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Teacher Guide to ASCENDER TeacherPortal

Access TeacherPortal

Create an ASCENDER TeacherPortal account.

O From the Login page, click Create Account. The User Information page is displayed.

To exit without saving any changes, click Return to Login.

User Information:

User Information Basic Information Security Question Complete

User Information

Staff ID: & Staff ID
Last Name: & Last Name
First Initial: Q. First Initia
Cancel
|Staff ID Type your staff ID number.
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Last Name

Type your last name

First Initial

Type the first letter of your first name.

O Click Next.

If you entered the data correctly, the Basic Information step opens.

Basic Information:

4 Return to Login

User Information

Basic Information Security Question Complete

Basic Information

User Name: (& derwin hd ) « &-8 alphanumeric characters (e.g., AbC1234)

Password: (asg sasann v g) « &% characters using 3 of the following:
¢ UPPERCASE letters
s Lowercase letters
¢ Mumbers {0-9)

¢ Special characters

Confirm Password: @{ sensnn v @ = Passwords do not match

Current PIN: a,

« Four numbers required (e.g., 1234)

Cancel

User Name

Type a unique user name that will identify you when you log on to the system,
such as a combination of letters from your first and last name.

* Your user name must be six to eight characters and must be unique within the
district.

* Your user name is not case-sensitive.
* If you type a name that is already used, available alternatives are suggested.

Password

Type a password that you will use when you log on to TeacherPortal.
* The password must be six to nine alphanumeric characters.

* At least three characters must be one of the following: uppercase, lowercase,
numeric, or punctuation.

* Your password is case sensitive.

Confirm
Password

Retype the password exactly as you typed it above. This step confirms that you

typed your password as you intended.
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PIN

Type a four-digit numeric personal identification number (PIN) that you will use
when you post data in TeacherPortal. Avoid using 1234, 4321, or all the
same number, as these are common and easily guessed.

[ Click Next.

If you

entered all required data correctly, the Security Question step opens.

Security Question:

4 Return to Login

User Information Basic Information Security Question Complete

Security Question

Provide answers to three different quesions. The information will assist you in resetting your password.

Question 1: what is your birthdate A
Answer 1: Answer 1

Question 2: what is your favorite vacation spot v
Answer 2: Answer 2

Question 3: where were you born v
Answer 3: Answer 3

m Cancel

Question

Select three questions to which you will provide an answer. The questions are asked in
the event that you forget your password.

You must select three different questions. You cannot repeat any questions/answers.

Answer

Type the answer to each question. If you forget your password, you will be required to
answer the question correctly in order to recover your account. Be sure to select

questions for which you will easily remember your answer. Answers are case sensitive.

O Click Next.
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If you entered all required data, the Complete page opens.

User Information Basic Information Security Question Complete

Your ASCENDER TeacherPortal
account has been created.

A

O Click Finish.

The Announcements page opens.

Log on to TeacherPortal.

To access TeacherPortal, you must log on. If you are a new user and do not have a user name,
you must create a user name.

Returning teachers must re-register each year before logging on, as all TeacherPortal non-

administrative user accounts are deleted at the end of each school year. Administrative user
accounts are retained.

WARNING: If you have three unsuccessful attempts to log on (invalid user name/password
combinations), the system locks out your account. If your account is locked out, please
contact your campus administrator to have your account reset.

If the district has disabled TeacherPortal, the message “TeacherPortal is Unavailable” is
displayed.
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A TEACHERP

Login TEXAS ISD

a-

TCC Accessibility Statement

cknowledge that you are an authorized user.

User Name Type your user name. Your user name is not case-sensitive.
Password |Type your password. The typed text is hidden. Your password is case sensitive.

U Click Login.

The Announcements page is displayed.

For security purposes, your password will expire periodically. If your password is expired, you
are redirected to the Password Expired page before the Announcements page is displayed.
Follow the instructions provided in the online Help for the Password Expired page.

Reset your password.
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Login Page > Reset Password

The Reset Password page allows you to reset a forgotten password or change your password. To
reset your password, you must know your staff ID, user ID, and the correct answer to one of
your password hint questions; otherwise, you must contact your campus administrator to have
your account reset.

Reset Password Security Question Create New Password

Reset Password
Enter Staff ID and User Name

Staff ID: & Staff ID

User Name: & User Name

Cancel

h

O From the Login page, click Reset Password.

The Reset Password page opens.

O To exit the Reset Password function without saving any changes, click Return to Login.

Reset Password

Staff ID Type your six-digit district-assigned staff ID number.
User Name |Type the user name you created when you registered for TeacherPortal.

O Click Next.

If you entered the data correctly, the Security Question step opens.
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Security Question:

Answer|One of your hint questions is displayed, as established in your User Profile. Type the
answer to your hint question exactly as it appears in your profile.

(O Click Next.

If you entered the data correctly, the Create New Password step opens.

Create New Password:

Password Type a new password. You cannot reuse your last password.

* The password must be six to nine alphanumeric characters.

* At least three characters must be one of the following: uppercase,
lowercase, numeric, or punctuation.

* Your password is case sensitive.

Confirm Retype the password exactly as you typed it above. This step confirms that
Password you typed your password as you intended.
O Click Finish.

Navigate TeacherPortal.

Navigation tools are located along the left side of the page, or in the top-right corner. Some
tools function differently on mobile devices.

MOBILE DEVICE USERS: On a mobile device, tap B to access the side menu.
District & Campus
The district and campus you are logged onto are listed at the top of the navigation bar. If you

currently teach courses at more than one campus, select which campus to view.

Teacher
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Your name is displayed as it is entered at the district's Human Resources department.

Navigation

Some pages and information are only available if enabled by the district.

Attendance - You can post and view attendance.

Grades - You can enter assignment grades, as well as cycle and semester grades.
Reports - You can access a variety of teacher reports.

Discipline - You can enter discipline referrals and view the status of existing referrals.
Settings - You can manage your user profile, class settings, and more.

Admin - If you are logged on with a district- or campus-level administrator account, you can
access additional administrator pages.

Other Tools

- Click to hide the left-side navigation bar. Click again to display the navigation bar.

- Various sections throughout TeacherPortal can be collapsed or expanded. Most data is
expanded by default. Click to hide the section from view. Click to show the section.

Print button - Various pages throughout TeacherPortal can be printed. Use the print button
instead of the browser's print option to ensure the best formatting of the content.

Top-right
P
b " 4 - Click to view ASCENDER TeacherPortal online Help.

e
W, _ Click to log out of ASCENDER TeacherPortal.
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Teacher Guide to ASCENDER TeacherPortal

Update Your TeacherPortal Account
Reset forgotten password.

The Reset Password page allows you to reset a forgotten password or change your password. To
reset your password, you must know your staff ID, user ID, and the correct answer to one of
your password hint questions; otherwise, you must contact your campus administrator to have
your account reset.

Reset Password Security Question Create New Password

Reset Password

Enter Staff ID and User Name

StaffID: | & Staff ID

User Mame: & User Name

MNext | Cance

h

O From the Login page, click Reset Password.

The Reset Password page opens.

O To exit the Reset Password function without saving any changes, click Return to Login.

Reset Password
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Staff ID Type your six-digit district-assigned staff ID number.

User Name (Type the user name you created when you registered for TeacherPortal.

U Click Next.

If you entered the data correctly, the Security Question step opens.

Security Question:

Answer One of your hint questions is displayed, as established in your User Profile. Type the
answer to your hint question exactly as it appears in your profile.

O Click Next.

If you entered the data correctly, the Create New Password step opens.

Create New Password:

Password Type a new password. You cannot reuse your last password.

* The password must be six to nine alphanumeric characters.

* At least three characters must be one of the following: uppercase,
lowercase, numeric, or punctuation.

* Your password is case sensitive.

Confirm Retype the password exactly as you typed it above. This step confirms that
Password you typed your password as you intended.
O Click Finish.

Change password.

Settings > Update Profile
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Confirm Password:

Update Profile

Update any fields you wish te change. Blank fields will not be updated. Fields with an asterisk { * ) are required.

*Current Password: | & | sessnsnne ) = Enter current password to
continue.
New Password: | &, | Password @& | » &9 characters using 3 of the
following:
. o UPPERCASE letters

o Lowercase letters
& MNumbers (0-9)

¢ Special characters

&, | Confirm Password @& * Password must match entry in

password field exactly (case

sensitive)

Bl PIN-

Current
Password

For added protection of this information, you must type your current password
to update data on the Update Profile, even though you have already logged on
to TeacherPortal.

IMPORTANT: If you have three unsuccessful attempts to access the page
(invalid password), you will be logged out of your account. If this occurs,
contact your campus administrator to have your account reset. To exit without
saving any changes, click Home or any other menu item to go to another page.

New Password

To change your password, type a new password.

* The password must be six to nine alphanumeric characters.

* At least three characters must be one of the following: uppercase, lowercase,
numeric, or punctuation.

* Your password is case sensitive.

Confirm Retype the password exactly as you typed it above. This step confirms that you
Password typed your password as you intended.
O Click Next.

If you did not select Update Hint Questions, the Success page is displayed.
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Profile updated successfully. Click Finish.

O Click Finish.

You are redirected to the Announcements page.

Update PIN.

Settings > Update Profile

Update Profile

Update any fields you wish to change. Blank fields will not be updated. Fields with an asterisk ( * ) are required.
w -
Current Password: l & | eeveennne ) » Enter current password to continue.
New Password: l &, | | ® l » 6-9 characters using 3 of the following:

. o UPPERCASE letters
o Lowercase letters
o MNumbers (0-9)

¢ Special characters

Confirm Password: l B | | Passwords do not match

®

MNew PIN: l a, | New PIN ) » Four numbers required (e.qg., 1234)

Phone Number:
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5

Current For added protection of this information, you must type your current password to
Password update data on the Update Profile, even though you have already logged on to
TeacherPortal.

IMPORTANT: If you have three unsuccessful attempts to access the page (invalid
password), you will be logged out of your account. If this occurs, contact your
campus administrator to have your account reset. To exit without saving any
changes, click Home or any other menu item to go to another page.

New PIN To change your PIN, type a new four-digit number. It is recommended that you do
not choose 1234 or 4321, as these are common and easily guessed.

U Click Next.

If you did not select Update Hint Questions, the Success page is displayed.

Profile updated successfully. Click Finish.

4 Click Finish.

You are redirected to the Announcements page.

Update hint questions.

Settings > Update Profile
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Update Profile

Update any fields you wish to change. Blank fields will not be updated. Fields with an asterisk { * ) are required.
*Current Password: [ & | sesssssss ) « Enter current password to continue.
New Password: [ Qe ‘ | & l » 6-9 characters using 3 of the following:

. o UPPERCASE letters
& Lowercase letters
& Mumbers (0-9)

o Special characters

Confirm Password: [ & ‘ | & l « Passwords do not match
New PIN: [q:‘ N - number, i od e, 1234)
_/I « Four numbers required (e.g., 1234)
Phone Number:
Email Address l = ‘ ™ : 4 ( ola:
| » Maximum of 44 characters (example:
4 name@isdname.net)
Notes: » NOTE: Parents can view phone number and
email address in ParentPortal.
Combine Courses in v « If changed, all seating charts must be re
Attendance: il
Update Hint Questions: 7
Current For added protection of this information, you must type your current password
Password to update data on the Update Profile, even though you have already logged on

to TeacherPortal.

IMPORTANT: If you have three unsuccessful attempts to access the page
(invalid password), you will be logged out of your account. If this occurs,
contact your campus administrator to have your account reset. To exit without
saving any changes, click Home or any other menu item to go to another page.

Update Hint Select if you want to update your hint questions. The questions are updated on
Questions the next page when you click Next.
O Click Next.

If you selected Update Hint Questions, the next page allows you to update your hint
questions.
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Update Hint Questions

Provide answers to three different quesions. The information will assist you in resetting your password.

Question 1:

what is your favorite vacation spot v
*Answer 1:
Question 2:

where were you born v
*Answer 2:
Question 3:

what is your favorite pets name v
*Answer 3:

Question #|Select one of the hint questions for each field. You must select three different
questions.

Answer # |Type the answer to the question you selected. You cannot repeat any
questions/answers.

[ Click Next.

The Success page is displayed.

Profile updated successfully. Click Finish.

4 Click Finish.
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You are redirected to the Announcements page.

Update phone and email address.

Settings > Update Profile

Update Profile

Update any fields you wish to change. Blank fields will not be updated. Fields with an asterisk ( * ) are required.
L -
Current Password: [ & | sesssnnee ) » Enter current password to continue.
New Password: [ @ ‘ ‘ @ ] « 6-9 characters using 3 of the following:

& UPPERCASE letters
o Lowercase letters
¢ MNumbers (0-9)
o Special characters

Confirm Password: [ @ ‘ ‘ @ ] « Passwords do not match

. ™
New PIN: [ a, ‘ Four numbers required (e.g., 1234)

Phone Number:

Email Address [ = ‘ ) + Maximum of 44 characters (example:
name@isdname.net)
MNotes: KIATE, B . : I

Current For added protection of this information, you must type your current password to

Password update data on the Update Profile, even though you have already logged on to
TeacherPortal.
IMPORTANT: If you have three unsuccessful attempts to access the page (invalid
password), you will be logged out of your account. If this occurs, contact your
campus administrator to have your account reset. To exit without saving any
changes, click Home or any other menu item to go to another page.

Phone To provide your telephone number to parents in ParentPortal, type the number in

Number the NNN-NNNNNNN format. If blank, your phone number will not be provided in
ParentPortal.

Email To provide your email address to parents in ParentPortal, type the address (e.g.,

Address someone@example.net). If blank, your email address will not be provided in
ParentPortal.

O Click Next.

If you did not select Update Hint Questions, the Success page is displayed.
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Profile updated successfully. Click Finish.

O Click Finish.

You are redirected to the Announcements page.
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Teacher Guide to ASCENDER TeacherPortal

TeacherPortal Setup
Beginning of the school year:

The following tasks should be done at the beginning of the year and not modified during the
year.

(Optional) Create course groups.
Settings > Manage Course Groups

Course Grouping Flow Chart

This page allows you to group courses by semester, which allows you to enter grades, manage
categories and assignments, and copy categories and assignments for multiple sections at the
same time (e.qg., if you teach multiple section of Algebra I) without having to switch from section
to section.

IMPORTANT: You must group your courses at the beginning of the semester before any
categories are added.

Once you have grouped the courses, all categories and assignments for the courses will match.
The courses will be displayed as grouped on the following pages:

e Grades > Assignment Grades

e Grades > IPR Comments

e Grades > Print IPR

e Reports > Class Roster

e Settings > Manage Assignments
e Settings > Manage Categories

The following courses cannot be added to a group:
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e A standards-based or elementary skills-based course. Only category-based (i.e., regular)
courses can be grouped.

¢ A course that does not exist in the selected semester.

» A course that has already been added to another group, either for the current teacher or a
prior teacher. The message “Exists in another group” will be displayed next to the course
in the Ineligible Courses list.

¢ A course that has any categories already set up. The message “Already has categories”
will be displayed next to the course in the Ineligible Courses list.

e A course that has any students who are in another course already added to the group.

* A self-paced course.

The following restrictions also apply:

* A course cannot be added to a group if the group has any categories already set up.

e If the course-section is part of a group, and the teacher for a course changes during the
year, the new teacher will not be able to add the course to a group. The message “Exists
in another group” will be displayed next to the course in the Ineligible Courses list.

This can be resolved.

To resolve this issue so that the new teacher can add the course to a group, a
TeacherPortal administrator must delete the course from the original teacher's
group as follows:

1. Log on to TeacherPortal and impersonate the new teacher.

2. While impersonating the new teacher, go to Settings > Manage Courses.
Retrieve the course-section, and then click ' % to delete the course from
the group.

3. Click Save.

4. Repeat for all applicable courses.

e You must be the class role 01 teacher (i.e., Teacher of Record) for the course in order to
add the course to your group. Class role 02 and 03 teachers for the course cannot add the
course to a group.

If the class role 01 teacher becomes unavailable (e.g., long-term leave)...

If the class role 01 teacher becomes unavailable (e.g., long-term leave), and a
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class role 02 or 03 teacher becomes responsible for the class, the courses
must be un-grouped (i.e., the course must be deleted from the group).
Otherwise, the class role 02 or 03 teacher will not be able to add any
additional assignments for the class.

If the class role 01 teacher is unable to un-group his/her courses before
leaving, an administrator can un-group the courses.

Semester: 1

Course Grouping

Available Course Groups Course Group Detail

Mo data available in table

Group:

Associated Courses
Name: Add Group

Mo data available in table Mo data available in table

Ineligible Courses

O Specify the semester:

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

O Click Retrieve.

O Under Available Course Groups (left grid):

Existing groups are listed. Otherwise, the message “No data available in table” is displayed.

