Attendance page.)

Student ID: The student's ID is displayed. Click the student ID to view the student's profile.
O Student Name:

8¢ (Star of Life):

2026/03/19 10:30 21 Daily Tasks


https://help.ascendertx.com/teacherportal/doku.php/settings/arrangestudents
https://help.ascendertx.com/teacherportal/doku.php/settings/arrangestudents
https://help.ascendertx.com/teacherportal/doku.php/settings/administercategories
https://help.ascendertx.com/teacherportal/lib/exe/detail.php/images/sort-arrow-up.png?id=academy%3Adaily
https://help.ascendertx.com/teacherportal/lib/exe/detail.php/images/sort-arrows.png?id=academy%3Adaily
https://help.ascendertx.com/teacherportal/lib/exe/detail.php/images/sort-arrows.png?id=academy%3Adaily
https://help.ascendertx.com/teacherportal/lib/exe/detail.php/images/sort-arrow-up.png?id=academy%3Adaily
https://help.ascendertx.com/teacherportal/lib/exe/detail.php/images/sort-arrow-up.png?id=academy%3Adaily
https://help.ascendertx.com/teacherportal/lib/exe/detail.php/images/sort-arrow-down.png?id=academy%3Adaily
https://help.ascendertx.com/teacherportal/doku.php/studentinformation/studentprofile
https://help.ascendertx.com/teacherportal/lib/exe/detail.php/images/star-of-life.png?id=academy%3Adaily

22

The Star of Life icon is displayed for any student who has medical circumstances you should be
aware of. To view details, click the student ID to view the student's profile (Medical Alerts
section).

fl (Note-Gray):

Next to the student's name, click the icon to view or add a course note about the student. The
note icon is yellow ¥ if a course note already exists for the student.

The Student Course Note pop-up window opens allowing you to enter or update comments.

Student Course Note
MOREND, RAYMOND L

Delote Cat  Mote Aurthor Last Updated

Delete -~ Attendance Mote Oripsiis 203002

Add Mote: AT) ATTENDAMCE ¥

NOTE: These notes are not displayed to parents/guardians.

The student's name is displayed. Verify that you are adding/updating the note for the correct
student.

U Under Saved Notes:

Any existing notes for the student are listed. You can view all notes for courses to which you
have access.

Cat: Note category codes:
* AT - Attendance

* DS - Discipline

* GN - General

* HL - Health

* SP - Supplies
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Note: If you created the note, you can update it, up to 3269 characters.

Author: The last name of the person who entered the note is displayed based on the user
login.

Last Updated: The date on which the note was last updated is displayed.

Delete: Select to delete an existing note. You can only delete a note if you created it, or if
you are the Teacher of Record for the course. For example, the Teacher of Record can
delete a note entered by an Assistant Teacher for the course.

O Under Add Note:

To add a new note, select the category code indicating what the new note is related to,
such as AT for attendance.

In the text box, type the new note, up to 3269 characters per note.

O Click Save.

NOTE: The Student Notes report provides a report of these course notes.

(Transfer T):

Beside each student's name is the transfer icon = (i.e., a gray T) indicating that he is not a
transfer student. If a student transfers into the class, the red transfer icon @ is displayed next
to his name.

NOTE: The student will only haveared T O ifheis transferring from one section to
another section within the same course. Otherwise the T will remain gray.

If a student transfers into the course, you must accept the student into the course and enter
his walk-in transfer average and weight. The campus, student ID, semester, and cycle must all
be the same for the average to transfer.

O To accept the transfer student into the course-section, click 0.

The Transfer Walk-In Average window opens.
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Transfer Walk-In Average

Due Date: 04721/2020

Fram:

Average: .0

Waight:

Date: The student's transfer date is displayed by default. You can type over the date in
the MMDDYYYY format. Or, click 2 to select a date from the calendar.

From: The teacher name, course number, and section are displayed for the course from
which the student transferred. This data is only displayed if the student transferred from
a different section of the same course and has a transfer average.

Average: The student's transfer average is displayed if available. Otherwise, you can
type the student's walk-in average.

This is the student's average in the class from which he transferred. You can enter a
numeric grade or an alphabetical (ABCD or ESNU) grade.

NOTE: If a student transferred from a course that posts letter grades to a course that
posts numeric grades, and a letter grade is entered for his transfer average, the
student's working cycle average is displayed as a numeric grade.

See the Calculate Averages guide for an explanation of calculating averages for each
weighting type for an explanation of calculating averages for transfer students.

Weight: The field displays 0 for a transfer student who has not yet been accepted into
the class.

To accept the student into your class, type the weight you want to apply to the student's
transfer average. For example, if a student transferred three weeks into a six-week
cycle, you may want to enter a weight of 50%. The maximum weight you can enter is
100.

The student's transfer icon remains red until a weight is entered and saved.

Once you enter and save a weight, the student's transfer icon turns blue [T. The blue
icon remains until the end of the semester.

O Click Ok.
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If you entered and saved the transfer average data for the student, his walk-in average is
calculated in his working cycle average.

NOTE: The changes are not actually saved until you type your PIN and click Save Grades.

Clear: Clear all data previously entered for the transfer student.

NOTE: Any course assignments that were due prior to the student's transfer date are
excluded for the student, and the Exclude indicator M is displayed for the assignments. You
can override the exclusion if you want the transfer student to complete an assignment that
was due prior to his transfer date.

To override the exclusion, click , clear the Exclude field. Click OK and save.

NOTE: For standards-base courses, accepting a transfer student is a manual process. The
transfer icon is not displayed.

Calculating the average for a transfer student:

If a student transfers into the course during a cycle, the following calculations are used to
determine his working cycle average:

Formula for transfer student:

For the transfer grade, multiply the Transfer Average by the Transfer Weight:
Transfer Average x Transfer Weight = Transfer Value

For example:

1./The student's Transfer Average is 74.

The student's Transfer Weight is 55%.

74 x 55% = 40.7

The student's Transfer Value is 40.7.

Calculate the average of the student's assignment grades (for the remainder of the cycle)
using the steps described above under Percent-based, Point-based, or Multiplier-based.

‘'For example:

The percent-based example above shows a Working Cycle Average of 87.
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Calculate the weight for the Working Cycle Average:
100% - Transfer Weight = Working Cycle Average Weight
For example:

The student's Transfer Weight is 55%.

