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Logging into Chancery SMS Gradebook (6.2.1.994 V2)
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1. Using the Chancery SMS Gradebook icon on your desktop, launch the gradebook program.

2. Logon to the server using the same username and password you use for attendance. Important: The Server: line should be the following:

http://eusms.eu.dodea/GBServerV2/GBService.asmx

After a successful login this address will already exist in this line without your having to type it each time.

3. On the login screen the following message appears. The word may should be changed to will. Believe it.
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When you logon successfully, you will be presented with a roster screen for your first class. This screen also includes two drop down lists - one for Class / Subject and another for Scoresheet. The connection to the database gives you access to all of the classes you are scheduled to teach during the year and each of these classes has an associated list of SMS Grading Period Scoresheets (identified with an end date behind each). Our first task will be to create a teacher-owned scoresheet within which we can put assignments and scores.
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Several tools specific to this program are available for later easy access to different parts of our data. Here are ones you may use early on.
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 Creating Teacher Owned Scoresheets
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1. From the Class dropdown list select the first class you want to work with.
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2. Now from the Scoresheet dropdown select Create New Scoresheet.
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3. A Scoresheet Details window opens where you must make some choices.

1) Type a Name for the scoresheet

2) Select how scores should be displayed

3)  Select the calculation method

4) Select the grading table and

5) Choose the number of decimals to be displayed in scores and averages.

4. Type a name for the scoresheet. I suggest a name which references the grading period and perhaps class period/block (e.g.  Q1 – Block 3) to avoid confusion for you later.

5. Score Display format means how an assignment score should be displayed in the scoresheet cell (Code, Numeric, or Code and Numeric). Code commonly means a letter grade associated with the score value. Numeric means the value you type into the cell. Code and Numeric means that both will be displayed in each cell.

5. Calculation type choices set how the students’ course grade is computed in the scoresheet. Total Points means that all of the earned points will be summed and then divided by the total possible points. In this method, an assignment worth 50 points is worth more in calculating the grade than an assignment worth 10 points. Weighted means that you will be using weighted categories and each assignment will belong to one of these categories for computing the grade.                
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6. Grading table should be set to Middle Schools for Lakenheath Middle School
7. Decimal Places can be set from 0 to 3.  Most of you should probably leave this set to 1.

8. The check box in front of Publish to K12 can be ignored this year.

This completes the setting up of the first scoresheet. Click on the Save button and then close the window.

Saving and Synchronizing with SMS

When working with the Gradebook program you are normally connected to the SMS server and you should periodically synchronize your changes with the server.
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This is done using the Save selection from the File menu or by clicking on the Save (disk) icon.
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2. You can also make a backup copy of your data file by using the Save to… select from the file menu.
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The default name (from Preferences) My Classroom Gradebook is used. You my change this AND the location of the backup, but keep the .csg extension.  

Creating Categories 
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If during the creation of your scoresheet you selected Weighted for the calculation type, you should now create the categories you expect to use. Click on the Score Summary by Category icon.

2. Now click on the column heading label New at the top of the grey column. A Category Details window will open. 

3. The first category named should be the one that you will use most frequently. Replace the phrase Default Category with your own description and type the weight (%) you want to use in calculation. 
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To create an additional category click on the New button. You will encounter a list of choices of where to create this new category. Create in this class is the recommended choice.
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Add additional categories as needed and their corresponding weights. Click on the Save button when finished and close the window.
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6. The Score Summary by Category view will now show the category columns, not necessarily in the order you entered them.

Creating Assignments using the Assignment List
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One method for creating assignments in your scoresheet is to use the Assignment List, third icon from the right.
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After opening the Assignment List, click on the New button to enter the details of this assignment.

3. Automatically the name of “New Assignment” is given to this assignment worth 0 points. It has a weight of 1 in the default category, not associated to a grade item, was assigned today and it has no current due date. All of these cells can be changed at this time.

4. Type in a descriptor for the assignment name and enter the number of points it was worth.

5. The number of points will be multiplied automatically by the weight to calculate the Weighted Points.

6. If you use categories and this assignment is not from your default category, click on the cell to select one of the other categories you defined earlier.
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The Grading Period will display the first available grading period which today’s date falls into. This will normally be an academic progress period. Select the current quarter period from the dropdown list.
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8.  In the Grade Item cell select Course Grade.

9. When you are ready to enter students’ grades return to the Scores view.

Creating Assignments using the Scores View
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An alternate way of creating an assignment in your scoresheet is through the Scores view. Click on the New Assignment heading at the top of the gray column.
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 This will open up a new window that allows you to enter the same information you would have done using the Assignment List.