Add a group:
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Available Course Groups

Edit Course Group Name

Mo data available in table

Name: Algebra |

Semester Course Count

CEn —

Name To add a group, type a unique name for the group.

O Click Add Group.

The new group name is displayed under Available Course Groups (left grid).

0 Click ‘A to add courses to the group.

Semester: | 1 ¥

Course Grouping

Available Course Groups

Edit Course Group Name Semester

Course Group Detail

Course Count

@‘ | Algebra | 1

Name: Add Group

% Group: Algebral

Associated Courses
Grouped Courses Available Courses
Mo data available in table % ALGEBRA 1(0801-38)
% ALGEBRA 1(0801-31)

% ALGEBRA 1(0801-36)

Ineligible Courses

ENVIRONMENT SYS (4216-31) Already has categories
ENVIRONMENT SYS (4216-32) Already has categories
SCIENCE ENRICHM (4218-32) Already has categories
ENVIRONMENT SYS (4216-33) Already has categories
ENVIRONMENT SY5S (4216-34) Already has categories
ENVIRONMENT SY5S (4216-35) Already has categories

INT PHY & CHEM (4202-38) Already has categories
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O Under Course Group Detail (right grid):

Group

The selected group name is displayed.

Grouped Courses

All the courses currently added to the selected group are listed.

If no courses are added, the message “ No data available in table” is
displayed.

Available Courses Any courses that can be added to the group are listed.

Click Bl for each course you want to add to the group. The course is moved
to the Grouped Courses list.

Ineligible Courses|Any courses that cannot be added to the group (due to reasons described

above on this page) are listed. An explanation of the course's ineligibility is
displayed next to the course.

X

Click to delete a course from the group.

O Click Save.

Edit a group:

O Under Available Course Groups (left grid):

gg:;ste The number of courses currently added to the group is displayed.

] Click to view the group details. The details for the group are displayed on the right
under Course Group Detail, and you can add or remove courses from the group.

x Click to delete a group. You are prompted to confirm that you want to delete the
group. Click OK.
A group can only be deleted if Course Count is 0.

Create assignment categories.

Settings > Manage Categories

This page allows you to establish categories that describe the types of assignments you will use
in the selected semester and course-section.

An initial set of categories, defined by the campus, is set at the beginning of the year. If you

2020/08/04 09:11
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have an assignment that falls under a category that is not included in the list, you can create a
new category, if allowed by the campus. The category you create is added to the master list and
will be available for all teachers to use. The list of categories will continue to grow as you and

the other teachers add categories.

For your selected categories, you must specify the type of weighting to use for calculating
averages (percent-based, point-based, or multiplier-based). You can also assign your own
category colors to enable color-coding of assignments on the Assignment Grades page.

From this page, you can also copy categories from one course to other course-sections.

This page is disabled for standards-based courses, because categories are not used for these

courses.

Manage Categories

Semester: 1 Course-Section 01 ALGEBRA 1 (0801-31)

Weighting Type
* Percentage Point Multiplier

Awvailable Categories
Drag and drop categories to Selected Categories.
6 Weeks Tests
Activity Log
Chapter Packets
Class Participation

Daily Work

Add Category Type

Semester: 1 r Course-Section | 01 ALGEBRA 1 (0801-31)

Selected Categories

Cycle 1 Cycle 2 Cycle 3
Category % # % # % #
Delete MName Color Weight Drop Weight Drop Weight Drop

x jeees 40 0 0 0 0 0
Tests @

x Class 10 0 0 0 0 0
Participation D

x Dafyjito: 50 0 0 0 0 0
?

Totals a o o

Copy categories to other course sections...

About grouped course-sections and teacher changes:

If the course-section is part of a group, and the teacher for a course changes during the year,
the new teacher will not be able to make changes to categories. The following message will be
displayed: “This course belongs to a group for another teacher. No category maintenance may

be done except by that teacher.”

In order to resolve this issue so that the new teacher can maintain categories for the course, a
TeacherPortal administrator must delete the course from the group. Then, the new teacher
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can create a new group if needed.

The administrative user must do the following:

1. Log on to TeacherPortal and impersonate the new teacher.

2. While impersonating the new teacher, go to Manage Courses. Select the course-section,

and then click ' % to delete the course from the group. Repeat for all applicable courses.

3. Click

Save.

O Specify a course-section:

Semester

Select the semester to set up categories for.

Course-Section Select the course-section to set up categories for.

O Click Retrieve.

The available categories are listed under Available Categories, and your current category list
for the selected course-section is displayed under Selected Categories.

0 Under Weighting Type:

Select the weighting type to use for the categories. You must use the same weighting type for all
cycles in a semester.

Percentage

If selected, you must assign percentages to each category. The percentages must
total 100%.

Point

Point values are determined when the assignment is created. They are not entered
on the Manage Categories page. Point values for each category accumulate as
assignments are added. When using point-based weighting, the categories are only
used for grouping similar assignments. The calculation is based on the total points,
not weighting.

Multiplier

If selected, you must provide a multiplier number (between 1-9) for each category.
For multipliers greater than one, the individual assignment grades are counted
multiple times.

See the Calculate Averages guide for an explanation of calculating averages for each weighting

type.

NOTE:

The category weight for current cycle can be changed for the current cycle, as long as grades
have not been posted.

2020/08/04 09:11
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You cannot change the weighting type for the second semester of a two-semester course. The
weighting type must be the same for all semesters of a course.

If you post an override cycle grade for a student even if there are no categories for the course,
the weighting type is automatically set to percentage.

Each weighting type is only displayed if the campus allows the weighting type (or if the
teacher has already started using the weighting type before the restriction was put in place).
Any weighting types not allowed by the campus are not displayed. If you are using a

weighting type that the campus decides to disallow partway through the current year, the
following applies:

* You can continue to use the weighting type until the end of the current year. After the
current year, that weighting type will no longer be available.

* If you select another weighting type during the current year, you will not be able to
reselect the disallowed weighting type.

If a category is specific to a particular weighting type (as specified at the campus level), the
category is only displayed on this page if the appropriate weighting type is selected.

O Under Available Categories (left side):

The available categories are listed in alphabetical order.

If a category weight is locked (by campus admin), a lock icon = is displayed next to the
category name. The weight specified by the campus must be used and cannot be changed.

O Click Add Category Type to add a new category to the list of available categories.

The Add Category section is displayed below the available categories.

2020/08/04 09:11 8 ASCENDER TeacherPortal - Teacher Guide: Setup
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Weighting Type
Weighting Type cannot be changed. Assignment grades exist.

Percentage Point

Multiplier
Available Categories
Drag and drop categories to Selected Categories.
& Weeks Tests
Activity Log
Chapter Packets
Class Participation
Daily Woark

Faallis varmels - s el

Add Category

Category Name:

NOTE: If the campus disallows teachers from adding categories, the Add Category Type
button is disabled; you must use the categories established by the campus.

Add Category Type the name of the new category. You cannot type a name
Category |Name that is already included in the list of available categories. Type
carefully to avoid spelling errors.

Category names are case-insensitive (e.qg., if “quiz” already
appears in the list, you cannot add “Quiz”").

PIN Type your four-digit PIN.

O Click Save.

The new category is displayed in the list of available categories in alphabetical
order. You can then add it to your Selected Categories list.

IMPORTANT: Once a category is added to the list of available categories, it
cannot be deleted from the list. If you add a category by mistake, you must
contact your campus administrator to have it removed at the campus level. The

category cannot be removed if it has assignments associated with it:

[ To add one of the Available Categories to the Selected Categories list, do one of the

2020/08/04 09:11
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following:
* Click-and-hold the category and drag it to the Selected Categories list.

e Click  for the category.
e Double-click the category.

The category is added to the bottom of the Selected Categories list. If there is a default or
locked weight, that weight is copied to all open cycles.

U Under Selected Categories (right side):

All selected categories for the specified course-section are displayed for all cycles in the
semester.

The table changes according to your selection in the Weighting Type field. For each cycle, the
column heading is % Weight, Points, or Multiplier according to your selection.

Cycle # |If a cycle is closed, the column heading for the cycle displays (closed), and the
data cannot be changed.

% Weight|If the Weighting Type is Percentage, type the percentage for each category.
The percentages must total 100% for the cycle.

If you select a category created at the campus level, and the campus entered a
weight for that category, the weight is displayed in the % Weight field for the
category. You can change the weight, unless the campus locked the weight for the
category. If the weight is locked, the weight is displayed in the field and cannot be
changed.

Points If the Weighting Type is Point, you cannot enter the total point values in the
Points field. The field automatically displays the sum of the total points entered for
all assignments for the category. For example, on the Administer Assignments
page, if you enter five quizzes in the Quiz category, each with total points set to
100, the field displays 500.

Multiplier|If the Weighting Type is Multiplier, type a value between 1-9.
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# Drop

For each cycle, type the number of items to be dropped during a cycle. For
example, you may want to drop the student's three lowest grades from the
homework category. The student's category average will always reflect the
dropped grades.

If you do not want to drop any grades from the category, type 0.

Only non-excluded grades are dropped. If you exclude an assignment for a student
on the Assignment Grades page, the assignment is not counted as one of the
grades that will be dropped.

Note that you can specify on the Manage Assignments page if you do not want to
drop a specific assignment within the category.

WARNING: If all assignments in the category do not have the same total points
value (as entered on the Manage Assignments page), the calculations for dropping
a specified number of assignments for the category 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.

Color &

Click the icon to select a color for the category. A window opens allowing you to
select a color. Click a color to select it.

Selected Categories
Cycle 1 {dosed) q

Dielete Category Mame Calor % Weight | #Dvop = 9%

==

Miapor Tests/Projects - 1] o
2 i
irr:L-
1 a
Ciail o

a

i

The selected color is used to color-code assignments on the Assignment Grades
page.

By default, no color is assigned to the category.

The color can be changed any time.

Click to remove a category from your Selected Categories list.

NOTE: You cannot delete a category that has assignments associated with it
during any cycle. To delete a category, you must first delete all grades and
assignments for the semester, including grades for withdrawn students. All grades
must be deleted before you can delete assignments.

Copy values from one cycle to another:

After you enter the weighting type value and number of assignments to drop for cycle 1, you can
click B3 to copy the values to cycles 2 and 3.
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Delete
x
Tests
b4 Class
Participation
b4 Draily Woark
PIN:

Selected Categories

Color

@

@

@

Totals

Copy categories to other course sections...

Cycle 1 Cycle 2
% # % ¥
Weight Drop  Weight Drop
40 0 40 ]
10 0 10 ]
=0 0 50 0
100 100

Cycle 3

% B
Weight Drop

40 a
10 0
30 ]
100

Save data:

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

O Click Save.

NOTE: If the cycle is closed, you cannot save any changes; the button is disabled. If
applicable, the button says All Cycles Closed.

Selected Categories

. SN R 3

Delete Category Name Color | % Weight | #Drop = % Weight # Drop | % Weight = # Drop
Major Tests/Projects [ ] S 50 fi] o ¥ o
Oz labs 15 li} i} [i} 1i]
Chaily wiork, Homaawork - & = i) o o o
100 i} i]
PIN: -_
Copy categorias to other course sections
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Copy categories from one course-section to another:

Once you save the categories for a course, you can copy the categories to another course-section.

O From the Manage Categories page, use the Semester and Course-Section fields to select the
course-section from which to copy categories.

Selected Categories

Cycle 1 Cycle 2 Cycle 3
Category % # %% # %% #
Delete Mame Color  Weight Drop  Weight Drop Weight Drop

x & Weeks 40 0 40 0 40 0
Tests &

X Class 0 0 0 0 0 0
Participation 'ﬁ'

x Daily Werk 50 0 50 0 50 0

Totals 100 ﬂ 100 100

Copy categories to other course sections... fi——

U Click Copy categories to other course-sections.

The Copy Categories page opens.
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Copy Categories

From Course 01 ALGEBRA 1 (0801-31)
Te:

Semester 1
Course
01 ALGEERA 1 (0801-31)
01 ENVIROMNMEMNT SY5 (4216-31)
02 ENVIROMNMENT 5Y5 (4216-3Z)
02 SCIENCE EMRICHM [4218-32) |Ready|
03 ENVIROMMENT SY5 {4214-33)
04 ENVIROMNMEMT SY5 (4216-34)
05 ENVIROMMEMT 5Y5 (4216-35)
06 ALGEBRA 1 (0801-36)
08 ALGEERA 1 (0801-38)

08 INT PHY & CHEM (4202-38)

PIN:

Period Copy
o Ea

o

o2

o2

o3

05

o8 v

og

Semester 2

Course

01 ALGEERA 1 (D201-31)

01 ENVIROMNMENT SY5 (4214-31)

02 ENVIRONMENT SY5 (4216-32)

02 SCIENCE EMRICHM [4218-32) [Ready|

03 ENVIROMMEMT SY5 {4214-33)

04 ENVIROMNMENT SY5 (4214-34)

05 ENVIRONMENT SY5 (42164-35)

0é ALGEERA 1 (D201-358)

08 ALGEERA 1 (0201-2B)

08 INT PHY & CHEM (4202-38)

Return to Categories

Period

01

o1

0z

o0z

03

o4

05

04

oB

oy

Copy

v

Your

active courses are listed.

From

The course, period, and section from which you are copying categories is displayed.

Course

Click a course title to view the existing categories for the course. A window opens which

displays the categories for the course.

Category
Major Tests/Projects
Quizflzbs

Daily work/Homewaork

Categories Exist for: 01 ENVIRONMENT SYS (4216-31)

Click OK to close the window.
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Copy |Select one or more courses to copy the categories to.

NOTE: You cannot copy to courses that have categories with assignments; the check box
for the course is disabled.

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

O Click Copy.

NOTE: If you attempt to copy categories to a course that already has categories (but no
assignments), a warning message is displayed stating that you will override any categories
that exist for the other course(s).

09 PRINAgFMNR (2000-09) , for semester 2 has existing categories that will be overwritten.
Continue? Continue?

. Continue |

Click Continue if appropriate.

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

During the school year:

The following tasks should be done at the beginning of the year but can be modified during the
year.

Create seating charts.

Settings > Manage Seating Charts

This page allows you to create and maintain seating charts for all of your classes. The seating
chart lists the student name, gender, and ID. The seats are color coded by gender.

Student seats can be rearranged at any time.
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You must create a new seating chart for each semester of a course. If the course is more
than one semester, you can copy the seating chart to subsequent semesters.

IMPORTANT: It is recommended that you set the Combine Courses in Attendance field
on your Update Profile page the way you want it for the semester before creating the
seating chart.

About combining and uncombining courses

If you change the setting of the Combine Courses in Attendance field, the data will be
preserved as much as possible; however, you must then verify that your seating charts are
correct for all periods, make the necessary changes, and then save the seating charts
again.

If you change the Combine Courses in Attendance field during the semester, the
following applies:

 |If Combine Courses in Attendance was not originally selected and you have only
one course per period, you created a seating chart, and then you selected Combine
Courses in Attendance, the seating chart is not affected; however, you must re-
save the seating charts for all periods.

 |If Combine Courses in Attendance was not originally selected and you have some
periods with multiple courses (each with its own seating chart), you created a seating
chart, and then you selected Combine Courses in Attendance, the following
occurs when you retrieve one of the periods on the Seating Chart Setup page:

o Only the seating chart for the first course in the list is preserved.
o The remaining students are displayed under Unassigned Students.

o If the first course in the list has no students enrolled, no seating chart is
preserved. You must recreate the chart.

 |If Combine Courses in Attendance was originally selected and you have only one
course per period, you created a seating chart, and then you cleared Combine
Courses in Attendance, the seating chart is not affected, you must re-save the
seating charts for all periods.

 |If Combine Courses in Attendance was originally selected and you have some
periods with multiple courses, you created a seating chart for students from multiple
courses, and then you cleared Combine Courses in Attendance, the following
occurs when you retrieve a period/course on the Seating Chart Setup page:

o Only the chart dimensions of the seating chart for the first period/course you
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attempt to edit is preserved.
o Only seats for students enrolled in the course are preserved.
o The remaining students are displayed under Unassigned Students.

o You must recreate the chart for the other courses that were previously
combined in the period.

If a student transfers to the class, he is listed under Unassigned Students.

If a student drops the course, his seat is blank.