100% - 55% = 45%

The student's Working Cycle Average Weight is 45%.

Calculate the Working Cycle Average Value.

Working Cycle Average x Working Cycle Average Weight = Working Cycle Average Value
For example:

4./ The student's Working Cycle Average is 87.

The student's Working Cycle Average Weight is 45%.

87 x 45% = 39.15

The student's Working Cycle Average Value is 39.15.

Take the sum of the Transfer Value and the Working Cycle Average Value.
Transfer Value + Working Cycle Average Value = Actual Working Cycle Average
For example:

5.[The student's Transfer Value is 40.7.

The student's Working Cycle Average Value is 39.5.

40.7 + 39.5 = 80.2

The student's Actual Working Cycle Average is 80.

If a student transferred from a course that posts letter grades to a course that posts numeric
grades and a letter grade is entered for his transfer average, the grade conversion table is
used to determine the numeric value.

O Cycle Average:

The student's working cycle average is displayed. The average is updated every time you
access the page, click Calculate Averages, or save grades. If the student does not yet have a
working cycle average, the field is blank.

* The working cycle average is calculated according to the weighting selected on Settings >
Manage Categories, as well as calculations described in the the Calculate Averages guide.
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» The working cycle average is rounded to a whole number. If the decimal value is .5 or
greater, the grade is rounded up.

* If you use percentage-based categories, and you have a category that does not yet have
grades (e.g., if it is early in the cycle and you have not administered any tests), the student's
working cycle average is calculated based on the percentages for the categories that have

grades. For more information on calculations, view the Help for Weighting Type on Settings >
Manage Categories.

U Show Averages as Alpha:

If the course is set up to post alphabetical grades, the field is displayed.

* Select the field to display averages as alphabetical grades.
* Clear the field to display the averages as numbers.

NOTE: For courses that use alphabetical grades, a cookie is set to remember the setting,
and the page will always display averages according to the setting by default. Averages
are also displayed on the Cycle Grades page according to the setting. Courses
that use numeric grades will always display grades numerically.

O Sort Assignments by Date Due in:

Assignments are listed left to right in ascending order by the due date. (If there is no due date,
they are displayed by the date assigned. Otherwise, the date entered is used.)

To change the assignment display order to descending, change this setting to Descending.

(] Category:

The category for the assignment is displayed first in the column heading row, above the
assignment name.

The assignments are color-coded according to the category. If a color is assigned to the
category on Settings > Administer Categories, the column displays the selected color.

O Assignment Name:
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The assignment name is displayed in the column heading below the category name.

O Due:

The assignment due date is displayed if entered on Settings > Manage Assignments.

O Max:

The total points possible for the assignment is displayed if entered in the Total Points field on
Settings > Manage Assighments.

« (Import)

For campuses that use curriculum and test taking systems (e.g., elnstruction and Eduphoria),
click the icon to import a data file that only includes the student's ID, assignment grade, first

name, and last name.

NOTE: The import function is not available on mobile devices.

Import Assignment Grades For: "Land Biomes of U.5

Choose Flle | Mo f

CSY ar THT filas ¢

Step 2 - Review Column Mapping

* Only .csv and .txt files can be imported. The text file must be comma-separated data with
one student per row.

* Attempting to import for students not in the course will create exceptions errors that
cause the import to fail. Deleting these rows should allow the import to be successful.

* You can only import assignment grades for existing students.
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* You can only import grades where students has blank grades for the particular
assignment. If the student already has grades, the data is displayed in red and crossed out.

Steps for importing the data file:

O Click = to import grades for the assignment.

The Import Assignment Grades window opens allowing you to upload the data file,
review the data, and import the file.

0 Under Step 1, click Browse to select the data file. Locate and open the file.
The file name is displayed.
O Click Upload File.

When the upload is complete, the “Success” message is displayed indicating the name
of the uploaded file.

O Under Step 2, review the default file format and adjust the columns of your data if
necessary:

O Under To Column, the default file format is listed. The format is determined
according to the type of data found in the uploaded file. For example, a six-digit string
of numbers is assumed to be the student ID, and a string of up to three characters is
assumed to be an assignment grade. There are four columns:

 Student ID
* Assign Grade
* First Name
* Last Name

NOTE: For the six-digit student ID, include all leading zeros.

O Under From Column, make adjustments as needed.

For example, if the default file format has the first name before the last name, and
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you want the last name before the first name, you can change the columns under
From Column accordingly (i.e., change column 3 to 4, and change column 4 to 3).
NOTE: The order of the first and last names is not important when uploading this
file.

O If you assign the same column number to more than one column, the message
“duplicate” is displayed by the duplicated column. You must correct this before
proceeding.

O As you make any changes under Step 2, the data displayed under Step 3 changes
accordingly. Review the data under Step 3 before importing the file.

O When the data under Step 3 is being refreshed, the message “validating” is displayed.
Wait until the message goes away.

* If errors are encountered, the records with errors are displayed in red with a
strikethrough. The number of errors found is listed below the grid. Errors may include
mismatched or invalid data.

* Currently, the only acceptable error is an error due to the student already having a
grade for the assignment. Exception errors due to invaid records will cause the import
to fail.

O When you are satisfied with the data under Step 3, click Import Now under Step 4.
The data is imported, and the assignment grade fields on the Assignment Grades page are
populated with data from the import file.

The Import Now button is disabled if there are no valid records to import.

NOTE: If the course has any withdrawn students, the import file has a record for the
withdrawn students. Therefore, you must select Show withdrawn students on the
Assignment Grades page to import the grade for the withdrawn students. If you do not
select Show withdrawn students, the import file will generate errors for the
withdrawn students.

O Assignments per Page
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By default, the page displays only the first five assignments. You can change the number of
assignments displayed.

To print all assignments, select All from the drop-down menu or select the number of specific
assignments to be printed.

Assignments per Page:| 5 v |<<Previous 1-5 MNext>>

BE
10
15

20

O Previous/Next:

If there are more assignments, use the buttons to view the other assignments.

O Enter the grades in the grid.