3.  In addition to that you also will see an area at the bottom where you can type in a detailed description of the assignment for future reference.

Copying Scoresheets into Other Classes
If you teach multiple classes of the same course and assign the same assignments to each you may want to skip this process until AFTER you have entered a number of assignments into your first scoresheet.

1. [image: image30.png][oex30 B0 [EREG
Class / Subject: [Lakenheath Middle Schoal-German

Roster Clas... Voc. .. Voo, ... Qz. ... \
/1000 /120 /100 /100 |

nderegg, Renee
Burnett, Kayla &
(Castillo, Jordan
(Colbert, Bryan



You are able to copy an existing scoresheet from one class to another.

2. Open the new class and select Copy Existing Scoresheet from the bottom of the Scoresheet dropdown list.
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3. Change the From clas… list to highlight the first class you were working with.

4. Be sure the From scor… list shows the name of the scoresheet you want to copy.

5. [image: image32.png]


The To class / … list should reflect the name of the class you are currently working in

6. Type in the name you want this new scoresheet to have for this class in the New scor… field.

Copying an Assignment
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It is also possible to copy single assignments from one spreadsheet to another.

1. Left click on the column heading of the assignment you want to copy and select Copy Assignment.
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2. From the Copy Assignment… window select the appropriate parameters.

· From class /…

· From scores…

· From assign…

· To class / su…

· To scoreshe…

3. In the New assign… box, type the name you want the assignment to have in the other scoresheet. Typically this would be the same as the From assign… but does not have to be.

Using the Scoresheet to Enter Grades
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1. Click on the Scores icon to change to the Scores view.
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In this view you will see column headings that show the assignment name and the points possible for each.

3. To enter scores simply type the student’s earned points into each cell.
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4. When entering a student score higher than the maximum no warning window appears, the score is accepted, but the score appears in bold font to draw your attention to it.
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5. To fill an entire column with the same score left click on the column heading and select Fill Column… 
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6. Enter the score you want to have the cells filled with. Select the method to be used when filling the cells and click on the Fill button. This is very useful when most of the students earned the same score.

Now that you have entered some assignments and scores you may be questioning what a students average is in your class. Let’s find out.

Customizing Your Scoresheet
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Left click in the top left Roster cell and then click on Add Column to produce an extra column displaying the students’ averages.
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If you do this a second time another Percentage column appears.
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3. This column’s title and contents can be changed by left clicking on the heading and selecting one of the choices 

Special Scores
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1. To access the area to define special or ignored scores click on the Special Scores icon.
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2. Additional Special Scores may be added to the list by clicking on the New button and entering in a Description, Score (the code displayed in the cell), and a value which should be used during calculations. If this should be a code for a missing assignment and you would want it to appear on the Missing Assignment report, check the Count as Missing box.
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3. Special Ignored Scores can be created in a similar manner using the New button at the bottom of the window.

4. To delete any Special or Ignored scores, check the box in front of the ones to be deleted and click on the Delete button.

5. To use one of the Special or Ignored scores in the scoresheet, return to the Scores view and type the Score (your abbreviated name) in the cell.

Reports

Several reports are currently available through the Reports menu. One problem exists with these reports at this time. There is no way to print a report without either the students’ names or numbers.
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Assignment Progress by Class can be accessed through the Reports menu and Assignment Progress. The reports option window is limited but does allow you to select several parameters and preview the report before printing.

Note: The Class Avg. is incorrect because the teacher chose (in Special Scores) to treat Blank scores as zeros and each “past student” has a blank for assignments entered after they left this class.

2. Assignment Progress by Student allows more parameters during the print process. If you have entered notes on students or scores they can be added to the report. The class average for each assignment can be eliminated from this report
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Class Roster gives you nice grid report for keeping record of assignments graded by you at home for later entry into Gradebook. There are no options other than font and size. The problem with this report at this time is that past students show in italics at the end of the report. 
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Missing Assignment by Student allows you print a report for all students with a certain number of missing assignments prior to selected due date or print only selected students. This only works properly if you enter a due date for each assignment.
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5. Missing Assignment by Class also allows you print a report for all students with a certain number of missing assignments prior to selected due date or print only selected students, but puts the information into one report.
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Submitting Grades (Academic Progress or Quarters 1 and 3)

Submitting grades for academic progress or report cards can be done relatively easily using the SMS grading period scoresheets.
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Select a class from the dropdown menu and then select the correct grading period scoresheet using the dated scoresheet NOT your teacher owned scoresheet where you have entered assignments and scores. 