Date: 04/21/2020 = Semester: | 2 ¥ m

Period: 01 - ENVIRONMENT 5Y5 A
Layout Options: | Alphabetical by Row v 4 Rows | 4 Colwnns

PIN: Save Seating Chart
Manage Seating Charts

Show Pictures

Unassigned Students

aaciealClassroom 581030 RODRIGUEZ COLT (M)

93478 MY
MATA PEREZ RADFORD RANGEL 793478 SULLIVAN MICHAEL (M)
MARIAMELA GABRIEL MEGHAMN QUINTIN
Gender: F Gender: M Gender: F Gender: M 993746 VAQUERA JACOB (M)
9d2160 PH2158 992528 FP2704
292709 VAZQUEZ CHRISTIAN (M)
EDWARDS EMNGLISH GAMEZ MACIAS
MALVIMN AMGEL GUADALUPE EMILIAND
Gender: F Gender: F Gender: F Gender: M
992457 L] PPIZE1 Fo0063
CORTEZ DELEOM DUBOSE DYE
ZAYLEE HUMTER RUBY CANDACE
Gender: F Gender: M Gender: F Gender: F
994450 YE1029 P93364 993033
BALDERRAMA BURFORD- CADDELL CASTILLO JR
DAMMA ZAWAHREH RILEY ALAN
Gender: F TRACE Gender: M Gender: M
994204 Gender: M PE1173 FIIF29

Front of Classroom
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Date

Type a date in the MMDDYYYY format, or click £ to select a date from the calendar.
The date is used to verify current enrollment in the class.

NOTE: If you are setting up a seating chart before the first day of school, enter the
date of the first class.

Semester

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

Period

Select the period-course to create a seating chart for.

By default, the field displays the first period for which you have not posted attendance.
NOTE: If Combine Courses in Attendance is selected on your Settings > Update
Profile page, the courses are combined by period.

If a seating

chart already exists for the period, the seating chart is displayed.

Layout
Options

Select a layout for the seating chart:

Alphabetical by row - Students are placed in alphabetical order by last name
starting at the front-left corner of the room (from the teacher’s perspective) and
continuing horizontally, filling each seat until all students are placed. Empty seats
are at the back of the room.

Alphabetical by column - Students are placed in alphabetical order by last name
starting at the front-left corner of the room (from the teacher’s perspective) and
continuing vertically toward the back of the room, filling each seat until all students
are placed. Empty seats are on the right side of the room.

Numerical by row - Students are placed in numerical order by student ID starting at
the front-left corner of the room (from the teacher’s perspective) and continuing
horizontally, filling each seat until all students are placed. Empty seats are at the
back of the room.

Numerical by column - Students are placed in numerical order by student ID
starting at the front-left corner of the room (from the teacher’s perspective) and
continuing vertically toward the back of the room, filling each seat until all students
are placed. Empty seats are on the right side of the room.

Random - Students are placed in random order. If there are more seats than
students, the empty seats are at the back of the room. Every time you click
Preview Layout, the random order changes; you can try multiple random layouts
until you find one that works best.

Blank - A blank seating chart is displayed, and all students are listed either beside
or below the chart (depending on the size of the chart). You can drag students from
the Unassigned Students list to the seating chart.

If you previously saved a seating chart and return to this page, the student seats
are arranged according to your last saved layout; however, the Layout Options
field is always set to Random by default. Even if you selected an alphabetical or
numerical arrangement, you may have manually moved students; therefore, the
program assumes the students may have been moved.

Rows
Columns

Type the number of rows (horizontal) and columns (vertical) for the seating chart.
You can have up to 11 rows and 11 columns.

O Click Preview Layout.

The seating chart is displayed according to the criteria entered.
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REMINDER: When you click Preview Layout, the changes are not saved. You must type
your PIN and click Save Seating Chart to save the changes.

Unassigned If there are more students enrolled in the class than seats available, the

Students extra students are listed either beside or below the seating chart
(depending on the size of the chart).

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

e Each seat lists the student's name, gender, and student ID.
* You can click the student ID to view the student's profile.

e The seats are color-coded by gender. Seats for females are shaded pink, and seats for males
are shaded blue.

O You can manually arrange students as needed by dragging a student to a new location.

e |f a student is dragged to a new location that is currently occupied, the two students switch

seats.
e If the student is dragged to an unoccupied location, his original location becomes

unoccupied.

e You can drag students to and from the Unassigned Students list. If a student is dragged to
a new location that is currently occupied, the two students switch places. The student from
the list now has a seat, and the student who had a seat is now in the list.

e To re-sort the students using one of the layout options, select an option from the Layout

Options field, and then click Preview Layout. The students are sorted according to the
new layout.

Save changes:

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

O Click Save Seating Chart.
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Print the seating chart:

U Click Print.

The Seating Charts Report Selection page opens allowing you to make selections for running
the report.

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
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.
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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.

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.

Arrange student order.

There are two steps for arranging the order of students in your classes. First, specify the default
order for new students on the Update Profile page. Then, use the Arrange Student Order page to
arrange current students.

Settings > Update Profile
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Update Profile

Update any fields you wish to change. Blank fields will not be updated. Fields with an asterisk ( * ) are required.

ey -
Current Password: [ a Enter current password to continue.

New Password: [ R | ‘ @ l « 69 characters using 3 of the following:
. o UPPERCASE letters
¢ Lowercase letters
& Numbers (0-9)
o Special characters
Confirm Password: [ R | ‘ - l » Passwords do not match
New PIN: h - e 39)
[ & | jl + Four numbers required (e.g., 1234)
Phone Number:
Email Address [ = | :I « Maximum of &4 characters (example:
name@isdname.net)
Notes: « MOTE: Parents can view phone number and
email address in ParentPortal.
Combine Courses in 7 + If changed, all seating charts must be re-
Attendance: saved.
Update Hint Questions:

Student Order: Alpha (default) v « |f using custom student order, select
whether to show new students at the top or
bottom of list.

Current For added protection of this information, you must type your current password to
Password update data on the Update Profile, even though you have already logged on to

TeacherPortal.

IMPORTANT: If you have three unsuccessful attempts to access the page (invalid
password), you will be logged out of your account. If this occurs, contact your
campus administrator to have your account reset. To exit without saving any
changes, click Home or any other menu item to go to another page.
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Student
Order

Select where you want new students to be listed on the following pages and
reports:

* Assignment Grades

* Cycle Grades

* IPR Comments

* Print IPR

* Assignment Grades Report

* Class Roster Report

Alpha (default) order - All students are listed in alphabetical order, regardless of
the custom sort order established on the Arrange Student Order page.

Add new students to the top of the list - Any new students who have enrolled in the
course-section since you last saved a custom sort order are displayed at the top of
the list. If you have not set up a custom sort order, new students are displayed in
alphabetical order.

Add new students to the bottom of the list - Any new students who have enrolled
in the course-section since you last saved a custom sort order are displayed at the
bottom of the list. If you have not set up a custom sort order, new students are
displayed in alphabetical order.

The setting is the same for all of your classes.

This field works in conjunction with Settings > Arrange Student Order and is only
available to users who are logged on as teachers. The field is not available to
administrative users.

IMPORTANT:

The setting of the Student Order field is only valid if you have created a custom
student order on Settings > Arrange Student Order. If you are not using a custom
student order, select Alpha (default) order.

NOTE:

If you select the option to list new students at the top or bottom of the list, but you
have not set up a custom sort order for all course-sections, only classes that have
a custom sort order are affected. For all other course-sections, all students are
listed in alphabetical order.

The Student Order field allows you to toggle between displaying students in
alphabetical order and your custom sort order. If you have created a custom sort
order, you can temporarily change this field so your students are displayed in
alphabetical order. When you change the field again to add new students to the
top or bottom of the list, your custom sort order is retained.

[ Click Next.

If you did not select Update Hint Questions, the Success page is displayed.

U Click Finish.
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You are redirected to the Announcements page.

Settings > Arrange Student Order

This page allows you to determine the order in which your students are listed on the following
pages:

e Grades > Assignment Grades

e Grades > Cycle Grades

e Grades > IPR Comments

e Grades > Print IPR

e Reports > Assignment Grades (listed as a sorting option)
e Reports > Class Roster

The order is set by semester. You must re-do the order each semester.

You must be logged on as a teacher to use this page. The page is not displayed for
administrative users.

IMPORTANT: Before using this page, you must set a preference for new students in the
Student Order field on Settings > Update Profile. The field must be set to add students to
the top of the list or bottom of the list. Otherwise, the order established on this page is not
utilized on the other pages throughout TeacherPortal.
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Semester:

Arrange

Choose the
students wh
Arrangemen

1 FRAZ254
2 993037
3 2B1173
4 PR3929
5 #4450
2] FE102%

1 ¥ CourseSection 02 ENVIRONMENT 5YS (4216-32) v

Student Order

semester and course section. Then click Retrieve Data. All students in this class appear in the list, including
o have withdrawn or dropped. Drag and drop the students into the desired order. Then enter PIN and click Save
I

PIN: Save Arrangement

Student List

BALDERRAMA, DANNA P For your custom student order to be utilized, you

must update the *Student Order’ setting. ———————

BURFORD-ZAWAHREH, TRACE . . ;
You may change this setting on the Update Profile page

CADDELL, RILEY D
CASTILLO JR, ALAM H
CORTEZ, ZAYLEE B

DELECN, HUMNTER J

Once the Student Order is set on Settings > Update Profile:

1 Pe2T0%

2 PIITAE

3 93478

4 2RI N30

Student List

VAZOIUEZ, CHRISTIAN R Mew students will be placed at the top of the list. -l—

You may change this setting on the Update Profile page
VAQUERA, JACOB D ¥ e 9 p pag

SULLIVAM, MICHAEL G

BODEIGIIET COIT G

O Specify the course-section:

Semester

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

Course-Section|Select the course-section you want to arrange students for.

O Click Retrieve.

All stude

nts in the selected course-section are listed, including withdrawn students.

« If you have not previously arranged students in this course-section, the students are

list

ed in alphabetical order.

e If you have previously arranged the students, the students are listed in the last saved
order.

. To

the right of the student list, a message indicates your current setting on the Settings

> Update Profile page regarding the placement of new students. A link to the page is
provided, allowing you to easily change your setting.
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* You can click the student ID to view the student profile.

U Rearrange students using drag-and-drop. Click and hold the student ID, and drag the student to
the new position.

& P81

10 99179

Student List

1 F74254 BALDERRAMA, DANMA P

2 93037 BURFORD-ZAWAHREH, TRACE
3 81027 DELEOM, HUNTER J

E F2392% CASTILLC JR, ALAM H

3 24450 CORTEZ, ZAYLEE B

/3 CADDELL, RILEY D

7 1 o9[EE4 DUBOSE, RUBY A
Anr
g 993m% DYE, CANDACER

G F22457 EDWARDS, MALVIN E

g EMGLISH, ANGEL S

Save changes:

When you are satisfied with the arrangement, you must save your changes.

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

O Click Save Arrangement.

If your changes were saved successfully, the page reloads, and a message is displayed

indicating that the student list order was saved.

Combine courses in attendance.

Settings > Update Profile
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Update Profile

*Current Password: l a

New Password:

Update any fields you wish to change. Blank fields will not be updated. Fields with an asterisk ( * ) are required.

sessssnne ) » Enter current password to continue.

l @, ‘ ‘ @ ] + 6-9 characters using 3 of the following:
. o UPPERCASE letters
o Lowercase letters

o Numbers (0-9)

o Special characters

Confirm Password: l @ ‘ ‘ & ] » Passwords do not match
New PIN: A S ;
' @, /l = Four numbers required (e.g., 1234)
Phone Number:
Email Address ™ : i
= /l +« Maximum of 64 characters (example:
name@isdname.net)
Notes: « MOTE: Parents can view phone number and
email address in ParentPortal.
Combine Courses in 7 » If changed, all seating charts must be re-
Attendance: el

lindate Hint Duestinns:

Current
Password

For added protection of this information, you must type your current password
to update data on the Update Profile, even though you have already logged on
to TeacherPortal.

IMPORTANT: If you have three unsuccessful attempts to access the page
(invalid password), you will be logged out of your account. If this occurs,
contact your campus administrator to have your account reset. To exit without
saving any changes, click Home or any other menu item to go to another page.

Combine
Courses in
Attendance

Select if you want to combine classes for attendance reporting.

If you have multiple course-sections that meet during the same period, this
option allows you to record attendance for all sections at one time. If you plan
to create a seating chart on Settings > Manage Seating Charts, it is highly
recommended that you set this field the way you want it for the semester
before creating the seating chart.

If you do not want to combine courses for attendance reporting (e.g., PK
courses that meet morning and afternoon), do not select the field.

O Click Next.

If you did not select Update Hint Questions, the Success page is displayed.
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Profile updated successfully. Click Finish.

O Click Finish.

You are redirected to the Announcements page.

Set a default due date for assignments.

Settings > Update Profile
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Update Profile

Update any fields you wish to change. Blank fields will not be updated. Fields with an asterisk (

*

*Current Password: l

New Password: l a, | @ l
Confirm Password: l a, | @ l
New PIN: l a, | A
S
Phone Number:
Email Address l = | \I
i
Notes:
Combine Courses in =
Attendance:
Update Hint Questions:
Student Order: Alpha (default) v
Use Independent Scroll Bars -
on Assignment Grades:
Default Due Date Nona =

) are required.

Enter current password to continue.

6-9 characters using 3 of the following:
o UPPERCASE latters
o Lowercase letters
& Mumbers (0-9)
o Special characters

Passwords do not match

Four numbers required (e.g., 1234}

Maximum of &4 characters (example:
name@isdname.neat)

MOTE: Parents can view phone number and
email address in ParentPortal.

If changed, all seating charts must be re-
saved.

If using custom student order, select
whether to show new students at the top or
bottom of list.

To display all students (regardless of the

class size) uncheck this box.

Ensure that Due Date is valid. (or remove)

Current
Password

For added protection of this information, you must type your current password to
update data on the Update Profile, even though you have already logged on to
TeacherPortal.
IMPORTANT: If you have three unsuccessful attempts to access the page (invalid
password), you will be logged out of your account. If this occurs, contact your
campus administrator to have your account reset. To exit without saving any
changes, click Home or any other menu item to go to another page.
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Default Indicate if you want a default date to be displayed in the Date Due field on
Assignment |Settings > Manage Assignments.
Due Date

You can select no default date, the current date, or up to five days in the future.

Default Due Date Current Date ¥

MNaone
Current Date

Current Date +1
Current Date +2
Current Date +3
Current Date +4
Current Date +5

Example: If you selected Current Date +2, and the current date is May 20, the
Date Due field on Settings > Manage Assignments will display May 22 by default.
If May 22 occurs on the weekend, the Date Due field will display the date of the
following Monday.

[ Click Next.

If you did not select Update Hint Questions, the Success page is displayed.

Profile updated successfully. Click Finish.

O Click Finish.

You are redirected to the Announcements page.
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Add or update course notes.

Settings > Manage Courses

This page allows you to set course-wide information. Data entered on this page affects only the
selected course-section.

Course-Section 01 ENVIRONMENT SYS (4216-31) v

Manage Courses

Course Note

Mote will be visible in ParentPortal

O Specify the course-section:

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

(O Click Retrieve.
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Course (Optional) Type comments and notes about this course, such as reminders,
Note announcements, and other course-related information. These comments are
viewable to parents in ParentPortal.

Only the teacher can add/modify a course note. An administrator cannot add or
update a note on behalf of a teacher.

NOTE: A course note must be added for each course individually, including courses
that are part of a course group. If the note applies to all courses in the group, it must
be added for each course in the group.

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

O Click Save.

Add teacher notes such as conference periods and contact information.

Settings > Update Profile

Update Profile

Update any fields you wish to change. Blank fields will not be updated. Fields with an asterisk ( * ) are required.
W -
Current Password: l & | vevssnnnn ) » Enter current password to continue.
New Password: [ @y | | - l s &-9 characters using 3 of the following:
. & UPPERCASE letters
& Lowercase letters
¢ Numbers (0-9)

¢ Special characters

Confirm Password: l &, | | @ l » Passwords do not match
New PIN: ) : ool 34)
a, ‘}| » Four numbers required (e.g., 1234)
Phone Mumber:
Email Address h H . (
= /I » Maximum of 64 characters (example:

name@isdname.net)

Notes: » MNOTE: Parents can view phone number and

email address in ParentPortal.
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Current For added protection of this information, you must type your current password to
Password update data on the Update Profile, even though you have already logged on to
TeacherPortal.

IMPORTANT: If you have three unsuccessful attempts to access the page (invalid
password), you will be logged out of your account. If this occurs, contact your
campus administrator to have your account reset. To exit without saving any
changes, click Home or any other menu item to go to another page.

Notes Use the field to provide additional notes to parents in ParentPortal, such as
conference periods or any other general information they may need.

U Click Next.

If you did not select Update Hint Questions, the Success page is displayed.

4 Click Finish.

You are redirected to the Announcements page.

Create rubrics for grading assignments (if enabled for campus).

The rubric feature is only available if enabled by the campus.

To use a rubric for grading an assignment, you must first create the rubric, and then associated
the rubric with a particular assignment.

Settings > Set Up Rubrics

This page allows you to create rubric charts that can be used for grading assignments. A rubric
chart is a set of criteria (i.e., skills) used for assessing a student's work or performance and
includes levels of potential achievement (i.e., scores) for each criterion.