NOTES:

e Only whole numbers can be entered for numeric grades.
» To add extra credit points, you can add points to the assignment grade.

e When you enter or change a grade, the table cell turns gray to indicate that the
grade was changed but not yet saved. Once you save the assignment grades, the
cell is no longer gray.

* If you type an invalid grade, such as a letter grade that does not have a conversion
value, the cell is shaded red. You must correct the entry before you can save the
grades.

e Dropped grades are italicized.

e If the course is set up for alphabetical or ESNU grade posting, you can type letter
grades or numeric grades. If you type a letter grade, it is automatically converted to
a numeric grade for calculating the working cycle average, according to the
conversion values set by the campus.

e Other codes can be typed in place of a grade:

o M - Missing
o | - Incomplete (If you type | for any grade, the student's working cycle average
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will be I until a grade is entered.)

o X - Excluded (The X functions the same way as clicking the note icon and
selecting Exclude from the Grade Properties window.)

o Only one shortcut code can be entered per assignment grade.

e If the campus has disabled posting of grades for prior cycles, you cannot make
changes to assignment grades for previous semesters-cycles. The Save Grades
button is disabled.

e Grades can be entered in the shaded fields for the selected skills on the Assignment
Grades page. The field will change from gray to white and the grades will print on
the report card. However, grades should not be entered in the shaded fields for the
selected skills for the Semester and Cycle that appear gray on the Assignment
Grades page.

e You can navigate through the grade fields using the keyboard
Press ENTER after you type each grade to move down the list to the next student.

You can press SHIFT+ENTER to move up the list. You can also press the up and down
arrow keys to move up and down the list.

Press TAB to move across the list to the next assignment. You can press SHIFT+TAB
to move back to the left.
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(] Next the grade field, click (to open the Grade Properties window where you can add
comments or indicators (e.g., excluded, late, re-do, or accommodated) associated
with an assignment.

Grade Properties

Exclude Redo Late Accommodated

Print Comment

Enter comments and/or select the appropriate indicator(s).

If there is no grade for the assignment, it cannot be marked as late or re-do.

The Bicon is displayed if the assignment grade is excluded (e.qg., for a transfer
student). The grade will continue to be displayed in the field.

Print comment|Select if you want the indicators and/or comments to print on the
student's IPR and display to parents in ParentPortal.

Click OK to close the window.
WARNING: Your comments and/or selections are not actually saved until you type
your PIN and click Save to save all data on the Assignment Grades page.

The following icons are displayed in the grade fields according to the comments
and/or indicators entered:

Indicators:

M - Excluded

H- Late (not excluded)
F - Re-do (not excluded)
I - Accommodated

Notes:

- Excluded with comments

- Late or re-do with comments

u - Comments only

- No comments

NOTE: If an assignment is excluded for a student, and you have entered a number in
the # Drop field on Settings > Manage Categories (indicating that you want to drop a
specified number of assignments for a category), the assignment grade does not

count toward the number that will be dropped. Only non-excluded grades are
dropped.
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If a rubric chart has been associated with the assignment, the == icon is displayed
next to the grade field allowing you to grade the assignment using a rubric chart.

O Click the icon to open the rubric in a window where you can type a score for each
skill.

O When all scores have been entered, click Update Assignment Grade. The score
(i.e., the sum of all scores entered) is calculated and displayed in the grade field.
NOTE: When entering a score for a skill, you are not limited to the range specified in
the rubric chart. For example, if the score range is 0-5, you are not prevented from
typing 0 or 6.

If you type a score for some skills but not all skills in the rubric chart, the sum of the
scores entered is calculated and displayed in the grade field.

If the grade for the assignment should be zero, you must type 0 for one of the skill
scores.

You can type a grade directly into the grade field even if a rubric chart is assigned to
the assignment.

Exclude
All

Click to mass exclude grades for an assignment for all students.

The button for the column turns red, all indicator icons are red, and the field turns
gray to indicate that the grade is excluded for the student. To override the exclusion

for a specific student, click i, unselect Exclude, and then click Ok.

Fill

Use the button and adjacent field to mass enter an assignment grade for all students.

For example, if you entered grades for all students who turned in the assignment, and
you want to enter zeros for all other students, type 0 in the field, and then click Fill.
All blank grade fields for the assignment are changed to 0.

Or, to mass replace blank grades with a value (e.g., 100), type the grade in the field,
and then click Fill. All blank grades for the assignment are changed to the entered
grade.

To change all assignment grades to blanks, delete any data from the field, and then
click Fill. All grades for the assignment are changed to blank.

Overall
Averages

The overall averages (i.e., class averages) for the working cycle average and each
assignment are displayed in the bottom row of the table. The overall averages are
updated every time you click Calculate Averages and every time you save grades.

Print|Use this option instead of the browser's print option. This printout contains formatting to
handle the features on the Assignment Grades page.
To choose the number of assignments that will print per page, use the up/down arrow.

Assignments per page! 10 3 |(5 - 25) m

Assignments can also be printed using the Assignment Grades Report.

Save Data:
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Any data that has changed since the last time you saved your grades is indicated by gray shading
in the table cell.

NOTE: Be aware that you may have changed data that is not currently displayed on
the page. All changes are saved, including those that are not visible on the page. For
example, if you are currently viewing assignment grades for one student, but you previously
entered grades for other students, the grades for all students are saved, regardless of what is
displayed on the page at the time you save the data.

|PIN |Type your four-digit personal identification number (PIN).

O Click Save.

Generate Assignment Grades report.

Reports > Assignment Grades

This report lists assignment grades for all students in a course according to options entered on
this page. The overall assignment average and class average are also displayed.

e Excluded grades are indicated by Ex in place of the grade.
e Dropped grades are indicated by D next to the grade.

NOTE: The Category Legend as it appears on the report matches the Cat ID (category
ID) column (in the Assignment Legend) to the corresponding category name and
category weight. The Assignment Legend matches the assignment ID heading to the
corresponding assignment name, total points, and Cat ID.

O Specify report options:

Semester The current semester is displayed. You can select a different semester.

Cycle The current cycle is displayed. You can select a different cycle.
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Course-Section|Select the course-section for which to print the report. Or, select All to produce
the report for all of your course-sections. The drop down lists the two-digit
period and course name. The course number and section number are in
parentheses.

