
Creating a Generic eGrades File

These directions would be used by the ET or mentor Teacher to create a generic eGrades file that all teachers must use for importing their rosters.  

Writing the Setup File in WinSchool

The setup file contains important information from WinSchool that is needed to ensure everything works correctly.  The three pieces of information contained are:


DoDDS approved grading scale


Bins Used


Comments

To create the generic file, start by:

Entering WinSchool

 
Enter the Report Cards module


Select Marks
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Select Write Teacher’s Classes

You will see a screen like the one to the right.  It will list your teachers names on the left, and then in the upper right-hand corner list the possible bins.

At an elementary school, I believe you should only have to select the following bins:

· Quarter 1 Mark

· Quarter 2 Mark

· Quarter 3 Mark

· Quarter 4 Mark

At a high school, you may use many of the bins.  For example you might create two generic files: one for first semester and one for second semester.  The first semester file requires the following bins:

· Semester 1 Mark

· Quarter 1 Mark

· Quarter 2 Mark

· Semester 1 Exam

· Progress Reports

· Sports Eligibility

Ensure that the box Write Setup File has been selected.  Note where the file will be saved (lower left-hand corner next to folder).

Select Write
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Importing the Setup.gpk File

Open eGrades

Select New Class
 
Select File
Select Import

Ensure WinSchool Setup Information is selected

Click OK in the import window.
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Open the Setup.gbk that you just saved from WinSchool.
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Now you will need to map bins. 

An overall is needed only if you have any summary grades (i.e. semester marks or progress reports).  

Select OK when you are finished mapping the bins.

Setting up the File for Teacher Ease

Setting One Generic Category for each marking period
For every grading period, you will probably want to create one assignment, make it worth 100 points, and ensure that it “allows alternate grade.”  
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To do this:

Select Class

Select Categories
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We use the description “Total Points.”

We give it a weight of 100.

We also allow alternate grade.

You will want to do this process for EVERY grading period that you offer.  Teachers can change this, but the basics will be set up for them.

Setting the Computations for Semester Grade 
The general recommendation is that teachers determine the semester 1 grade by computing:

· 40% Quarter 1

· 40% Quarter 2

· 20% Semester Exam

To set this up:

Select Class

Select Grading Periods

Change the weight for each of the different descriptions so it corresponds with the correct percentage.

You will also want to ensure that the “Allow Alternate Grade” is selected.  This will allow teachers to report an I or N grade.

Setting up Rules for the Overall Grades
Since teachers will want to give alternate grades for the semester average and progress report, you need to ensure the generic file allows this.


Select Class
Select Overall Summaries

Ensure that within each description, the Allow Alternate Grade  box is checked.

Other Options
You may consider entering extra alternative grades.  eGrades has three built in, but you may want to offer your teachers more.

Saving the File
I recommend saving the file with a name so it won’t be “intermingled” with the rest of the teachers’ files.  For example if you start them with a Z they will fall to the end of the list when they come up on the teacher’s window.  For example you might call them Z-SEM1 and Z-SEM2.  The two files fall alphabetically to the bottom of the teachers lists of files.  

I also recommend making the file Read Only.  It is VERY easy for teachers to import a roster and accidentally select Save rather than Save As.  If you make the file “read only” and manually copy and paste it into each teacher’s eGrades folder, you will save yourself TONS of work in the long run.  

Modified from a document by Amy, Jack and Paul