Once a rubric is created, you can associate the rubric chart with an assignment on Settings >
Manage Assignments. Then, the rubric will be available for the assignment on Grades >
Assignment Grades.
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Set Up Rubrics

Edit Rubric:

To add a rubbric, enter the name and click Add Rubric.

Your existing rubric charts (i.e., rubric charts created by you) are listed. Otherwise, the message
“No rubrics found” is displayed.

Add a rubric chart:

In the field next to the Add Rubric button, type a unique name for the new rubric chart, then click
Add Rubric.

Set Up Rubrics

Edit Rubric:

Ezszay Add Rubric

To add a rulbric, enter the name and click Add Rubric.

The new rubric chart is added to the Available Rubrics list.
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Available
Rubrics

Click A for the new rubric chart.

Set Up Rubrics

Available Rubrics:

Options Rubric Mame

-{ x Essay

!
To add a rubric, enter the name and click Add Rubric.

Edit Rubric: Essay

Skills

Low High
Paints Points
0 0

Total Points: 0

is the name you entered.

The rubric opens on the right side under Editing Rubric: {Rubric Name}, where {Rubric Name}

O Under Editing Rubric: {Rubric Name}:

A grid is displayed allowing you to enter criteria (i.e., skills) and scores for each criterion.

(] Add Skills:

To add skills to the rubric chart, type the first skill name, up to 50 characters, and click Add
Skill. The skill is added to the grid, and a blank field is displayed allowing you to add another

skill.
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Scores

Low

Skills

Organization

-h Total

High

Paints Points

0 0

Points: O

Continue adding skills as needed.

Seores

Lows High
Points Paints

Organization
Foous and Detail
Sentence Structure,

X| | Grammar, and Spelling

Wiord Cheoice

Citations

Total Points: [

J Add Scores:

Each rubric chart must have at least one column under Scores.

Establish a set of score names. For example, you could create the following set of five score
names: Not Attempted, Below Average, Average, Above Average, and Exceeds Expectations.
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To add a score, type the first score name (e.g., Not Attempted), up to 50 characters, and then
click Add Score. The score is added to the grid, and a blank field is displayed allowing you to

add another score.

—_—
Soores
Below Awirage
Law High
Points Points
iy - -
Ovganization
x
Foous andl Detail
x
Continue adding scores as needed.
Scores
X X X X
Below Average Average Above Average Exceeds
y y y Expectations y
Low High Low High Lew High Low High
Points Points Points Paints Points Points Points FPoints
0 0 0 4] o 0 o o
Skills
Organization
"

O Enter Low/High Points:

For each score, use the Low Points and High Points fields to establish a range of

possible points within each score. Or, you can assign a single point value for each score.

The fields can have up to three digits.

Scores
X
Below Average
Lovw

Paints
1

Skills

Organization
x

Average
-
Hil:_||‘ Low
F'oi-l‘ls Points
& 7

High
Points

12

*

Above Average

Low
Points.

13

High
Puoints

18

*

Exceeds
Expectations

Low
Points.

19

“

High
Puoints

20
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Example 1 (with score ranges):
Within each score, you can establish a range of possible points:

The Not Attempted score may have Low Points and High Points both set to 0,
because 0 points would be awarded if the student did not attempt the skill.

The Below Average score may have Low Points set to 1, and High Points set to 10, so
a student who performed below average on the skill can earn between 1 and 10 points.

The Average score may have Low Points set to 11, and High Points set to 20, so a
student who had average performance on the skill can earn between 11 and 20 points.

The Above Average score may have Low Points set to 21, and High Points set to 30,
so a student who had above average performance on the skill can earn between 21 and
30 points. The highest score a student could receive would be 30.

The Exceeds Expectations score may have Low Points set to 31, and High Points set
to 40, so a student who had above average performance on the skill can earn between
31 and 40 points. The highest score a student could receive would be 40.

In this example, if 10 skills were scored, the student could earn a maximum of 400
points for the assignment.

Example 2 (without score ranges):

To assign a specific number of points to each score, type the number of possible points
in the Low Points field and leave the High Points field blank. When you save, the High
Points field will automatically be set to the value in the Low Points field.

The Not Attempted score may have Low Points set to 0, because 0 points would be
awarded if the student did not attempt the skill. Leave High Points set to 0 or blank.

The Below Average score may have Low Points set to 1, because 1 point would be
awarded if the student had below average performance for the skill. Leave High Points
set to 0 or blank.

The Average score may have Low Points set to 2, because 2 points would be awarded if
the student had average performance for the skill. Leave High Points set to 0 or blank.

The Above Average score may have Low Points set to 3, because 3 points would be
awarded if the student had above average performance for the skill. Leave High Points
set to 0 or blank. The highest score a student could receive would be 3.

The Exceeds Expectations score may have Low Points set to 4, because 4 points would
be awarded if the student had above average performance for the skill. Leave High
Points set to 0 or blank. The highest score a student could receive would be 4.
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In this example, if 10 skills were scored, the student could earn a maximum of 40 points
for the assignment.

O Enter a score note:

(Optional) For each skill, type a note about the score as it relates to the specific skill, up to
255 characters. The note is used to further clarify the requirements for awarding points for
the skill.

'

-z
58
7

The introduction states the main The introduction states the main

topic. A& conclu toy ed. A

cond

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

TIP: You can expand the size of the fields by dragging the bottom-right corner of the
field to the desired size. When you save the note, the field will return to its original size.

Below Average %y
74

Scores must be entered in ascending order from left to right.

Scores cannot be out of sequence; however gaps can exist.

O Click Save.
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Total [The highest possible number of points a student can earn for this assignment is calculated and
Points|displayed in the bottom-right corner. The number changes every time you save changes that
affect the total possible points for the rubric chart.

——  Total Points: 100

Rubric saved succassfully.

O To save a copy of the displayed rubric chart with another name (e.qg., to use the rubric chart as a
template for another rubric chart), type the new name in the field next to the Save As button,
then click Save As.

Edit Rubric: Essay

— Final Essay

Scores
X b4 X X
Below Average Average Above Average Exceeds Expectations
/4 4 4
Low High Low High Low High Low H
Points Puints Points Paints Points Paints Points Py
1 b 7 12 1 1 19 q

The new rubric chart is added to the Available Rubrics list. The new rubric chart can be
modified as needed.

Edit a rubric chart:

0 Under Available Rubrics (left), click X for the rubric chart you want to change.

The rubric chart opens under Editing Rubric (right). Modify the chart as needed, and then
click Save.

NOTE:

If you attempt to edit a rubric chart that is in use, a message is displayed indicating the
number of assignments using the rubric chart; however, you are not prevented from
modifying some parts of the rubric chart:
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e The skills cannot be changed.

e You cannot add a skill; the Add Skill button is not displayed.

e You must keep at least one column under Scores.

e The score note field can be modified.

e You can add scores, but you must maintain the same Total Points.

Delete a rubric chart:

0 Under Available Rubrics (left), click % to delete an existing rubric chart.

O You are prompted to confirm that you want to delete the rubric chart. Click OK.

NOTE: You cannot delete a rubric chart that is in use (i.e., associated with any assignment).

Associate a rubric with an assignment:

Settings > Manage Assignments

O Click Add new assignment to add a new assignment.

A blank row is added to the grid. Enter the assignment name and other details.

1 Do
Total Extra Not
Delete  Assignment Name Category Date Assigned Date Due Points Credit Rubric Drop  Notes
x Human Populations Essay Major Tests/Projects v Date: 11/07/2020 5] Date: 11/13/2020 A 100 - d
Mustralia Cause of Fire Summary Daily work/Homework v Date: 11/09/2020 B Date: 11/09/2020 3 100 ﬂ

O In the Rubric column:
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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 & 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:

Options Rubric Name

O Mo Rubric
D Essay
D 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.
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Available
Rubrics

0.

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

Available Rubrics:

Options Rubric Name

. Ma Rubric

D Essay —ifes—
. Final Essay

Previewing: Essay

Scores

Below Average

Law High
Faints Points
1 -]

Skills

Organization  The essay lacks a
clear
imtroduction,
baody, and

conclusion.

Focus and
Dretail

Sentence
Structure,
Grammar,

and Spelling
Word Choice

Citation

Average

Law High
Points  Points

7 12

The introduction
states the main
topic. A
conclusion is

included.

Above Average

Law High
Points Points
13 18

The introduction
states the main
topic. The body
is developed. A
conclusion is

included.

Exceeds

Expectations

Low High
Paints  Points
19 20

The introduction
is inviting and
states the main
topic.
Infarmation is
relevant and
presented
logically. The
conclusion is

StlDI‘Ig.

Total Points Possible 100

Assign Selected Rubric ]

chart.

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

O Click Assign Selected Rubric.

The window closes.

IMPORTANT: The Total Points field for the assignment changes to display the maximum
possible points for the rubric chart (maximum possible points x skill count) and is read-

only.

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

O Click Save.

The icon changes to multicolored squares to indicate that a rubric is associated with the
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assignment.

PIN:

1 Do
Extra Not

Total

Delete  Assignment Name Category Date Assigned Date Due Points Credit Rubric Drop  Motes
x Human Populations Essay Major Tests/Projects v Date: 11/07/2020 Date- 11/13/2020 A 100 el d
Awustralia Cause of Fire Summary Daily work/Homework v Date: 11/09/2020 Dates 11/09/2020 A 100 d
Use a rubric to grade an assignment:
Grades > Assignment Grades
Once a rubric chart has been associated with the assignment, you can use the rubric for
determining the student’s assignment grade.
Assignment Grades
Category: Assignment: Due Date: Student:
. Show Withdrawn
Major Tests/Projects A All Assignments A 05/07/2020 iz All Students

Semester: 2 Cycle: 1 Course-Section: 01 ENVIRONMENT 5YS (4216-31)

Major Tests/Projects

Major Tests/Projects

Major Tests/Projects

A a Test , Biome Presentation » Ch.8 Vocabulary , Human Populations Essay
Student Cycle ¥ Due:01/16/2020 ¥ Due:01/23/2020 ¥ Due:02/12/2020 ¥ Due:02/14/2020
D Student Name  Average Max:100 Max:100 _ Max:100 Max:100
994254 ﬂ 80.0 100 100 80 ]
BALDERRAMA, g g f - i
DANNA P
773037 d 30 97 100 100 .
BURFORD- a a a - a
ZAWAHREH,
Tnaec

Major Tests/Projects

O Select the semester, cycle, course section, and any other applicable criteria, and then click

Retrieve.

The assignment grades table displays all students currently enrolled in the course-section and
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the assignments according to your selections.

If a rubric chart has been associated with the assignment, the multicolored squares icon = is
displayed next to the grade field allowing you to grade the assignment using a rubric chart.

O Click == to open the rubric in a window.

The window opens allowing you to type a score for each skill.

Rubric: Essay
Max Points per Skill: 20

Skills Scores

Sentence Structure, Grammar, and Spelling
Organization

Facus and Detail

Citation

Werd Choice

Update Assignment Grade |

O In the Scores field, type the number of points earned by the student for each skill.

For your reference, the Max Points per Skill field displays the highest number of points for a
skill, as indicated on the Rubric Setup page; however, you are not prevented from entering a
score above this number.

0. When all scores have been entered, click Update Assignment Grade.

The grade (i.e., the sum of all scores entered) is calculated and displayed in the grade field.

O Type your PIN and click Save.
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NOTES:

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

e 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.

e |f the grade for the assignment should be zero, you must type 0 for one of the skill
scores in the rubric chart.

e 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.

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.

Print the rubric chart:

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

_.,

Set Up Rubrics

Awvailable Rubrics: Edit Rubric: Essay
Options Rubric Name
Q I Essa IV

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.
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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.

Print Select to print the report with student grades. This field is only displayed if the

with selected rubric chart has already been used to grade an assignment.

grades

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.

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.

Use Student Group Manager.

Manage Student Groups

Settings > Manage Student Groups

This page allows you to create and maintain groups of students for reporting purposes. The
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student groups can be campus-wide and are not limited to a particular course-section. Special
group reports are available to provide data for the student groups.

Teachers are given access by administrators to create student groups as follows:

* No access: (Teacher cannot create student groups.) If you do not have access, the
Student Group Manager page is not listed in the menu.

* Course-wide access: (Teacher can create student groups that include only students
enrolled in your courses.)

e Campus-wide access: (Teacher can create student groups that include any students at
the campus.) If you do not have this access, an administrative user (impersonating you as
the teacher) can create groups for you. Groups can only be created for teachers who have
a TeacherPortal account.

Users can run group reports for their own groups, regardless of who created the group.

Manage My Science Club Group

Search Options
Within Grade Level:

All v

By:
® Last Name First Name Student ID

Students Assigned to Teacher (107) Science Club Group (4)
Show |10 ¥ | entries m Show |10 ¥ | entries
Student I § Grade § Last Name * First Name v Student ID % Grade % Last Name * First Name L
« Delet
992142 12 BAIN TAYLOR 10 ALANIS CARLOS
94254 bl BALDERRAMA DANMNA 10 AMZUA CRYSTAL
PBO257 11 BELTRAM JEMMIFER 92297 12 BACA SERGIO
RE1217 12 BIEMNEK KYLEE REO&TY " BALEMNCIA RYAMN
992103 10 BRANDON MARIO Previous | 1 | Next
il BURFORD-ZAWAHREH TRACE
i BYRD DALE
12 CADDELL RILEY
i CARROLL BAILEY
980109 1 CARTER JESSENMIA
Previous 1 2 3 4 5 1 Next
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Create a group:

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 in
(right grid) the Reports > Student Group Reports menu. 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 Manager
(left grid)

To add a new group, type a unique group name in the field next to the Add
Group button, then click Add Group. See notes on Special Characters allowed
when entering the group name.

The group is listed in the Group Manager (left grid) with a student count of 0.

Click to add or delete students in the group. The Manage My Group
page opens.

From that page, add students to your group, save, and then click Return
to Student Group Manager to return to this page. The Count column is
updated to reflect the number of students selected.

(8] Click (8] to delete a group. You are prompted to confirm that you want to
delete the group. Click OK.

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.

Copy a group to another teacher:

This is only available for administrative users.

O Click Copy groups to another teacher to copy a teacher's student groups to another teacher.

The Copy Student Groups page opens.
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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.

Data: 04/21/2020 e Semester: | 2 ¥ m
Period: 08 - INT PHY & CHEM r
Attendance
PIN: | Paost
Date: 0:d4/21/2020 Semester: 2 Period: 03
Student ID § Last Mame “  First Mame  Attendance ¥ Grade§ Course-Section ]
204 EHLIMGER KAVIER M Abszent Tardy ® Present 10 OB INT PHY & CHEM (4202-38)
SBO45T GARZA, KAITLEEM R Abzent Tardy @ Present 10 OB INT PHY & CHEM (4202-38)
FRIET GODMIMES ZACKERY J Abszent Tardy ® Present 10 0B INT PHY & CHEM (4202-38)
GR334Y HERMAMNDEZ KEITH J Abszent Tarcly @ Present 10 OB INT PHY & CHEM (4202-3B)
Ll LIS Tkl 1D ELIC DRI k s Tocale =7 2 a0 LR IRIT De) CLICBA (APY 205
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O Retrieve the students.

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.

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 If attendance is already posted for the selected date-period-course, the attendance data
is view only.

o Student absences and tardies are highlighted, and you can click the comments
icon %] to view any comments associated with the absence.
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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 4 Last Name “ First Name & Attendan

993231 NEW ABERCROMBIE CAEDEN B () Absel
992297 BACA SERGIO D () Abse|
fate ¥ Ttal TR A TI RN E T T Y] LA SN N T oAl

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.

3k

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
First Name

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

U Under Attendance:

By default, all students are set to Present. For students who are tardy or absent for this date-

period, m

ark accordingly.

As you mark students Absent or Tardy, the rows change color.
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Student ID & Last Name * First Name & Attendance Grade Course-Sectiol
FRa254 BALDERRAMA DAMMA P Abzent ® Tardy Present 1 01 EMWVIRCOMM
93037 BURFORD-ZAVWAHREH TRACE = Absent Tardy Present 1 01 EMNVIROMNM
FB1173 CADDELL RILEY D Absent Tardy @ Present 12 01 EMNVIROMNM
GRIP2Y CASTILLO IR ALAN H Absent Tardy ® Present 10 01 ENVIROMNM
FRa450 CORTEZ ZAYLEE B Abszent Tardy ® Present 12 01 EMVIROMM

* 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.

The 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.

Student ID' § Last Mame * First Name § Attendance Grade Course-Section ]
4254 BALDERRAMA DAMNMA P D 11 01 ENVIROMMENT SY5 (4216-31)
993037 BURFORD-ZAWAHREH TRACE Absent Tardy ® Present 11 01 ENVIROMMENT 5Y5 (4216-31)
GR1173 ANDELL BIEY fhcges Tarch: (@1 Procon - 1 M1 EMVIBOKBERT S¥S (AT14.911

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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Attendance

PIM: | Post

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.