Viewing |View Student |[Select to display the student names on the report. Otherwise, the
Options  |Names names are not printed on the report, and students can only be
identified by their student IDs. The student IDs are always
displayed on the report.

View Withdrawn students are not automatically displayed. Select the
Withdrawn field to display them. The message “W/D” and the withdrawal
Students date or “Dropped” are displayed by the student's name. The

withdrawal date may be the student's withdrawal date from
school or his withdrawal date from the class.

Sorting Indicate the field to sort the report by.

Options  |Custom Student [This option is only displayed if Student Order on the Update
Order Profile page is set to add new students to the top of the list or
bottom of the list.

Select Custom Student Order to sort the report in your custom
sort order.

If you have not specified a custom sort order for a particular
class, the students are sorted by name.

[ Click Generate.

e The report opens in a new window, and you can print the report from that window.
e The report selection page remains open on your desktop.

Review student notes (report).

Reports > Student Notes

This report displays any of the following notes for one or all courses, and for one or all
students.

* Course Notes: Notes entered in the Course Notes field on Settings > Manage
Courses. These are comments and notes entered by teachers about their courses, such
as reminders, announcements, and other course-specific information. These notes are
displayed to parents in ParentPortal.

» Student Course Notes: Notes entered by clicking the note icon next to the student's
name on Grades > Assignment Grades. These are course-specific notes entered by
teachers about the student, and the notes are associated with specific categories.
These notes are note displayed to parents in ParentPortal.
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e Course Assignment Notes: Notes entered in the Notes field on Settings > Manage
Assignments. These are notes entered by teachers about their assignments. The notes
are displayed to parents in ParentPortal.

e Student Assignment Notes: Notes entered by clicking the note icon next to the
student's assignment grade on Grades > Assignment Grades. These are assignment-
specific notes entered by teachers about the student. The teacher has the option to
display the note to parents in ParentPortal.

* IPR Notes: Notes entered in the Note field on Grades > IPR Comments. These are
student-specific notes entered by the teacher about the student relative to the IPR.
These notes are printed on the IPR that is distributed to parents.

Semester: | 2 ¥ Cycle: 2 ¥ Course-Section | ALL v

Student Notes Report Selection

MNotes Selection Options

Student ID: | ALL Enter a specific numeric student ID or ALL to include all students.:

Select Note Type: (select one or more)

Course Notes

Student Course Notes
Course Assignment Notes
Student Assignment Notes
IPR Notes

Viewing Options

Include Withdrawn Students

Page break between courses

O Specify report options:

Semester The current semester is displayed. You can select a different semester.

The selected semester affects the courses listed in the Course-Section drop-
down list, but it does not affect the notes displayed; the notes are not semester-
specific. For example, for a two-semester course, the notes are displayed for the
entire year.
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Cycle The current cycle is displayed. You can select a different cycle.

Course-Section|Select the course-section for which to print the report. Or, select ALL to produce
the report for all of your course-sections. The drop down lists the two-digit
period and course name. The course number and section number are in
parentheses.

U Under Notes Selection Options:

Student ID |Begin typing the student's ID. As you begin typing the ID, a drop-down list displays
students whose student ID matches the numbers you have typed. From the drop-
down list, select a student.

Select Select one or more note types to be printed. The descriptions for each note type are
Note Type |listed above.

If you select Student Course Notes, the following fields appear:

Note Category Select the category of notes you want to view. Or, select ALL to
include all categories.

Notes Created By|Select a user name to see only notes entered by that user. Or,
select ALL to include notes from all users.

Sort Order Indicate if you want these notes sorted by note category or
user name on the report.

O Under Viewing Options:

Include withdrawn Withdrawn students are not automatically included. Select the field
students to include withdrawn students in the report.

Page break between Select to print one course per page. Otherwise, the data will print
courses continuously.

O Click Generate.

e The report opens in a new window, and you can print the report from that window.
e The report selection page remains open on your desktop.

Award extra credit.

There are several ways to award extra credit:

* Create an extra credit assignment on Settings > Manage Assignments
* Add extra points to an assignment grade on Grades > Assignment Grades
* Add extra points to the cycle average on Grades > Cycle & Semester Grades
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Create extra credit assignment:

Settings > Manage Assignments

Semester: | 2 ¥ Cycle: | 1 »

Manage Assignments

Semester:2 Cycle:1 Course Section:02 ENVIRONMENT 5Y5S (4216-32)

Course-Section | 02 ENVIRONMENT 5Y5 (4216-32)

L

cannot be changed.

against him when his average is calculated.

rubric chart assigned.

Total Extra
Delete  Assignment Name Category Date Assigned Date Due Points Credit
Australia EC Journal D v | Datel 01/07/21 B Date: 01/08/21 | B2 0 i
Australia Cause of Fire Sum D v Date: 01/09/21 @ B2 Date: 01/09/21 @ B2 100
Extra Select if the assignment is for extra credit.
Credit NOTE: If the assignment is for extra credit, the Total Points is set to zero and

Extra credit assignments add points to the average for the category selected. If a
student has no grade or a zero for the extra credit assignment, it does not count

See the Extra Credit section of the Calculate Averages guide for an explanation of
calculating averages with extra credit for each weighting type.

This field is not available for standards-based courses or assignments that have a

For extra credit assignments, the Max on Grades > Assignment Grades is 0.
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Assignment Grades

Category: Assignment: Due Date:
All Categories v All Assignments v 04/29/2020

Semester: 2 Cycle: 1 Course-Section: 01 ENVIRONMENT S5YS (4216-31)

Daily Daily O
work/Homewaork work/Hemewark Majer W
o % Auwustralia ES g Auwustralia Cause of § Tests/Projects g L
Journal Fire Summary Biome L
Student Cycle Due:01/08/2020 Due:01/09/2020 Due:01/16/2020 D
1D Student Mame  Average Max:0 "— Max:100 Max:100 I
904254 (] 80.0
BALDERRAMA, 0 A 70 l 100/
DAaMMA P

Calculations for extra credit assignment:

IMPORTANT: See Calculate Averages for additional information.

Percent-based weighting:

If the student has extra credit points, include the extra credit (EC) points in the Total Points
Earned.