2. The only columns visible for Quarter 1 should be Course Grade, Semester 1 (this appears at middle schools only) and Standard Comments.
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3. Never ever use the Populate button in the bottom right of the screen.
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To get the grades from the teacher owned scoresheet to this grading period scoresheet left click in the column heading Course Grade and select Copy Scores From…
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The window that opens will allow you to make several choices. From the first dropdown menu select the correct teacher owned scoresheet that holds the students’ current course averages. 

6. [image: image57.png]Course Grade  Semester 1
er
Dustin
2 Fill Column.
gy




Be sure Score is selected and from the bottom of the dropdown menu From Score: select Grade. 
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7. After verifying that the To Scoresheet: lists the current grading period scoresheet (dated) and that the To Score: indicates Course Grade click on the Copy button.
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If you have and students who have left school or transferred to another course or section the following message will come up for each student. Click on No if they are still in another section of this course, otherwise click on Yes.
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The course grade column should now be filled with letter grades. 
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You have the option at this point to go into any cell and select an alternate grade from the available table you see when clicking on a cell.

11. If this course is not a quarter course skip to step 12 now. IF this course is a quarter (exploratory) class in a middle school, it is also necessary to copy in the same grades into the Semester 1 column. Left click on the column heading Semester 1 and follow the previous steps 4-10 to get the letter grades into this column. This is necessary in order for this course to show on the student’s transcript.
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Comments (max 2) can be assigned to any student by clicking on the Standard Comment cell after each student’s name. At the bottom of the screen the comments assigned to your school appear and may be selected by highlighting a comment line from the left side of the screen and then clicking on the > button to move the comment to the right side of the screen.  The < button can be used to de-select a comment mistakenly applied to a student.
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13. After selecting a comment or two for a student return to the upper portion of the screen by clicking on any cell. The comment folder should appear colored to indicate comments have been assigned for that student.

Verifying and Changing Submitted Grades and Comments
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1. Logon to SMS

2. From the My Classes page click on the Grading icon next to the class in which you wish to enter grades.
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3. From the dropdown menu at the top right, choose the correct marking period. 
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If you are viewing a semester or yearlong course during Quarter 1, you will see two columns after the list of student names (Course Grade and Standard Comments). If you are viewing a middle school quarter class you will see a third column, Semester 1. The contents of this  column should be identical to the first column.

5. In this view you can verify grades copied here from the Gradebook program. If you find the need to change a grade or manually enter grades, do so by typing in the correct grade. You will only be able to enter DoDDS approved letter grades from the table (drop-down list).
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If you need to add or change a comment, click on the yellow comment folder to open the Student Standard Comments view. Add or remove comments from the right “Selected:” space as necessary.

[image: image68.png]3
Standar
Comment




Gradebook Use at Home
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Yes, we do have a home version of our entertaining game available for our viewing audience… Oops wrong profession! You can get a copy of the Gradebook program for installation at home. Please contact your school ET for details. This is currently a zipped file of about 23 MB in size. After you install it you can open a copy of your Gradebook file that has all of your data. You will not have access to the SMS server from home.

1. In order to work with your grades at home you must save a file copy of your SMS Gradebook data. To do this, use the File menu and select Save to… Chose a location and file name for the data and then click on OK.

2. This file is relatively small. You have several options for getting this file home; save it to a removable storage device (disk, memory stick,…), attach it to an Outlook email message to yourself, or place it in your digital locker within DoDDSE-NET.
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3. After installing the program onto your computer from the zipped file, click on the Gradebook icon to launch the program. 
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The normal looking logon screen will appear. Without typing in a user id or password, click on the Cancel button.
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An empty Gradebook screen will appear. From the File menu select Retrieve from…
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6. You should then navigate to the location of the file you brought from school and locate the proper file from the list. It will have a .CSG extension. Double click on the appropriate file.
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7. The login screen will appear again. If the third line (Server:) does not appear click on the Options button. Enter your User ID and password for SMS and a web address on the server line. It appears any address will do but there must be an address typed there. Try http://www.here.com and then click on  Log On. You will be returned to the Gradebook screen and should be able to see data from the file you brought from school.
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After changing or adding new data save these changes to a file which you can take back to school with you. Use Save to… from the File menu and select the location and file name for this updated file.


9. When you return to school logon to the Gradebook software normally and use the File menu to select Retrieve from… and find the file you brought from home. 

10. After it loads, the very first thing you should do is save and synchronize to the server using either File / Save or by clicking on the disk icon.
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