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.

O Click Post.
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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.qg., 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.

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.
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e If 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 , Jacgqueline K
Student Count: 20

Sem: 2

Student Name
BALDERRAMA, DANMA P
BURFORD-ZAWAHREH, BURFORD-ZAWAHREH
CADDELL, RILEY D.
CASTILLO JR, ALAN H.
CORTEZ, ZAYLEE B.
DELEON, HUNTER .
DUBOSE, RUBY A.
DYE, CANDACE R.
EDWARDS, MALVIN E.
EMGLISH, ANGEL 5.
GAMEZ, GUADALUPE T.
MACIAS, EMILIANGC X.
MATA, MATA
PEREZ, GABRIEL A.
RADFORD, MEGHAN A.
RAMNGEL, QUINTIN M.
RODRIGUEZ, COLT G.
SULLIVAN, MICHAEL G.
VAQUERA, JACOE D.
VAZQUEZ, CHRISTIAN R.

Attendance Code Legend
*: Outside current course enrollment

Attendance Verification Report
Teacher: Onassis , Jacqueline K
Student Count: 20

From: 04/27/2020

Student Name
BALDERRAMA, DAMMA B 994254 11

BURFORD-ZAWAHREH, BURFORD-ZAWAHREH 993037

1
CADDELL, RILEY D. 981173 12
CASTILLO JR, ALAN H. 993929 10
CORTEZ, ZAYLEE B. 994450 12
DELEON, HUNTER J. 981029 11
DUBOSE, RUBY A. 993384 11
DYE, CANDACE R. 993033 11
EDWARDS, MALVIN E. 992457 12
ENGLISH, ANGEL 5. 991798 12
GAMEZ, GUADALUPE T 993281 11
MACIAS, EMILIANG X. 80063 11
MATA, MATA 982160 12
PEREZ, GABRIEL A. 992158 11
RADFORD, MEGHAN A. 992528 11
RANGEL, QUINTIN M. 992704 12
RODRIGUEZ, COLT G. 281030 11
SULLIVAN, MICHAEL G. 993478 12
VACQUERA, JACOEB D. 993746 11
VAZQUEZ, CHRISTIAN R. 992709 12

Attendance Totals Legend

A: ABSENCES 5: SCHOOL-RELATED ABSENCES

Per: 01
ADA Reporting Period: 02

From: 04/27/2020

Per: 01

ADA Reporting Period: 02

Totals

Student IDGrade AS T

000
000
000
000
000
000
000
000
000
000
000
000
000
000
000
000
000
000
000

000

Crs: ENVIRONMENT S¥5 (4216-31)

Campus: 001 - 001 Schoal

To: 05/01/2020
15t Week Total
27 28 29 30 1
Student ID Grade M T w T FAST

994254 11 o o 0
993037 11 0 0 0
981173 12 o o0 0
993929 10 0 0 0
994450 12 o o0 0
981029 11 0 0 0
993384 11 0 o0 0
993033 11 0 0 0
992457 12 0 0 0
991798 12 0 0 0
993281 11 0 0 0
980063 11 0 0 0
982160 12 0 0 0
992158 11 o o 0
992528 11 0 0 0
992704 12 o o 0
981030 11 0 0 0
993478 12 o o0 0
993746 11 0 0 0
992709 12 o o0 0

TEACHER'S SIGNATURE

Crs: ENVIRONMENT 5YS {4216-31)

Campus: 001 - 001 Scheool

To: 05/01/2020

TEACHER'S SIGNATURE
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.
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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

2020/07/20 14:48
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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 exported in CSV format, the birth date information is exported; however, the contact
information is not exported.

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.

Instructor:

Course:

Viewing:

Generated:

Student ID

993089

993103

993107

293121

993125

993167

293187

Class Roster Report

com.esc20.nonDEModel.Campusinstructor@6327d02a

[01 ENVIRONMENT SY5 (4216-31), 02 ENVIRONMENT 5Y5 (4216-32), 02 SCIENCE ENRICHM (4218-32), 03 ENVIRONMENT 5Y5 (4216-33),
04 ENVIRONMENT SYS (4216-34), 05 ENVIRCNMENT SY5 (4216-35), 08 INT PHY & CHEM (4202-38)]

Semester 2 Cycle

Wed May 13 11:24:17 CDT 2020

Student Name Birthday

AARON Tue Oct 22 00:00:00 CDT 2002

MARIO Sun Mov 30 00:00:00 CST 2003

ANGELA Thu Aug 12 00:00:00 CDT 2004
TRINITY Mon Aug 16 00:00:00 CDT 2004
CARLOS Thu Jul 15 00:00:00 CDT 2004

GUADALUPE Thu Jan 14 00:00:00 C5T 2003

ZACKERY Man Dec 02 O0-00-00 CST 200

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.

The contact information cannot be exported to a .csv
file.

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.

2020/07/20 14:48
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Semester: | 1 ¥ Cycle: | 1 ¥ Course-Section | 02 SCIEMNCE EMRICHM [4218-32) [Ready] W m
Manage Assignments
Semestert] Cyde:1 Course Section:02 SCIENCE ENRICHM (4218-32) [Ready
Do
Toal Extra Mot
Delete  Assignment Mame Categary Date Assigned Date Due Prints Credit Drop Motes
Lab Safety Poster Dty work/Hormewadk r Dater 0B/30/2019 | B Date; 0B/30/2019 | & 100
MS0S Assigament Diasly work/Homewadk r Dater 0970372019 | ) Date; 09032019 | & 100
MS0S Poste Quiz/labs r Darte; 09/03/2019 | Daote: 090472019 | 4 100
Cedl Veeabaulary Dty work/Hormework L Darte; 09/05/2019 | 4 Cate: 09/06/2019 | 4 100
Macromalecule Vorabulary Daity work/Homewark L4 Date; 09/09/2019 | &4 Date: 091072019 | &4 100
Macromalecule foldable Dty work/Homework L Dater; 0971152019 | B4 Date; 09122019 | & 100
Vocabulary Cuiz Cuiz/labs v Dater 0971352019 | B4 Date; 09132019 | 4 100
Food Paster Quiz/labs r Dwater 0971752019 | B4 Date; 09182019 | 4 100
Enzyrre Worksheet Dty work/Hormework L Darte; 0972352019 | 4 Date: O9/25/2019 | 4 100
Enzyrme Drawing Diaily work/Homesark L4 Date; 09/26/2019 | &4 Cate: 09/26/2019 | 4 100
Enzyrme Test Major Tests/Projects L Dater: 087302019 | 4 Date: 0973072019 | &4 100
Pib: m
- i i L=

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.
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O Click Add new assignment to add a new assignment.

A blank row is added to the grid.

Assignment Type a name for the assignment (e.g., Pop Quiz 1), up to 50 characters, that is unique within the category.
Name 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.

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

If a color has been assigned to the category on the Administer 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 For standards-based courses, the number of standards currently associated for the assignment is displayed.
Standards/Skills

This field is only displayed for standards-based courses.

# Standards|O 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.

O 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 i 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 3 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.

2020/07/20 14:48 14 ASCENDER TeacherPortal - Teacher Guide: Daily Tasks


https://help.ascendertx.com/test/teacherportal/doku.php/general/special_characters
https://help.ascendertx.com/test/teacherportal/doku.php/general/copy_paste
https://help.ascendertx.com/test/teacherportal/doku.php/teacheraccess/settings/administercategories
https://help.ascendertx.com/test/teacherportal/doku.php/general/calendar
https://help.ascendertx.com/test/teacherportal/lib/exe/detail.php/images/calendar-icon.png?id=academy%3Adaily
https://help.ascendertx.com/test/teacherportal/doku.php/reports/assignmentcountreportselection
https://help.ascendertx.com/test/teacherportal/doku.php/general/calendar
https://help.ascendertx.com/test/teacherportal/lib/exe/detail.php/images/calendar-icon.png?id=academy%3Adaily
https://help.ascendertx.com/test/teacherportal/doku.php/settings/updateprofile

15

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 |I| 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.

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: Mo 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 Rulbric

Scores

Below Average Average Above Average Exceeds
. Expectations
0 Essay i 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 Cancel

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

O 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 XS 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 assignments 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 W

Category:

All Categories

Cycle

Assignment Grades

L

1T ¥ Course-Section | 01 EMNVIROMMENT Y5 [4216-31) v m

Assignment: Duie Date: Student:

Show Withdrawn
All Assigriments L4 04/21/2020 ] All Students

Semester: 2 Cye: 1 Course-Section: 01 ENVIRONMENT 5Y5 (4216-31)

PIM:

Sart by Date Due in ® Ascending

Assignments per Page: | Al ¥ | == Previous

Descending) order.

m Caleulate Averages

Baily Gaily Baily Major Daily Daily Gaily
weorkiMomework  workiHomework  Major weork/Mamework  Tests/Projects weorkiHomewark  Daily weorkiMomework  wearkiHomework  Ouiz/labs
§ AustralinBS ¢ Awtralia Cowseof§ TestsProjects  § Land Biomesof  § Biome § Prescntation Poor § workiHomework § Watercycke fThe § Howtorssda & TopographicMap §
Jaurnal Fire Summary Bome us. Presentation Evabution Aquatic Biomes | complete story | topographic map | activity
Student Cyce Due01/DA/2020  DucDI/092020  Ducd1/14/2020  DucO1/17/2020  DueOVZV2020  DueOU/23/2020  Due1/27/2020  Due1/28/2020  DueD1/29/2020  Duc1/29/2020
i Student Mame  Awerage  Mac100 L Max:100 5 Max:100 L Max:100 - Max:100 Max:100 . Max:100 2 Max:100 L Max:100 5 Max:100 L
wazsa | T ®E i Y e 1 e T w T e =
=) 0 0 0o M 00 0o a0 0o 0o f ¥ |
ki e @n an f il il il an f i} il
DANMA P
i e 70 0o 7 0o 100 0o 0o oo 100 (]
BURFORD H
ZAWAHREH,
TRACE
m|ra e | g e
|5} () 0 oa oo og oa og 0o
CADDELL, jan] i} il
RILEY &
i .l o Mg o 50 )] 100)(] 100) ] 100)(] %
CaSTILO R, il il il il a il a
ALAN H
94450 f]CORTEZ. 583 20 o i o0 o T
T T 000 100) 100)(] 100) (] 100)(] 100, ] 100) (] 100) (] 100)]
A il a a il a a a a f a
MICHAEL G
VTl A7 (o0 100) 97 1 100) 100)(] 100) (] 1001 100 100) (]
st e} il il a il il a il il il il
JACOB b
a M3 o0 100) [ %0 f] M 100) 100)(] 100) (] 100/ 100) [ 100 (]
Jezaue il il a il il a il il il il
CHAISTIAN R
Overall 6735 431 & 72 " 7 a 85 ] 7 7
Avcrages:

1-186 Mext =3

3

O Select the course-section you want to enter assignment grades for:
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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 > 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.

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.

Due Date To limit the assignments displayed to those that are due on or after that date,
type the date in the MMDDYYYY format. Or, click ™ to select a date from the
calendar.

Student Select a student to enter assignment grades for, or select All Students.

Show Withdrawn students are not automatically displayed. Select the field to include

Withdrawn withdrawn students in the list.

Withdrawn students are displayed in a blue row, and the message
“Withdrawn” and the withdrawal date 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. No Show students are not included.

To hide withdrawn students, clear the field.

NOTE: This field is disabled if you are viewing data for a course group. If any
modifications are needed for a withdrawn student in a group, select the actual
course the withdrawn student is in to make those changes.

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

The columns can be re-sorted.
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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.)

Hide Click Hide Menu to temporarily hide the menu and selection options in order to see more
Menu/Show/|students on the page, click located on the right side of the page. The logo, menu, and selection
Menu options disappear from the page.
Click Show Menu to make the information visible again.
Assignment Grades
.
Semester: 2 Cyele: 1 Course-Section: 01 ENVIRONMENT 5Y5 (4218-31)
Baily Baily Daily Major Daily Daily
work/Homework  work/Momework  Major work/Homework  Tests/Projects work/Homework  Dally work/Homework
4 dustralia ES ¢ dustralia Case of g TestofProjects 4 Land Biomesof Biome 4 Presentation Peer 3 workiHomework & Water cycle The
Journal Fire Summary Biame L1E-% Presentation Evaluation Anguatic Biomes complete story
Student Cyce Duef1/DA2020  DueD1/D9/2020  DueD1M142020  Due01/17/2020 Due01/2/2020 Dued1/20/2020 DueD1/27/2020 DueD1/28/2020
D Student Mame  Awerage  Maxi0D Mac:100 Mac:100 2 M 100 M 100 M 100 2 M 100 M 100
4254 bm;';l:w_ar.u, 70.87 0 @8 0 @8 100)] 100)] 100) ] so @e 100) ]
DANNA P
..... 35 Fial 1 00 1M il il il il
Isl;udent The student's ID is displayed. Click the student ID to view the student's profile.
‘* 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).
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1 Next to the student's name, click the icon to view or add a course note about the student. The note icon is yellow i 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

MORENO, RAYMOND L

Saved Notes
Delete Cat  Note Author Last Updated

AT O i 2020/04/21
Delete Attendance Note s

Add Note: (AT) ATTENDANCE v

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.

(0 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
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.

course.

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

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.

(0 Click Save.

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

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.
0 To accept the transfer student into the course-section, click @ .
The Transfer Walk-In Average window opens.

Transfer Walk-In Average

MUELLER, MONTANA J

Due Date: 04/21/2020 B
From:  Onassis, Jacqueline K
4216-31
Average: 54.0
Weight: 0 %

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 99.

The student's transfer icon remains red transfer 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.

(0 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 ‘C\ear 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 B 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 fll, 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.
2. [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.
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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:

o

. |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.
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Cycle The student's working cycle average is displayed. The average is updated every time you access the page, click Calculate
Average 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.
* 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.
Show If the course is set up to post alphabetical grades, the field is displayed.

Averages as
Alpha

* 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.

Sort by Date |Assignments are listed left to right in ascending order by the due date. (If there is no due date, they are displayed by the
Due in 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.
ﬁ:ﬂgenment The assignment name is displayed in the column heading below the category name.
Due The assignment due date is displayed if entered on Settings > Manage Assignments.
Max The total points possible for the assignment is displayed if entered in the Total Points field on Settings > Manage

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

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

Select and upload data file:

Choose File | No file chosen

(CSV or TXT files only)
Upload File
Step 2 - Review Column Mapping:

Step 3 - Review Data

Step 4 - Import Data

* Only .csv and .txt files can be imported. The text file must be comma-separated data with one student per row.
* You can only import assignment grades for existing students.

* 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.
[ Under Step 1, click Browse to select the data file. Locate and open the file.

he 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:

0 Under Our 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:

e Student ID
* Assign Grade
* First Name
* Last Name

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

O Under Your Column, make adjustments as needed.

For example, if the default file format has the first name before the last name, and you want the last name before the first
name, you can change the columns under Your 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.

[ 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.

* The file can be imported even if errors exist (unless no valid records exist). The valid records are imported, and the
invalid records are not imported.

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.
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Assignments per Page By default, the page displays only the first five assignments. You can

change the number of assignments displayed.

Previous/Next If there are more assignments, use the buttons to view the other

assignments.

O Enter the grades in the grid.

NOTES:

Only whole numbers can be entered for numeric grades.

* To add extra credit points, you can add points to the assignment grade.

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.

Dropped grades are italicized.

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.

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
will be | 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.

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.

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
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to move back to the left.
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Next the grade field, click o 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

NMELSON, OLIVIA A-992811

Australia ES Journal

Exclude Redo Late Accommeodated

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)
R - Re-do (not excluded)
A - Accommodated

Notes:

- Excluded with comments

il - Late or re-do with comments

H - 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 is at the bottom of the assignment grade column; you may need to scroll
down.)

The button for the column turns red, and all indicator icons are red to indicate that the

grade is excluded for the student. To override the exclusion for a specific student, click fil,
unselect Exclude, and then click Ok.

Fill

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

(The button and field are at the bottom of the assignment grade column; you may need to
scroll down.)

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 (On

e The button is only displayed if one assignment is selected.

Assignment) NOTE: Use this option instead of the browser's print option. This

printout contains formatting to handle the features on the Assignment
Grades page.

To print assignment grades for all assignments for the course, use 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 ¥ Course-Section = 02 ENVIRONMENT SYS (4216-32)

Manage Assignments

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

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

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.

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) o O\mrrlds 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.

2020/07/20 14:48 41 ASCENDER TeacherPortal - Teacher Guide: Daily Tasks



https://help.ascendertx.com/test/teacherportal/doku.php/settings/updateprofile

42

Print the rubric chart:

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

_|.