(Points Earned 1 + Points Earned 2 + Points Earned 3 + EC) = Total Points Earned

For example:

The Homework category has three assignments. The student earned a 70/100, 80/100, and
90/95 for those assignments. He also has 10 points for the extra credit assignment.

(70 + 80 + 90 + 10) = 250

In this case, the Total Possible Points for the Homework category is 295.

250/295 = .847
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The student's average for the Homework Category is 85.

Points-based weighting:

If the student has an extra credit assignment, add the points for the extra credit (EC)
assignment to the Category Points:

Category Points + EC = new Category Points

For example:

The Homework category has three assignments, each worth 50 points. The student earned
a 40, 45, and 50 for those assignments.

40 + 45+ 50 =135

The student’'s Homework Category Points is 135. The student was awarded 5 points for a
homework extra credit assignment.

135 + 5 =140

In this case, the Total Possible Points for the Homework category is 150.

140 /150 = .933
The student's average for the Homework Category is 93.

Multiplier-based weighting:

If the student has an extra credit assignment, add the points for the extra credit (EC)
assignment to the Actual Category Points:

Actual Category Points + EC = new Actual Category Points

For example:

The student’'s Homework Actual Category Points is 240. The student was awarded 5 points
for a homework extra credit assignment.

240 + 5= 245

In this case, the multiplier for the Homework category is 2.
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245 x 2 =490

The Homework category has three assignments, each worth 100 points.
100 + 100 + 100 = 300
300 x 2 = 600

490 /600 = .816
The student's average for the Homework category is 82.

ANOTHER OPTION: If you want to give an extra credit assignment that will be included in the
cycle average for the students who do the assignment (but not for those who do not do it),
create a regular assignment (not extra credit), and then exclude the grade for all students
who do not complete the assignment.

Add extra points to an assignment:

Grades > Assignment Grades

Assignment Grades

Category: Assignment: Due Date: Student:
All Categories A4 All Assignments ¥ 04/29/2020 =] All Students ¥

Semester: 2 Cycle: 1 Course-Section: 02 ENVIRONMENT 5YS (4216-32)

Daily Daily Daily Major Daily
waork/Homewaork wark/Homewaork Major work/Homework Tests/Projects work/Hamewor|
& & Australia ES % Australia Cause of § Tests/Projects 4 Land Biomes of § Biome & Presentation Pa)
Journal Fire Summary Biome U.5. Presentation Evaluation
Student Student Cyele Duwe:01/08/2020 Due:01/09/2020 Due:01/16/2020 Due:01/17/2020 Due:01/23/2020 Due:01/23/2020
[+ MName Average Max:100 Max:100 Max:100 Max:100 . sl Max:100 Max:100
GP2297 |:| BACA, B9.93 70 100 77 100 105 i
SERGIO D L—l L—l r_—l r_—l r:l r_—l
wenzsy dl 81.65 70 100 93 100 100 i
BELTRAN, L—l L—l r_—l r_—l r_—l r_—l
JEMMIFER A
293103 | 65.22 1000 1 10003 1 1 100 120 100 10 b e

If you enter an assignment with the Total Points field set to 100, you can enter a grade that is
greater than 100. In this case, it is not necessary to enter an extra credit assignment.
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Add extra points to cycle average:

Grades > Cycle

Cycle Grades
Semester: 2
Course-Section 01 ENVIRONMENT 5Y5 (4216-31)
PIN:
Calculate Semaster Averages
Show Withdrawn Students Show Previous Semester Detail
Posted
. Sem 1 Current Semester: 2, Cycle: 1
Average a & Report Card ‘Working Semester ‘Working Fi
=] MName Avg {Auto Grade) ¥ Override Citizenship Comments Average Grade
994254 BALDERRAMA, DANNA P 90 BO / BO
993037 BURFORD-ZAWAHREH, 80 20 20
TRACE
981173 CADDELL, RILEY D 54 79 79

Override|This field allows you to override a student's working semester average with a different
grade (e.qg., if the student's working cycle average is 69, you may give the student a
cycle grade of 70, depending on district policy).

If you enter an Override grade, click Calculate Semester Averages to see the
impact of the change on the semester average before saving.

Generate Seating Chart report.

Reports > Seating Charts

This report prints a teacher's seating charts for all periods or one period. For each period, the
seating chart is displayed followed by a list of students who are not assigned to seats. The
seating chart lists the student name, gender, and ID.

If printed for all periods, each period prints on a separate page.

NOTE: If that field has been changed, and the seating charts have not been re-saved on
Settings > Manage Charts since the setting was changed, a warning message is displayed
when the report is generated indicating that the reports will not be accurate until the
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Manage Seating Charts page has been re-saved. You must review the seating chart for each
period on the Manage Seating Charts page, make any necessary changes, and then re-save
each chart.

O Specify report options:

Semester [The current semester is displayed. You can select a different semester.

Period Select the period-course(s) to print the seating chart for, or select ALL CLASSES to
print seating charts for all periods.

If Combine Courses in Attendance is selected on your Settings > Update Profile
page, the courses are combined by period.

width Select the width setting for the report.
Fixed Seat Width Select to print a report in which all seats are the same
width.

This setting works for small and average-size classes. For
larger classes, some seats may not print on the page.

Auto-Adjusted Seat |Select to print a report in which each column is adjusted to
Width the student name. Each column is only wide enough to
accommodate the longest name in the column; therefore,
some columns are wider than others. This setting is a better
option for larger classes.

For either width setting, you can adjust the orientation when you print. Select
Landscape to increase the number of students that fit on the page.

Show Select to display student photos in the seating chart. Photos are only available if
Pictures they have been added by the district.

U Click Generate.

e The report opens in a new window, and you can print the report from that window.
e The report selection page remains open on your desktop.

Generate Rubric report (if enabled for campus).

There are two ways to access the rubric printing options:

e From the Manage Rubric Charts page, click Print.
e From the Reports menu, select Rubrics.
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Print the rubric chart:

O Click Print to print a report of the displayed rubric chart.

Set Up Rubrics

Available Rubrics:

Options Rubric Name

x Essa FUETT.

_|.

Edit Rubric: Essay

The Rubric Report Selection page opens allowing you to make selections for printing the report.

This report prints a rubric chart which has been set up on Settings > Manage Rubric Charts. You

can print only the rubric chart (i.e., blank), or you can print the rubric chart with student grades
for a particular assignment.

Rubric Report Selection

Rubric Name: @ Essay ¥  Title (Optional):

If Title is left blank, the Rubric Name will be the title on the report.

Generate

O Specify report options:

Rubric  [Select the rubric chart you want to print. Only rubric charts that have skills and scores

Name already set up are listed.

Title (Optional) Type a title for the report, up to 50 characters. If blank, the rubric chart
name is used as the title.
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Print
with
grades

Select to print the report with student grades. This field is only displayed if the
selected rubric chart has already been used to grade an assignment.

If selected, an additional field is displayed allowing you to select a course-section. Only
course-sections that have a rubric chart set up are listed.

course-section|Once you select a course-section, another field is displayed allowing
you to select the assignment that was graded with a rubric chart.

assignment Once you select an assignment, a list of students in
the course-section is displayed, along with their grade
for the assignment.

This Select for the students you want to print
Student |the rubric for. You can select Check all at
the top of the column to select all
students in the course-section.

(O Click Generate.

e The report opens in a new window, and you can print the report from that window.
e The report selection page remains open on your desktop.

Generate Class Roster report.

Reports > Class Roster

This report provides a blank class roster by semester and course, including a list of students
enrolled in the course and up to 50 blank columns. You can choose the sort order and whether
to include the student’s birth date and contact information. The report can be exported in CSV

format.

If you print the report for a course group, the Course Section column is included allowing you
to identify the course-section in which the student is enrolled.
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Ak Medical Alert Exis

Class Roster Report

Instructor:  MANGUM, LAURIE J
Course: 01 ALGEBRA | (2150-01)
Viewing: Semester 1

Generated: Thursday, January 21, 2021 11:23 AM

Student ID Student Name Birthday
504916 YEOMAN, MCKENZIE A 06/1 272006

# Students: 16

* Exclude student from attendance

** Exclude student from grading

** Exclude student from both attendance and grading.

4

O Specify report options:

Semester

The current semester is displayed. You can select a different semester.

Course-Section

Select the course-section and period for which to print the report. The drop
down lists the two-digit period and course name. The course number and
section number are in parentheses.

If course groups have been created on the Course Grouping page, the groups
are listed as well as the individual courses.

Columns Type the number of blank columns to display on the report, up to 50.
Display Options|Birthday Select to include the student's birth date. The Birthday
column will be included in the report.
Student Email Select to include the student’s email address.
Contact Select to include the student's contact information. The
Information Contact Information columns will be included in the

report, and all of the student's contacts are listed.

The contact's name, relationship, cell phone, home
phone, business phone, other phone, mailing address,
and e-mail address are listed.

Guardian Last Select to include the date on which a parent/guardian
Viewed IPR/Report |last viewed the student's interim progress report (IPR)
Card Date or report card online.

Sorting Options

Indicate the order in which to sort the report data. You can sort by student
name (last name), Student ID, course-section (for course groups), birth date (if
included), or custom student order.

Custom student order is the order specified for the course-section on Settings >
Arrange Student Order.

U Click Generate.
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e The report opens in a new window, and you can print the report from that window.
e The report selection page remains open on your desktop.

Generate Blank/Missing Grades report.

Reports > Blank/Missing Grades

This report lists blank, missing, and incomplete assignment grades according to options entered
on this page.

O Specify report options:

Semester

The current semester is displayed. You can select a different semester.

Cycle

The current cycle is displayed. You can select a different cycle.

Course-Section|Select the course-section for which to print the report. The drop down lists the

two-digit period and course name. The course number and section number are
in parentheses.

Grade Select the items you want to include in the report. For example, to include all
Selection |student assignment grades for which no grade has been entered, select Show
Options Blank Grades. To include all items, select Select All.
Viev'ving Page break between Select to print one student per page. Otherwise, the data
Options students will print continuously.
View Student Select to display the student names on the report.
Names Otherwise, the names are not printed on the report, and

students can only be identified by their student IDs. The
student IDs are always displayed on the report.

v'e‘.N =l Select to narrow assignments by date, and enter a valid
assignments due

school date.
after
View Current or All |Current|Select to narrow assignments to only course-
Course Sections sections for the current semester-cycle.

All Select to show assignments for all course-

sections.

O Click Generate.

e The report opens in a new window, and you can print the report from that window.
e The report selection page remains open on your desktop.
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Other tasks:

Accept transfer students.

Grades > Assignment Grades

Semester: (2 v | Cyde (1 ¥| Course-Section | 05 GEOMETRY (2101-35) -
Assignment Grades
Category: Assignment: Due Date: Student:
Show Withdrawn
All Categories v All Assignments A4 04/22/2020 iz All Students
Semester: 2 Cycle: 1 Course-Section: 05 GEOMETRY (2101-35)
Daily Wark
7-1 Angles of Daily Werk Daily Werk Daily Werk Test/Project Daily Werk Daily Werk
— % Polygons % 4-1 Exit Slips % 7-2 Parallelograms § 4-2 Exit Slips % 71 Quiz % 4-3 Exit Slips % 7-4 Rectangles
Student  Student Cycle  Due:01/10/2020 Due:01/10/2020 Due:01/17/2020 Due:01/17/2020 Due:01/17/2020 Due:01/23/2020 Due:01/23/2020
[+] Name Average Max:100 Max:100 o Max:100 o Max:100 . Max:100 o Max:100 o Max: 100 .
793125 a 868 gp 95 M 95 70 100 78
a a a a a a a a
CARLOS J
61204 (]sAvNE, 7696 80 20 50 20 70 100 50
| g a a a a a a a
983152 [ 100.0
S @ a a @ a a @
EVELYM
ITZELE
752815 i 7375 80 70 M 30 70 100 M
CORDMNADD r:l r:l r:l r:l r:l r:l r:l
JR, RUDY R
792792 a 8350 45 85 0 100 70 100 74
FOMSECA, f a a f a a f
CHRISTIAN A
793208 f 8782 g 90 as 100 82 100 M
HERMAMNDEZ, r:l l—:l r:l r:l l—:l r:l r:l
CECILIA M
793276 a 163 gp 80 77 95 74 100 80
ey ol [ | [ | ol [ | [ | ol
DAMIEN E
780751 a w882y 50 M 95 70 100 ¥
e a a a a a a a
SEBASTIAN L
s81161 | i (LySSY, 70.71 80 50 M 40 70 100 70
CHARLES W Iﬂ ﬂ lﬂ Iﬂ ﬂ lﬂ Iﬂ

Beside each student's name is the transfer icon = (i.e., a gray T) indicating that he is not a
transfer student. If a student transfers into the class, the red transfer icon @ is displayed next to
his name.