Set Up Rubrics

Awvailable Rubrics: Edit Rubric: Essay

Options Rubric Name

x Essa FUETT.

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 exported in CSV format, the birth date information is exported; however, the contact
information is not exported.

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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Instructor:

Course:

Viewing:

Generated:

Student ID

993089

993103

993107

293121

993125

993167

293187

Class Roster Report

com.esc20.nonDEModel.Campusinstructor@6327d02a

[01 ENVIRONMENT 5Y5 (4216-31), 02 ENVIRONMENT 5Y5 (4216-32), 02 SCIENCE ENRICHM (4218-32), 03 ENVIRONMENT 5Y5 (4216-33),
04 ENVIRONMENT SYS (4216-34), 05 ENVIRCNMENT SY5 (4216-35), 08 INT PHY & CHEM (4202-38)]

Semester 2 Cycle

Wed May 13 11:24:17 CDT 2020

Student Name Birthday

AARON Tue Oct 22 00:00:00 CDT 2002
MARIO Sun Mov 30 00:00:00 CST 2003
ANGELA Thu Aug 12 00:00:00 CDT 2004
TRINITY Mon Aug 16 00:00:00 CDT 2004
CARLOS Thu Jul 15 00:00:00 CDT 2004

GUADALUPE Thu Jan 16 00:00:00 C5T 2003

ZACKERY Man Dee 02 00-00-00 CST 2002

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
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.

The contact information cannot be exported to a .csv
file.

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.
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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.

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‘." all 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.
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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.

Other tasks:

Accept transfer students.

Grades > Assignment Grades

Semester: | 2 ¥ Cyce 1 ¥ Course-Section | 05 GEOMETRY (2101-35) v
Assignment Grades
Category: Assignmeant: Due Date: Student:
Show Withdrawn
All Categories v All Assignments v 04/22/2020 2] All Students v
Semester: 2 Cycle: 1 Course-Section: 05 GEOMETRY (2101-35)
Daily Wark
7-1 Angles of Diaily Werk Daily Work Daily Work Test/Project Daily Work Daily Work
& 4 Polygens & 4-1 Exit Slips 4 7-2 Parallelograms § 4-2 Exit Slips 4 71 Quiz 4 4-3 Exit Slips 4 7-4 Rectangles
Student  Student Cyde 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
[+] Mame Average Max:100 Max:100 Max:100 o Max:100 . Max:100 Max:100 o Max:100 .
IR B 8348 | gp 95 M 95 70 100 78
a8 @ a a @ a a @
CARLOS J
7a1204 (]BarNE, 7696 80 20 50 30 70 100 50
| ge a a a a a a a
983152 f 100.0
o el [ | [ | el [ | [ | el
EVELYMN
ITZELE
792815 f 73T g 70 M 90 70 100 M
COROMADO r:l r:l r:l r:l r:l r:l r:l
JR, RUDY R
792793 f B354 g5 85 a0 100 70 100 74
FOMSECA, r:l r:l r:l r:l r:l r:l r:l
CHRISTIAM A
793208 [l 8782 g 90 a5 100 82 100 ¥
HERMAMNDEZ, r:l r:l r:l r:l r:l r:l r:l
CECILIA M
793376 a Bl63 g 80 77 95 74 100 80
JOHMNSON, r:l r:l r:l r:l r:l r:l r:l
DAMIEN E
780751 a s86E 50 M 95 70 100 Y
e a a a a a a a
SEBASTIAN L
981161 | @ (JLvssy, 70.71 20 50 M 40 70 100 70
CHARLES W ﬂ ﬂ ﬂ ﬂ ﬂ ﬂ ﬂ

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
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same for the average to transfer.

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.

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

The Transfer Walk-In Average window opens.

Transfer Walk-In Average

MUELLEE, MOMNTAMNA, J

Due Date: 04/21/2020 222
Erom: Onassis, Jacqueline K
4216-31
Average: 54.0
Weight: a %,

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.

2020/07/20 14:48

47 ASCENDER TeacherPortal - Teacher Guide: Daily Tasks


https://help.ascendertx.com/test/teacherportal/lib/exe/detail.php/images/transfer.png?id=academy%3Adaily
https://help.ascendertx.com/test/teacherportal/lib/exe/detail.php/images/transfer-red.png?id=academy%3Adaily
https://help.ascendertx.com/test/teacherportal/lib/exe/detail.php/images/transfer-red.png?id=academy%3Adaily
https://help.ascendertx.com/test/teacherportal/lib/exe/detail.php/images/screenshots/teacher-assignment-grades-transfer-popup.png?id=academy%3Adaily
https://help.ascendertx.com/test/teacherportal/doku.php/general/calendar
https://help.ascendertx.com/test/teacherportal/lib/exe/detail.php/images/calendar-icon.png?id=academy%3Adaily
https://help.ascendertx.com/test/teacherportal/doku.php/calculate-averages

48

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 99.

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

Once you enter and save a weight, the student's transfer icon turns blue [M. 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.
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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.

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.
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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.

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.
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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.

O Click Search.

The referrals grid is redisplayed according to the criteria specified.

) (Click to view or edit the details of a referral. The Record Details section is displayed.
B Click to print the discipline referral. The report opens in a new window, and you can print the
report from that window.

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

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:
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O Click Add Referral.
O Or, click G 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 If more than one student was involved, click Add Another Student to
Student retrieve the next student. A blank row is displayed allowing you to retrieve
the student.

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.
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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.
gzzfil:air 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.

B 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.

Add Another

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.
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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 2 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?ﬁhl
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.

2020/07/20 14:48

56 ASCENDER TeacherPortal - Teacher Guide: Daily Tasks


https://help.ascendertx.com/test/teacherportal/doku.php/settings/studentgroupmanager
https://help.ascendertx.com/test/teacherportal/doku.php/reports/studentgroupreports
https://help.ascendertx.com/test/teacherportal/doku.php/admin/adminstudentview
https://help.ascendertx.com/test/teacherportal/doku.php/reports/attendancesummaryselection
https://help.ascendertx.com/test/teacherportal/doku.php/reports/studentgradesreportselection

ASCENDER

TEACHER

PORTAL

ASCENDER GUIDES

A ASCENDER

ASCENDER TeacherPortal - Teacher Guide:
Mid-Cycle Tasks

2020/07/20 14:48 | ASCENDER TeacherPortal - Teacher Guide: Mid-Cycle Tasks



2020/07/20 14:48 Il ASCENDER TeacherPortal - Teacher Guide: Mid-Cycle Tasks



Table of Contents

ASCENDER TeacherPortal - Teacher Guide: Mid-Cycle Tasks ............cccccccccinniiiiiiiiiiiiiiiiiiiinineen,
Mid-CYClE TASKS ..........ccoo oo e e e e e e e e e e et e e

2020/07/20 14:48 1] ASCENDER TeacherPortal - Teacher Guide: Mid-Cycle Tasks



2020/07/20 14:48 1\ ASCENDER TeacherPortal - Teacher Guide: Mid-Cycle Tasks



Teacher Guide to ASCENDER TeacherPortal

Mid-Cycle Tasks
Enter IPR comments.

Grades > IPR Comments

This page allows you to enter IPR comments and notes that will be displayed on the printed
IPRs.

e IPR comments are codes for preset descriptions that apply to all course-sections for the

student.
* |IPR notes are free-text notes that apply only to the student for the selected course-

section.
¢ |PR comments also appear on any IPRs generated by the campus.
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Course-Section 05 ENVIRONMENMT SYS (4216-35) L4
IPR Comments

Course-Section 05 ENVIROMMENT 5Y5 (4216-35)

PIN:

Clear All IPR Comments

Student ID  Mame 4 Average® IPR Comments Note Code Description
A EXCELLENT WORK

B SHOWS IMFROVEMENT

C PLEASURE TO HAVE IN
981217 BIEMEK, KYLEEL 80.0 ] CLASS

D EVIDEMCE OF EXTRA EFFORT

992142 BAIN, TAYLOR 5 87.0 ﬂ

Iz
&
g
E

{
{
<

993057 CARROLL, BAILEY M 92.0 g |E |NOTFOLLOWING CLASS
RULES

F ABSEMCES HAMPER
QQ2520 CEJA UR, GILBERTO F 85.0 ﬂ PEREORMAMCE

G DOES NOT PAY ATTEMTION
792153 DUBOSE, GILLIAN C 49.0 ] H COMES TO CLASS
UNPREPARED

f 1 DOES NOT TURNM IM
HOMEWORK

81684 ESTRADA, HEAVEN L 463.0
J UNEX ABSENCE DUE TO
28309 KEENUM, CHRISTIAN . 73.0 ] TARDIES
K LOW TEST GRADES
992449 KEITH, JAY J 79.0 ] L MISSING ASSIGNMENTS

[ Select the course:

Course-Section|Select the course-section or group to enter IPR comments and notes for.

O Click Retrieve.

The students in the course-section or group are displayed.

Students are sorted by last name, unless you have specified a custom sort order on Settings >
Arrange Student Order.

The columns can be re-sorted.

The columns can be sorted according to your preferences.
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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.

Average |The student's working cycle average is displayed. For more information on calculating averages,
view the online Help for Weighting Type on Settings > Manage Categories.

IPR Type up to five one-character comment codes to specify the comments you want to print on the
Comments|IPR (e.g., “Conference requested”).

Show/Hide|(located below the grid) Click to view a list of valid IPR comment codes and
Comment |descriptions. These codes are created in the Student system.

Legend NOTE: If a description exists in Spanish, the Spanish description is displayed below
the English description. If the student's report card is generated in Spanish, and a
Spanish comment exists, the Spanish comment is printed on the report card. If a
Spanish comment does not exist, the English comment is printed on the report card.
These codes and descriptions are maintained at the campus level.

displayed.

w
Student ID MName 4 Averageg IPR Comments Note i‘
I
992142 BAIN, TAYLOR S 87.0 £ E]
H
=
981217 BIENEK, KYLEE L 80.0 £ §
o
993057 CARROLL, BAILEY M 92.0 £ >
Note Click [l to enter notes about the student that will appear on the printed IPR. Click Ok to save the

note, or click Clear to clear the note. If a note is entered for the student, the yellow note icon ' is

NOTE: Your comments and notes are not actually saved until you type your PIN and click Save.
When you click Ok, it only saves your notes until you save all data on the page.

Clear All IPR Comments

Click to clear all comments for all displayed students. Notes are not
cleared.

NOTE: Your comments are not actually cleared until you enter your PIN
and click Save.
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Save data:

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

(O Click Save.

If your changes were saved successfully, the page reloads, and a message is displayed
indicating that the grades were saved successfully.

To print IPRs for the selected students, go to Grades > Print IPR. Follow the instructions
provided in the online Help for the page.

Print IPRs.

Grades > Print IPR

This page allows you to select the students to print IPRs for. The IPR is generated for a specific
point in time during the current semester-cycle to provide a report of a student's grades up to
that point. You can run IPRs any time throughout the semester, including occasions when you

are meeting with a student's parents and want to show them a detailed report of the student's
grades. You can also print IPRs for previous semesters-cycles.

For each student, you can select the semester and cycle, the courses you want to print IPRs for,
and the level of detail you want to include on the report.
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Semester: 2 r

Print IPR

Semester: 2 Cycle:

Cycle: 1 v Course-Section: 05 ENVIROMMENT S5¥S (42154-35) v

1 Course-5ection: 05 ENVIRONMENT SYS (4216-35)

Select Students with Average Below: Show Withdrawn || Show Blank Grades
This Class All My Classes Detailed View
r
Stadant 1D | Namea Average (Select All )  (Select All ) (Select All ¥') Language
992142 BAIN, TAYLOR S 87.0 v \
English
981217 BIEMEK, KYLEE L 280.0 v .
English
993057 CARROLL, BAILEY M 92.0 v \
English
992520 CEJA JR, GILBERTO F 85.0 v .
English
992153 DUBOSE, GILLIAN C 69.0 v \
English ¥
20U VIO, Wl TN T J TOU 4 Eng“sq v
992811 MNELSOM, OLIVIA A 75.0 ¢ .
English »
992801 RODRIGUEZ Ill, ROBERTO D 60.0 v .
English v

IPR-wide Note (optional)

Print Parent Signature Line Print Selected IPRs

O Select the course-section you want to print IPRs for:

Semester
Cycle The current cycle is displayed by default. You can select another cycle.
Course-Section|Select the course-section you want to print IPRs for.

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

NOTE: IPRs cannot be produced for elementary skills-based courses.

O Click Retrieve.
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The grid displays all students currently enrolled in the course-section. Students are sorted by
last name, unless you have specified a custom sort order on Settings > Arrange Student Order.

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.

o 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

r .

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.)
Show Withdrawn students are displayed in a blue row, and the message
Withdrawn “Withdrawn” and the withdrawal date 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.
Show Blank Select to include all assignments on the IPR, including assignments with blank
Grades grades. This does not apply for courses that use standards-based grading.

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

Average |The student's working cycle average is displayed. For more information on
calculating averages, view the online Help for Weighting Type on Settings >
Manage Categories.

[ Select the students and level of detail:

Select Students with
Average Below

To print IPRs only for students with an average below a specific average
for the course-section, type the average in this field and click Select. The
students are selected for printing.

This Class Select to print an IPR for the student for only the selected course-section. If
selected, Default View is selected and cannot be changed.

Select All Select to apply this option for all students in the selected course-

section. If selected, you cannot select All My Classes for the
students.
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All My
Classes

Select to print IPRs for the student for all classes you teach in which the student is
enrolled. If selected, the default view for the IPR is the summary view.

Select All|Select to apply this option to all students in the selected course-
section. If selected for any students, you cannot select This Class for
the students.

Detailed
View

Select to print the detailed IPR. If not selected, the summary IPR is printed.

The summary IPR only includes the course name, period, current average, and
comments.

The detail IPR includes assignments and assignment grades, assignment due
dates, posted and calculated average, previously posted cycle averages,
comments, grading type, and more.

Select All/Select to print the detail IPR for all students in the selected course-
section.

Language

For each student, select the language in which to print the IPR.

If you select a language other than English, the IPR headings and fields are
converted to the selected language; however, the student and course comments
are only printed in the selected language if they have been entered in that
language in the Student system. User-defined fields are not converted.

IPR-wide Note (Optional) Type a note to be displayed on all IPRs selected for printing. This

note will be appended to any notes entered in the Note field on the IPR
Comments page. (Notes entered on the IPR Comments page are student-
specific.)

Print Parent
Signature Line

Select to print a parent signature line at the bottom of the IPR.

U Click Print Selected IPRs.

The Interim Progress Reports page opens. Click Return to IPR Selection to return to this

page.

Print IPRs for students whose average is below specified number.

Grades > Print IPR by Average

This page allows you to print IPRs for students in all of your courses who have a working cycle
average below a specified average.
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Print IPR by Average

Select students from all my classes with any class average below: Select

[ Select students:

Select students from all my classes |Type the average. All of your students with a working
with any class average below: cycle average below this average will be selected.

O Click Select.

The Print IPR by Average page is displayed allowing you to indicate your printing preferences.

Print IPR by Average

Select students from all my classes with any class average below: 70 Select

Show Blank Grades il ClaCl 205

All My Classes  Detailed View

’
Student ID  MName Courses {Select All ) (Select All'—} Language
992770 AMZUA, CRYSTALF EMVIRONMENT 5Y5: 38.0 o .
English v
993103 BRAMNDOM JR, MARIC N EMVIROMNMENT 5Y5: 5.0 v -
English v
993929 CASTILLO JR, ALAM H EMVIRONMENT 5Y5: 37.0 v -
English ¥
oo TV e O T TR oo d English v
992811 MELSON, OLIVIA A 75.0 # -
English
992801 RODRIGUEZ Ill, ROBERTO D 60.0 < -
English

IPR-wide Note (optional)

Print Parent Signature Line Print Selected IPRs
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All My
Classes

Select to print IPRs for the student for all classes you teach in which the student is
enrolled. If selected, the default view for the IPR is the summary view.
Select All|Select to apply this option to all students in the selected course-

section. If selected for any students, you cannot select This Class for
the students.

Detailed
View

Select to print the detailed IPR. If not selected, the summary IPR is printed.

The summary IPR only includes the course name, period, current average, and
comments.

The detail IPR includes assignments and assignment grades, assignment due
dates, posted and calculated average, previously posted cycle averages,
comments, grading type, and more.

Select All/Select to print the detail IPR for all students in the selected course-
section.

Language

For each student, select the language in which to print the IPR.

If you select a language other than English, the IPR headings and fields are
converted to the selected language; however, the student and course comments
are only printed in the selected language if they have been entered in that
language in the Student system. User-defined fields are not converted.

IPR Wide Note (Optional) Type a note to be displayed on all IPRs selected for printing. This

note will be appended to any notes entered in the Note field on the IPR
Comments page. (Notes entered on the IPR Comments page are student-
specific.)

Print Parent
Signature Line

Select to print a parent signature line at the bottom of the IPR.

U Click Print Selected IPRs.

The Interim Progress Reports page opens. Click Return to IPR Selection to return to this

page.

Reports:

Generate percent failing report.

Reports > Percent Failing
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This report provides the percentage of a teacher's students who have a failing working cycle
average for each class, as well as a total for all of the teacher's classes. The data can be
displayed in a pie chart or grid format. Non-graded courses are not included.

Administrative users have the option to view the data for all teachers across the campus.

NOTE: Background colors may not automatically print, depending on your browser settings.
For more information, click here.

Course Section

Withdrawn Students:  Not Included

Percent Failing Report

Viewing: Semester 2, Cycle 2,

Generated: Wednesday, May 13, 2020 01:15 PM

Percentage Of Failing Students: 096(0/108)

Percent Failing

.......................

Teacher Totals

01 ENVIRONMENT 5¥S (4216-31) | 0% (0 / 20) & 0%Fail
100%Pass

02 SCIENCE ENRICHM (4218-32) 0% (0/0)

02 EMVIRONMENT SYS (4216-32) 0% @/200 b b e

03 ENVIRONMENT 5YS (4216-33) 0% (0 / 18)

04 ENVIRONMENT SYS (4216-34) 0% (0 / 18)

05 ENVIRONMENT 5¥S (4216-35) 0% (0 / 16)

0 MT BPHY & CHEM 4202 381 OO 0 5 1A%

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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Viewin
Obti 9 I"FIUde Withdrawn students are not automatically included. Select
ptions Withdrawn . . - ;
the field to include withdrawn students in the report.
Students
View Chart Select to view the data in a pie chart as well as the grid
format. If not selected, only the grid is displayed.
The pie chart outer circle displays the data for all of the
teacher's classes.
If any of the teacher's students have failing averages, the
pie chart inner circle displays a breakdown of failing
students by class.
Admin These fields are only displayed if you are logged on as an administrative user.
Options Across Select to view data for all teachers across the campus. Otherwise,
Campus grades are only displayed for the impersonated teacher’s courses.
Force page break between |This field is enabled when
instructors Across Campus is selected.
Select to include a page break
between teachers.

[ 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 student grade report (and UIL Eligibility) (if granted access).

Reports > Student Grades Report (and UIL Eligibility)
Reports > Student Group Reports > Student Grades Report
Settings > Student Group Manager > Group Reports > Student Grades Report

This report lists student working cycle averages for all of their courses. Courses in which the
student has failing grades are shaded pink.

* If a posted grade exists for the semester and cycle, the posted grade is displayed.
e If an override grade exists, the override grade is displayed.

The report is available to users who log on to TeacherPortal with a district- or campus-level
administrative ID, teachers who have access to run the student groups report, or teachers who
have UIL access. However, the report can also be run for a student group by any user who has
existing groups.

O Specify report options:
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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 for which to produce the report, or select NO SELECTION to
run the report for all course-sections. You must specify either a course-section
Student Groups|or special program, or both.

If you are running the group report, Student Groups is displayed instead of
Course-Section. Select the student group for which to run the report.

Special Programs

This field is only displayed if you have been granted access to run
group reports. Select the group for which to produce the report. If a
program is selected, the report only includes students enrolled in that
special program.

You can select both a course-section and a special program. If you
make selections in both fields, the report includes only students
enrolled in the course-section who are also enrolled in the special
program.

If you select Generic, the generic program field appears allowing you to
select a specific generic program. Only generic programs for the
campus are listed. If a local program is selected, the report only
includes students enrolled in that program.

Show only students
with at least one grade
below

Select to limit the report to students who have at least one course with
a working cycle average below a specific grade (e.g., below 70), and
type a grade in the field.

Show only students
and courses that are
UIL Eligible

Select to display only the UIL eligible courses in order to check for UIL
eligibility.

If selected, the courses listed are determined by campus and district
settings.

* If the field contains a value in the campus section record, that value
is used.

* If the field is blank in the campus section record, the field on the
district course record is used.

* If both fields are blank, the course is not included on the UIL report.

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 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.
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Group Reports
(right grid)

The available student group reports are listed; they are linked to the reports
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.

Generate 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.

e 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.

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.

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.
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Semester: | 2 ¥ Cycle: 2 v 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

Generate

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.

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.

O 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.
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Note Type |listed above.

Select Select one or more note types to be printed. The descriptions for each note type are

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.
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Teacher Guide to ASCENDER TeacherPortal

End-of-Cycle Steps
Manage cycle grades information.

Grades > Cycle Grades

This page allows you to manage end-of-cycle and end-of-semester grade data, including cycle
and semester averages, working final grade, override grades, exams, citizenship grades, and
comments. When all data has been entered correctly and is ready to post, you must submit the
cycle and/or semester grades to the campus administrator.

No data is displayed for future cycles.

For self-paced courses, see the Self-paced Courses section below.

Semester: 2 ¥ Course-Section | 05 ENVIROMMENT 5Y5 (4214-35) r

Cycle Grades

Semester: -

Course-Section 05 ENVIRONMENT 5¥5 (4215-35)

PIN:

£

Show Withdrawn Students

Posted
+ Sem 1 Current Semester: 2, Cycle: 1
ID  MName Awvg Awerage (Auto Gradel Owerridé Citizenship Report Card Comments Working Semester Average Working Final Grade
952142 BAIN, TAYLOR S 84 ar 87.0 87
17 BIEMEK, KYLEE L 74 a0 a0.0 B0
157 CARROLL, BAILEY M 3 52 92.0 P2
P¥2520 CEJA JR, GILBERTO F 87 a5 85.0 85
952153 DUBOSE, GILLIAN C 74 &7 &9.0 &%
7814684 ESTRADA, HEAVEM L 7 63 63.0 463
23091 KEEMUM, CHRISTIAM J 73 730 73
F7244% KEITH, JAY J 57 79 790 Ik
80432 KRAMER, AUSTIN g8 90 50.0 0
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O Select the course-section you want to enter end-of-cycle grades for:

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

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

Show Withdrawn Withdrawn students are not automatically displayed. Select the field to
Students include withdrawn students in the list.

For withdrawn students, the message “Withdrawn” and the withdrawal
date 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. No Show students are not included.

To hide withdrawn students, clear the field.

O Click Retrieve.

The grid displays all students currently enrolled in the course-section. Students are sorted by
last name, unless you have specified a custom sort order on Settings > Arrange Student Order.

e The columns can be re-sorted
The columns can be sorted according to your preferences.

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

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

o 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.

o 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 If the course is set up to post alphabetical grades, and Show averages as alpha is
selected on Grades > Assignment Grades, alphabetical cycle grades are displayed.
Otherwise, numeric cycle grades are displayed.

e You can navigate through the grade fields using the keyboard

2020/07/20 14:48 2 ASCENDER TeacherPortal - Teacher Guide: End-of-Cycle Steps


https://help.ascendertx.com/test/teacherportal/doku.php/settings/arrangestudents
https://help.ascendertx.com/test/teacherportal/lib/exe/detail.php/images/sort-arrow-up.png?id=academy%3Aeoc
https://help.ascendertx.com/test/teacherportal/lib/exe/detail.php/images/sort-arrows.png?id=academy%3Aeoc
https://help.ascendertx.com/test/teacherportal/lib/exe/detail.php/images/sort-arrows.png?id=academy%3Aeoc
https://help.ascendertx.com/test/teacherportal/lib/exe/detail.php/images/sort-arrow-up.png?id=academy%3Aeoc
https://help.ascendertx.com/test/teacherportal/lib/exe/detail.php/images/sort-arrow-up.png?id=academy%3Aeoc
https://help.ascendertx.com/test/teacherportal/lib/exe/detail.php/images/sort-arrow-down.png?id=academy%3Aeoc
https://help.ascendertx.com/test/teacherportal/doku.php/grades/assignmentgrades

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.

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

CURRENT CYCLE

Under Current Semester: N, Cycle: N

Current cycle information appears under the Current Semester: N, Cycle: N heading, where N is the semester
and cycle numbers.

Current cycle information includes the following:

Average/(Auto
Grade)

The student's working cycle average is displayed, which is based on the data entered up to this
point on Grades > Assignment Grades. This value is recalculated as assignment grade data is
entered or changed for the student.

The average becomes the student's cycle average, unless the cycle grade is pre-posted or an
override grade is entered in the Override field (either by the teacher or an administrator).

If the grade in this field is an auto grade, the grade is displayed in parentheses in a lighter shade
than a working cycle average. The auto grade is not displayed if the student has a working cycle
average.

For more information on calculating averages, view the online Help for Weighting Type on
Settings > Manage Categories.

Override

You can use this field to override a student's working cycle average with a different grade (e.g., if
the student's working cycle average is 69, you may give the student a cycle grade of 70). You can
also type N/G to assign an override grade of no grade.

* If the student's cycle grade is pre-posted, the pre-posted grade is displayed in this field. You
cannot override a pre-posted cycle grade.

* If you post an override grade for a student, and there are no categories for the course, the
weighting type is automatically set to percentage.

Citizenship

Type the student's citizenship grade for the current cycle. Valid grades are E, S, N, U, A, B, C, D,
and F.

The campus may have the citizenship grade set to automatically give all students a default grade.
If so, you only need to enter a grade for students whose citizenship grade differs from the default.

Report Card
Comments

Type up to five one-character comment codes to specify the comments you want to print on the
report card (e.g., “Conference Requested” or “Puts forth good effort”).

Show/Hide Comment ((located below the grid) Click to view or hide a list of valid report card
Legend comment codes and descriptions. The legend opens on the right side of
the page.

Report Card
Narrative

This field is displayed if enabled at the campus level, and only for the current cycle. You can type
up to 5000 characters which will appear on the student's report card.
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CURRENT CYCLE

Reading Level |The field is only displayed for credit level E courses that have a service ID with E« (i.e., Elementary
English Language Arts courses at elementary campuses), and only if the table is setup at the
campus level.

Select the student's reading level.

CLOSED CYCLES & SEMESTERS

Posted Sem: |For closed semesters, the posted semester grades are displayed under the Posted Sem: #
# heading, where # is the closed semester. If you are currently in the first semester, the Posted
Sem # heading is not displayed.

Cycle Grades

Semester: 2

Course-Section 04 ENVIRONMENT SYS (4216-34)

PIN: m Calculate Semester Averages

[] Shew Withdrawn Sludentsl —
Posted Posted 2
Sem 1 Cycles Current Semester: 2, Cycle: 3 Semester Grades 2
8 Average Report Working g
Cye Cyc Cyc $ 4 munod '] Card Report Card Narrative 4 Working 4 Posted  Final | |
I Name 1 2 3 Exam Avg 1 2 Grade) Override © hip € {5000 ch Exam Average Override Average Grade |
993125 ALANIS, 74 76 8 42 74 85 83 8 83 w [
CARLOS J l:l ‘ | | %
993357 ES]A_[I\_SEAG 77 72 72 64 72 70|71 l:l ‘ H | bl n 7z
992794 CRABTREE, 85 91 8 85 84 85 91 94 94 8
cuere - |
992145 RG’:I;L::ESOAS, 81 88 75 52 77 77 73 l:l ‘ H | 73 73 75
Show/Hide Previous Click to view or hide all data for the closed semesters, including the
Semester Detail cycle grades, semester exam grades, and semester averages.

Semester averages may or may not be displayed depending on your
semester exam pattern and number of semesters:

* A previous semester average is not displayed for one-semester
courses or two-semester courses that use semester exam pattern 2.

* For four-semester courses that use semester exam pattern 2, the
previous semester average is displayed.

* For four-semester courses that use semester exam pattern 1, the
three previous semester averages are displayed.
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CURRENT CYCLE

Posted Cycles

Posted cycle grades for the current semester are displayed by cycle. If you are currently in the first

cycle of a semester, the Posted Cycles heading and cycle numbers are not displayed.

Cycle Grades

Semester: 2

Course-Section 04 ENVIRONMENT SYS (4216-34)

PIN: Calculate Semester Averages
[ Show Withdrawn Students l Hide Previous Semester Detail
Posted Posted £
Sem 1 Cycles Current Semester: 2, Cycle: 3 Semester Grades H
N Average Report Working
Cye Cyc Cyc % & (Autog ’ Card Report Card Narrative % Working % Posted  Final
ID  Name 1 2 3 Exam Avg 1 2 Grade) Override Ci C {5000 ch Exam Average Override Average Grade |
=
993125 ALANIS, 74 76 86 &2 76 85 83 l:l ‘ | ‘ | 83 83 0 [
CARLOS J 2
993357 COTILE, 77 72 72 84 72 7071 I:l ‘ | ‘ | 7 7 72 4
ANALISA G
992794 CRABTREE, 85 91 86 85 84 85 91 |:| ‘ | ‘ | L 94 89
AARON |
992145 GALLEGOS, 81 88 75 52 77 77 73 l:l ‘ | ‘ | 73 73 75

MASON &

If a cycle or semester is closed, the average is pulled from the grade course record and is display
only. If an override grade was entered for the cycle or semester grade, the override grade is
displayed.

Click the cycle average to view additional information on a posted cycle. A window opens to
display the posted cycle average, calculated cycle average, citizenship grade, and report card
comments for the cycle. Click close to close the window.

NOTE: For transfer students, the prior cycle grades are entered at the campus level.

SELF-PACED COURSES

For self-paced courses, a modified version of the Cycle Grades page is displayed to accommodate cycle grade data
for self-paced courses.

Cycle Average

If assignment grades are recorded for the self-paced course, the average (based on the
assignment grades) appears under Cycle Average. The use of assignment grades is optional for
self-paced courses.

Override

The final grade for a self-paced course must be manually entered in the Override field, regardless
of the data in the other fields.

The semester grades for self-paced courses are automatically posted when they are saved.

Once saved, failing grades are highlighted in pink.

Save and print:

You must save your grades before you exit this page. Otherwise, your changes will be lost.

IMPORTANT: Saving grades is different from posting grades. You can only post your grades
once at the end of the cycle, as described below; however, you must save any changes every
time you visit this page. This allows you to leave this page and return as you enter cycle

grade data.

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

e If your changes were saved successfully, the page reloads, and a message is displayed
indicating that the grades were saved successfully.

e If you enter an invalid grade, the grade is highlighted in red, and an error message is
displayed at the top of the page. You must correct the error before you can save any

changes.

Print Click to print the cycle grades displayed on the page.

Post cycle grades:

O After you enter cycle grades data for the course, review your input carefully, and save all

changes.

Once the data is posted by the campus administrator, you cannot change any data. If you
discover an error after grades are posted, you must contact the campus administrator to

correct any errors.

O When you are satisfied with your input for one or more of the cycle grades, notify the system
that you are ready to post:

Select courses to

to Post

mark grades as Ready

Click the link.

This link is only displayed for current cycles that are open for posting.
The campus determines when the cycle is open and closed for posting.

A window opens allowing you to select the course-sections that are
ready to post. All eligible courses are listed.

O Select the course(s), and then click Select.
The window closes, and the selected course(s) are listed below the PIN
field.

O To change the selected courses, click Cancel.
The window opens allowing you to re-select the course(s).

PIN

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

d Click Continue.

The page reloads, and a message is displayed indicating that the cycle grades were
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successfully sent to be posted. The message “[READY]” is displayed in the Course-Section
drop-down list next to the course.

You can submit your grades more than one time if you make a change shortly after mark the
grades as ready to post; however, once the data is posted by the campus administrator, you
cannot change any data.

After grades are posted and the cycle is closed, you can make changes to the grades and view
the working cycle average (e.g., for a student who missed the last few days of a cycle due to

illness); however, you cannot post any changes. Instead, print your changes and submit your
printout to the campus administrator.

NOTE: The campus administrator can run a report to determine which teachers have
posted their grades and which teachers have not.

Reports:

Generate the cycle grade range report.

Reports > Cycle Grade Range

The report displays cycle grades that fall within a specified range according to options entered.

If a posted grade exists, the posted grade is used.

If no posted grade exists, the override grade is used.

If no override grade exists, the working cycle average is used.

If no working cycle average exists, the auto grade is used.

If no grade exists, the grade is blank.

Administrative users have the option to view the grades for all courses across the
campus.

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

O Under Grade Selection Options, select the range of grades to include in the report.

Grades between

Grade Level Specify the grade level to run the report for, or leave blank to run the
report for all grade levels.

Show all Cycle Select to include all cycle grades. Blank and incomplete grades are

Grades excluded unless you select Show Blank Grades and/or Show
Incomplete Grades.

Show all Cycle Select to narrow the report to a specific range of grades, and type a

maximum and minimum grade in the Maximum grade and Minimum
grade fields.

A note below the Maximum grade and Minimum grade fields indicates
the highest failing cycle grade at the campus for your reference.

Show Blank Grades

Select to include blank grades on the report, regardless of the settings of
the Maximum grade and Minimum grade fields.