NOTE: The student will only haveared T @ ifheis transferring from one section to another
section within the same course. Otherwise the T will remain gray.

If a student transfers into the course, you must accept the student into the course and enter his
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walk-in transfer average and weight. The campus, student ID, semester, and cycle must all be the
same for the average to transfer.

O To accept the transfer student into the course-section, click 0.

The Transfer Walk-In Average window opens.

Transfer Walk-In Average

Due Date: 047 21/2020

Fram:

Avarage:

Waight:

Date: The student's transfer date is displayed by default. You can type over the date in the
MMDDYYYY format. Or, click £ to select a date from the calendar.

From: The teacher name, course number, and section are displayed for the course from
which the student transferred. This data is only displayed if the student transferred from a
different section of the same course and has a transfer average.

Average: The student's transfer average is displayed if available. Otherwise, you can type
the student's walk-in average.

This is the student's average in the class from which he transferred. You can enter a
numeric grade or an alphabetical (ABCD or ESNU) grade.

NOTE: If a student transferred from a course that posts letter grades to a course that posts
numeric grades, and a letter grade is entered for his transfer average, the student's working
cycle average is displayed as a numeric grade.

See the Calculate Averages guide for an explanation of calculating averages for each
weighting type for an explanation of calculating averages for transfer students.

Weight: The field displays 0 for a transfer student who has not yet been accepted into the
class.

To accept the student into your class, type the weight you want to apply to the student's
transfer average. For example, if a student transferred three weeks into a six-week cycle,
you may want to enter a weight of 50%. The maximum weight you can enter is 100.
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The student's transfer icon remains red until a weight is entered and saved.

Once you enter and save a weight, the student's transfer icon turns blue [T, The blue icon
remains until the end of the semester.

O Click Ok.

If you entered and saved the transfer average data for the student, his walk-in average is
calculated in his working cycle average.

NOTE: The changes are not actually saved until you type your PIN and click Save Grades.

Clear: Clear all data previously entered for the transfer student.

NOTE: Any course assignments that were due prior to the student's transfer date are excluded
for the student, and the Exclude indicator M is displayed for the assignments. You can override
the exclusion if you want the transfer student to complete an assignment that was due prior to
his transfer date.

To override the exclusion, click , clear the Exclude field. Click OK and save.

NOTE: For standards-base courses, accepting a transfer student is a manual process. The
transfer icon is not displayed.

Calculating the average for a transfer student:

If a student transfers into the course during a cycle, the following calculations are used to
determine his working cycle average:

Formula for transfer student:

For the transfer grade, multiply the Transfer Average by the Transfer Weight:
Transfer Average x Transfer Weight = Transfer Value

For example:

1.|The student's Transfer Average is 74.

The student's Transfer Weight is 55%.

74 x 55% = 40.7

The student's Transfer Value is 40.7.
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Calculate the average of the student's assignment grades (for the remainder of the cycle) using
the steps described above under Percent-based, Point-based, or Multiplier-based.

'|For example:

The percent-based example above shows a Working Cycle Average of 87.

Calculate the weight for the Working Cycle Average:
100% - Transfer Weight = Working Cycle Average Weight
For example:

The student's Transfer Weight is 55%.

100% - 55% = 45%

The student's Working Cycle Average Weight is 45%.

Calculate the Working Cycle Average Value.

Working Cycle Average x Working Cycle Average Weight = Working Cycle Average Value
For example:

4./The student's Working Cycle Average is 87.

The student's Working Cycle Average Weight is 45%.

87 x 45% = 39.15

The student's Working Cycle Average Value is 39.15.

Take the sum of the Transfer Value and the Working Cycle Average Value.
Transfer Value + Working Cycle Average Value = Actual Working Cycle Average
For example:

5.[The student's Transfer Value is 40.7.

The student's Working Cycle Average Value is 39.5.

40.7 + 39.5 =80.2

The student's Actual Working Cycle Average is 80.

If a student transferred from a course that posts letter grades to a course that posts numeric
grades and a letter grade is entered for his transfer average, the grade conversion table is used to
determine the numeric value.

Enter discipline referrals.
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Discipline > Discipline Referrals

This page allows you to view and enter discipline referrals. The referrals are submitted to an
administrator for review and further action. The page is only available if the campus allows
teachers to enter referrals in TeacherPortal; otherwise, the Discipline menu is not displayed.

NOTE:
You can only view your own referrals. If you are logged on to TeacherPortal as an
administrator, you cannot see a teacher’s entered referrals on this page; however, you can

view your own referrals.

Inquiry-only users cannot submit referrals.

Your existing referrals for the school year are listed, as well as the following statistical data:

Draft The number of referrals you have created but not submitted is displayed.

Pending |The number of referrals you have submitted that are awaiting review and further
action from an administrator is displayed.

Reviewed [The number of submitted referrals that have been reviewed by an administrator, for
which the administrator is taking no further action, is displayed.

Completed|The number of submitted referrals that have been reviewed by an administrator, and
for which further action was taken, is displayed.

Up to five referrals are displayed at a time. If more referrals exist, you can page through the list to
see the others.

O To retrieve a referral for a specific student and/or a specific status, do one or more of the
following, or leave all fields blank to retrieve all referrals sorted by status:

Student ID |Begin typing the student's ID. As you begin typing the ID, a drop-down list displays
students whose student ID matches the numbers you have typed. From the drop-
down list, select a student.

Student Begin typing the student's name in one of the following formats:

Name

* Last name, comma, first name
* Last name initial, comma, first name initial

As you begin typing the name, a drop-down list displays students whose names
match the letters you have typed. From the drop-down list, select the student.

Status Select a status to view only referrals for the selected student with that status. Or,
select ALL to see all referrals for the selected student.
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O Click Search.

The referrals grid is redisplayed according to the criteria specified.

a Click to view or edit the details of a referral. The Record Details section is displayed.

Click to print the discipline referral. The report opens in a new window, and you can print the
report from that window.

Click OK.

Click to delete the referral. You are prompted to confirm that you want to delete the referral.

Only Draft and Pending referrals can be updated or deleted. The Reviewed and Completed
referrals can only be viewed and printed.

Enter or update a referral:

O Click Add Referral.
O Or, click ﬁ to edit an existing referral.

The Record Details section is displayed.

O Under Record Details, retrieve the student(s) involved in the incident:

Student ID |Begin typing the student's ID. As you begin typing the ID, a drop-down list displays
students whose student ID matches the numbers you have typed. From the drop-
down list, select a student.

Student Begin typing the student's name in one of the following formats:

Name

* Last name, comma, first name
* Last name initial, comma, first name initial

As you begin typing the name, a drop-down list displays students whose names
match the letters you have typed. From the drop-down list, select the student.

Add Another
Student

If more than one student was involved, click Add Another Student to
retrieve the next student. A blank row is displayed allowing you to retrieve
the student.
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O To remove a student from the list, click B

[ To see a student's schedule, click Schedule next to the student's name.

The Schedule window opens and displays the student's schedule, including the course-section,
period, course title, teacher name, withdrawn indicator, room number, and days the class
meets.

Severity Indicate the severity of the offense. For example, select High if the nature
of the offense is very severe.

Offense Description |(Required) Select the offense code describing the offense.

NOTE: Only offense codes allowed by the district are listed.

Referrer Comments Type comments related to the offense, up to 2000 characters including
spaces. A character counter below the text box allows you to see the
number of remaining characters available.

These comments will be read by the administrator who reviews the
discipline referral.

See Notes on Special Characters and Copy/Paste From Other Documents.

Incident Date The current date is displayed by default. Type another date in the
MMDDYYYY format, or click £ to select a date from the calendar.
Incident Time The current (i.e., system) time is displayed by default. You can type

another time in the HH:MM:SSA format, where HH is the hour, MM is the
minutes, SS is the seconds, and A is a.m. or p.m.

Sent to Office Select if the student(s) were sent to the office because of the incident.
zzzfitir s Course Select a course-section if the incident occurred during class.

Incident Location (Required) Select the location in which the incident occurred.

Save data:

|PIN |Type your four-digit personal identification number (PIN).

O Click Save Draft to save a draft of the referral, which allows you to finish and submit the
referral at a later time.

O Or, click Submit Referral if the referral is complete, and you are ready to submit the referral to
an administrator for further action.

The referral will appear in the administrator's discipline referral list with a status of Pending.
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a The button is only displayed for a saved referral. Click to print the discipline

referral. The report opens in a new window, and you can print the report from
that window.

L] AT Click to add an additional row in the Record Details section.
Student

Other Reports:

Generate Special Programs report.

Reports > Special Programs

This report is only available to users who log on to TeacherPortal with a district- or

campus-level security administrator user ID, or to teachers who have access to run the
special programs report.

This report lists of the special programs for each student in the class.

Only the special programs selected by the campus are included. If enabled, the Generic column
appears in the report and displays program information.

O Specify report options:

Semester The current semester is displayed. You can select a different semester.

Course-Section (Select the course-section for which to print the report. The drop down lists the

two-digit period and course name. The course number and section number are
in parentheses.

As Of Date Type a date in the MMDDYYYY format. Or, or click % to select a date from the
calendar.

Viewing View Student |Select to display the student names on the report.

Options Names Otherwise, the names are not printed on the report, and

students can only be identified by their student IDs. The
student IDs are always displayed on the report.

View Current or|Select one:

All Course Current|Select to narrow student data to only course-
Section(s) sections for the current semester-cycle.
All Select to print student data for all course-sections.

These options are disabled if you are logged on as an administrative user and
select Across Campus under Admin Options.
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Admin Options These fields are only displayed if you are logged on as an administrative user:

Across |Select to view data for all courses across the campus. Otherwise,
Campus |data is only displayed for the selected course-section or for the
impersonated teacher’s courses.

If you are impersonating a teacher for whom no courses are defined,
the message “No courses defined” is displayed at the bottom of the
page, and the fields are disabled. However, once you select Across
Campus, the message is removed because it may not apply to all
teachers at the campus, and the fields are enabled.

View Without This field is enabled when Across Campus is
Course/Section |selected.

& Instructor in
Grid Format If selected:

If View Without Course/Section &
Instructor in Grid Format is selected, the
report data is displayed in a grid format, and
the course-section and teacher are not
displayed. The default sort is by student name;
however, the grid can be re-sorted.

Sample:

Student ID|Student Grade|Special
Name Program

If not selected:

If View Without Course/Section &
Instructor in Grid Format is not selected, the
report is grouped by course-section. The report
is similar to the report for non-administrative
users; however, the teacher is listed for each
course-section. For non-administrative users,
the teacher is listed once at the top of the
report.

Sample:

Course Nbr-Sec
Teacher Name

Student ID|Student Grade Special
Name Program

Course Nbr-Sec
Teacher Name

cl-llllgnl- 1n cl-ll'lenl- rrm_ c:nﬁhl
Name Program

O Click Generate.
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e The report opens in a new window, and you can print the report from that window.
e The report selection page remains open on your desktop.

Generate Student Group reports.

Settings > Manage Student Groups

Group Manager

Your existing groups are listed. Otherwise, the message “No Student Groups

(left grid) were found” is displayed.
Group Reports [The available student group reports are listed; they are linked to the reports
(right grid) in the Reports > Student Group Reports submenu. Some of the group reports

mirror other reports available in the Reports menu.

If no groups exist, the message “No Student Groups Exist” is displayed in
place of any reports.

Group Reports
(left grid)

Click a report title to run the report for a student group:
* The group Admin Student Grades page allows you to run the Admin Student
Grades report for a student group.

* The Attendance Summary report generates a summary report of student
attendance for a specified student group.

* The Student Grades Report (and UIL Eligibility) Report lists student working
cycle averages for all of their courses, which allows you to determine UIL
eligibility and locate students who may be at risk of losing eligibility. Courses

in which the student has failing grades are shaded pink.
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