Show Incomplete
Grades

Select to include incomplete grades on the report, regardless of the
settings of the Maximum grade and Minimum grade fields.

0 Under Viewing Options:

View Student |Select to display the student names on the report. Otherwise, the names are
Names 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:

Section(s)

All Course Current|Select to narrow grades to only course-sections for the current

semester-cycle.

All

Select to print grades for all course-sections.

Cycle Grade

View Current This field is only displayed for standards-based courses.

For the Cycle Grade Range report, select this option to display the student's
cycle average. If selected, the Current Cycle Grade column is printed on the
report and displays a cycle average for the student that is not cumulative (as
the Cycle Grade column is), and only takes into account the grades for the
selected cycle. This is for informational purposes only.

U Under Admin Options:

These fields are only displayed if you are logged on as an administrative user.
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Across |Select to view grades for all courses across the campus. Otherwise, grades are only
Campus displayed for the selected course-section or for the impersonated teacher’s courses.
NOTE: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 instructors at the campus, and the fields are enabled.

View
Course/Section
& Instructor in
Grid Format

This field is enabled when Across Campus is selected.
If selected:

If View Course/Section & Instructor in Grid Format is selected,
the report data is displayed in a grid format, and the course-section
and teacher are listed in grid columns. The grid can be sorted by
student name, course-section, teacher name, or cycle grade.

Sample:
Stu |Student |Period Teacher|Grade Citizenship/ Comments
ID [Name |Course

Name

(Course

Nbr-Sec)

(Room #)

If not selected:

If View Course/Section & Instructor in Grid Format is not
selected, the report data 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:

Period Course Name (Course Nbr-Sec) (Room #)
Teacher Name

Stu ID|Student Name Grade|Citizenship Comments

Period Course Name (Course Nbr-Sec) (Room #)
Teacher Name

Stu ID|Student Name Grade|Citizenship/Comments

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 percent failing report.
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Reports > Percent Failing

This report provides the percentage of a teacher's students who have a failing working cycle
average for each class, as well as a total for all of the teacher's classes. The data can be
displayed in a pie chart or grid format. Non-graded courses are not included.

Administrative users have the option to view the data for all teachers across the campus.

NOTE: Background colors may not automatically print, depending on your browser settings.
For more information, click here.

Percent Failing Report

Viewing: Semester 2, Cycle 2,
Generated: Wednesday, May 13, 2020 01:15 PM

Withdrawn Students: Mot Included

Percentage Of Failing Students: 09(0/108)

.......................

Course Section Percent Failing i Teacher Totals

01 ENVIRONMENT SYS (4216-31) 0% (0/20) | @ o
100%Pass

02 SCIEMCE EMRICHM ({4218-32) 0% {0/ 0)

02 EMVIRONMENT SYS (421632) 0% @/200 b b e

03 ENVIRONMENT 5Y5 (4216-33) 0% (0 /18)

04 ENVIRONMENT SY5 (4216-34) 0% (0 /18)

05 ENVIRONMENT 5Y5 (4216-35) | 0% (0/16)

Of INT PHY & CHEM fA202. 381 0O D F 1AY

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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Viewin
Obti 9 I"FIUde Withdrawn students are not automatically included. Select
ptions Withdrawn . . - ;
the field to include withdrawn students in the report.
Students
View Chart Select to view the data in a pie chart as well as the grid
format. If not selected, only the grid is displayed.
The pie chart outer circle displays the data for all of the
teacher's classes.
If any of the teacher's students have failing averages, the
pie chart inner circle displays a breakdown of failing
students by class.
Admin These fields are only displayed if you are logged on as an administrative user.
Options Across Select to view data for all teachers across the campus. Otherwise,
Campus grades are only displayed for the impersonated teacher’s courses.
Force page break between |This field is enabled when
instructors Across Campus is selected.
Select to include a page break
between teachers.

[ 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 student grade report (and UIL Eligibility) (if granted access).

Reports > Student Grades Report (and UIL Eligibility)
Reports > Student Group Reports > Student Grades Report
Settings > Student Group Manager > Group Reports > Student Grades Report

This report lists student working cycle averages for all of their courses. Courses in which the
student has failing grades are shaded pink.

* If a posted grade exists for the semester and cycle, the posted grade is displayed.
e If an override grade exists, the override grade is displayed.

The report is available to users who log on to TeacherPortal with a district- or campus-level
administrative ID, teachers who have access to run the student groups report, or teachers who
have UIL access. However, the report can also be run for a student group by any user who has
existing groups.

O Specify report options:
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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 for which to produce the report, or select NO SELECTION to
run the report for all course-sections. You must specify either a course-section
Student Groups|or special program, or both.

If you are running the group report, Student Groups is displayed instead of
Course-Section. Select the student group for which to run the report.

Special Programs

This field is only displayed if you have been granted access to run
group reports. Select the group for which to produce the report. If a
program is selected, the report only includes students enrolled in that
special program.

You can select both a course-section and a special program. If you
make selections in both fields, the report includes only students
enrolled in the course-section who are also enrolled in the special
program.

If you select Generic, the generic program field appears allowing you to
select a specific generic program. Only generic programs for the
campus are listed. If a local program is selected, the report only
includes students enrolled in that program.

Show only students
with at least one grade
below

Select to limit the report to students who have at least one course with
a working cycle average below a specific grade (e.g., below 70), and
type a grade in the field.

Show only students
and courses that are
UIL Eligible

Select to display only the UIL eligible courses in order to check for UIL
eligibility.

If selected, the courses listed are determined by campus and district
settings.

* If the field contains a value in the campus section record, that value
is used.

* If the field is blank in the campus section record, the field on the
district course record is used.

* If both fields are blank, the course is not included on the UIL report.

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 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.
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Group Reports
(right grid)

The available student group reports are listed; they are linked to the reports
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.

Generate 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.

e 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.

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.

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.
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Semester: | 2 ¥ Cycle: 2 v 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

Generate

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.

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.

O 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.
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Note Type |listed above.

Select Select one or more note types to be printed. The descriptions for each note type are

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.
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Teacher Guide to ASCENDER TeacherPortal

End-of-Semester/End-of-Year Steps
Complete all end-of-cycle steps, plus the following:
Manage semester grades information.

Grades > Cycle Grades

This page allows you to manage end-of-cycle and end-of-semester grade data, including cycle
and semester averages, working final grade, override grades, exams, citizenship grades, and
comments. When all data has been entered correctly and is ready to post, you must submit the
cycle and/or semester grades to the campus administrator.

No data is displayed for future cycles.

For self-paced courses, see the Self-paced Courses section below.
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Semester: =2 ¥ Course-Section | 05 ENVIRONMEMT 5Y5 (4216-35) v

Cycle Grades

Semester: 2

Course-Section 05 EMVIRONMENT 5Y5 (4214-35)

PIM:

£

Show Withdrawn Students

Fosted
» Sem 1 Current Semester: 2, Cycle: 1
ID  Name Avg Awverage (Auto Grade) Owerridd Citizenship Report Card C. ts king 5
FF2142 BAIN, TAYLOR S a4 ar arao B7
81217 BIEMNEK, KYLEEL L a0 80.0 B0
¥93057 CARROLL, BAILEY M 3 52 92.0 P2
¥92520 CEJA JR, GILBERTO F a7 a5 85.0 B85
992153 DUBOSE, GILLIAN C 74 &9 &9.0 &7
814684 ESTRADA, HEAVEM L 7 63 63.0 463
33091 KEEMUM, CHRISTIAM J 73 730 73
F72447 KEITH, JAY J 57 79 790 Ik
780432 KRAMER, AUSTIN a8 w0 0.0 {0

O Select the course-section you want to enter assignment grades for:

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

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

Show Withdrawn Withdrawn students are not automatically displayed. Select the field to
Students include withdrawn students in the list.

For withdrawn students, the message “Withdrawn” and the withdrawal
date 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. No Show students are not included.

To hide withdrawn students, clear the field.

O Click Retrieve.
The grid displays all students currently enrolled in the course-section. Students are sorted by
last name, unless you have specified a custom sort order on Settings > Arrange Student Order.
e The columns can be re-sorted
The columns can be sorted according to your preferences.

o An up arrow & indicates the column and order by which the table is currently
sorted.
o If a column can be sorted, a sort box ¥ is displayed in the column heading.
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o 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.

o 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 If the course is set up to post alphabetical grades, and Show averages as alpha is
selected on Grades > Assignment Grades, alphabetical cycle grades are displayed.
Otherwise, numeric cycle grades are displayed.

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.

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

LAST CYCLE/END OF SEMESTER

Under Semester Grades:

End-of-semester information includes the following:
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LAST CYCLE/END OF SEMESTER

Exam

Enter the student's semester exam grade. If the student has a pre-posted
exam grade, it is displayed and cannot be changed.

* Incomplete exam - Type | if the exam grade is incomplete. If an | is
saved and posted for either a cycle average or exam grade, the semester
grade will be I.

* Exempt exam - Type X if the student is exempt from the exam.
* You cannot enter a semester exam grade for a standards-based course.

* If the campus option is set to include exam grades in the semester
average, a warning message is displayed when you post grades if you do
not enter an exam grade.

Fill Exempt Click to fill all blank exam grades with X (exempt). All
Exams blank grades for the exam are changed to X.

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

Working Average

The student's working semester average is displayed, based on the data
entered up to this point. The value is recalculated every time you access
the page, click Calculate Semester Averages, or save grades.

NOTE: If a cycle grade is blank, the semester grade is not calculated.

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.
You can also type N/G to assign an override grade of no grade.

Posted Average

The field is blank until a semester grade is posted. Then, the posted
semester grade is displayed.
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LAST CYCLE/END OF SEMESTER

For campuses that do not have semester exams every semester (e.g., a four-semester campus
that has semester exams at the end of the second and fourth semesters), the semester averages
are only calculated if there is a semester exam for the current semester.

During semesters that have semester exams:
» The Exam field is displayed.

* The Working Average field displays the average of the cycles since the last semester that had
an exam. The semester exam is included in the calculation according to campus settings.

* If the current cycle is the last cycle of the semester, the Exam and Working Average fields
are displayed under the heading Semester Grades. Otherwise, the working semester average is
displayed under the heading Semester Average.

* When you view a previous semester that has a semester exam, the Exam and Working
Average fields display the posted grades.

During semesters that do not have semester exams:
* The Exam field is not displayed.

* The Working Average field displays the average of the cycles since the last semester that had
an exam. When you view a previous semester that does not have a semester exam, neither the
exam nor the semester average is displayed.

* If a final grade has been posted for the course, the grade is displayed under the Working Final
Grade heading.

* If the semester is closed, the Posted Average field displays the average from the grade course
record.
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Working
Final
Grade

The working final grade includes the posted semester average for any previous semesters and the
working semester average for the current semester.

The working final grade is not displayed for campuses that use the semester grading concept.

The working final grade is recalculated when a semester exam or an override grade is entered for
the current semester.

If a posted semester average exists for the current semester, the posted semester average is used
in the final grade calculation. If there is no posted semester average for the current semester, but
an override semester grade exists, the override grade is used in the final grade calculation.

If the student was enrolled in one section of a course during semester one, and another section of
the same course in semester two, the average for each semester is used to calculate the working
final grade.

For situations where a student has been enrolled in more than one section of the same course
during the first semester, and another section of the course during the second semester, the
following applies:

NOTE: For alpha grades, it is possible that the student's working cycle average from the
Assignment Grades page will differ from the Working Average and Working Final Grade on the
Cycle Grades page. The Cycle Grades page uses the highest grade in the range from the
corresponding grade conversion table to determine the working average. For example, if the
teacher posted a cycle average of 83, it will be converted to a B in the campus records. The Cycle
Grades page reads the posted grade B and uses the grade conversion table to determine the
Working Average and Working Final Grade. If the highest grade in the range in the grade
conversion table is 89, the grade 89 is displayed on the Cycle Grades page.

* If a semester average exists for only one of the first semester course sections, the semester one
average is used to calculate the working final grade.

* If a semester average exists for both of the first semester course sections, the system does not
determine which average to use for the first semester. In this case, a question mark (?) is
displayed for the semester one average and the working final grade.

For an elementary course that is set to calculate grades using the cumulative year-to-date average
(which does not use semester grades), the working final grade will include each posted cycle
grade.

Example 1: (Cycle 1 + Cycle 2) / 2 = working final grade for cycle 2.

Example 2: (Cycle 1 + Cycle 2 + Cycle 3) / 3 = working final grade for semester 1.

Example 3: (Cycle 1 + Cycle 2 + Cycle 3 + Cycle 4 + Cycle 5 + Cycle 6) / 6 = working final grade
for semester 2.

For students who were enrolled in a different section of the same course during a previous
semester, the working final grade includes the posted semester average for the other section.

CLOSED CYCLES & SEMESTERS
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Posted
Sem: #

For closed semesters, the posted semester grades are displayed under the Posted Sem: #
heading, where # is the closed semester. If you are currently in the first semester, the Posted
Sem # heading is not displayed.

Cycle Grades

Semester: 2

[[] Show Withdrawn Studelﬂsl

MASOM A

Course-Section 04 ENVIRONMENT 5Y5 (4216-34)

PIN: m Calculate Semester Averages

bl Hide Previous Semester Detail
Posted Posted 2
Sem 1 Cycles Current Semester: 2, Cycle: 3 Semester Grades g
- Average Report Working g
Cyc Cyc Cyc 4 & (Ao 4 Card Report Card Narrative % Working 4 Posted Final |-
ID Name 1 2 3 Exam Avg 1 2 Grade) Owerride Citizenship Comments (5000 characters maximum) Exam Average Override Average Grade |-
=
993125 ALANIS, 74 76 8 62 76 85 83 l:l | | | | 83 83 80 §
CARLOS J 2
>
993357 COTILE, 77 72 72 64 72 707N |:| | || | 7 71 72
ANALISA G
992794 CRABTREE, 85 91 8 85 84 85 71 l:l | | | | 94 94 89
AAROMI
992145 GALLEGOS, 81 88 75 52 77 77 73 l:l | | | | 73 73 75

Show/Hide Previous
Semester Detail

Click to view or hide all data for the closed semesters, including the
cycle grades, semester exam grades, and semester averages.

Semester averages may or may not be displayed depending on your
semester exam pattern and number of semesters:

* A previous semester average is not displayed for one-semester
courses or two-semester courses that use semester exam pattern 2.

* For four-semester courses that use semester exam pattern 2, the
previous semester average is displayed.

* For four-semester courses that use semester exam pattern 1, the

three previous semester averages are displayed.
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Posted |Posted cycle grades for the current semester are displayed by cycle. If you are currently in the first
Cycles |cycle of a semester, the Posted Cycles heading and cycle numbers are not displayed.

Cycle Grades
Semester: 2
Course-Section 04 ENVIRONMENT SYS (4216-34)
PIN: m Calculate Semester Averages
[ Show Withaeaun students |
Posted Posted 2
Sem 1 Cycles Current Semester: 2, Cycle: 3 Semester Grades 2
A Average Report Working
Cyc Cyc Cyc § § (Autod [ Card Report Card Narrative + Working % Posted  Final
ID  Name 1 2 3 Exam Avg 1 2 Grade) Override Citizenship Comments (5000 characters maximum) Exam Average Override Average Grade .3_
993125 ALANIS, 74 76 8 &2 76 85 83 l:l | | | | 83 83 O
CARLOS J 2
993357 COTILE, 77 72 72 84 72 7071 l:l | || | 7 71 72 2
ANALISA G
992794 CRABTREE, 85 91 8 8 84 85 91 l:l | | | | 94 94 89
AARCM 1
992145 GALLEGOS, 81 88 75 52 77 77 73 |:| | | | | 73 73 75
MASON &

If a cycle or semester is closed, the average is pulled from the grade course record and is display
only. If an override grade was entered for the cycle or semester grade, the override grade is
displayed.

Click the cycle average to view additional information on a posted cycle. A window opens to
display the posted cycle average, calculated cycle average, citizenship grade, and report card
comments for the cycle. Click close to close the window.

NOTE: For transfer students, the prior cycle grades are entered at the campus level.

SELF-PACED COURSES
For self-paced courses, a modified version of the Cycle Grades page is displayed to accommodate cycle
grade data for self-paced courses.

Cycle Average|If assignment grades are recorded for the self-paced course, the average (based on the
assignment grades) appears under Cycle Average. The use of assignment grades is
optional for self-paced courses.

Override The final grade for a self-paced course must be manually entered in the Override field,
regardless of the data in the other fields.

The semester grades for self-paced courses are automatically posted when they are saved.

Once saved, failing grades are highlighted in pink.

Save and print:

You must save your grades before you exit this page. Otherwise, your changes will be lost.

IMPORTANT: Saving grades is different from posting grades. You can only post your grades
once at the end of the cycle, as described below; however, you must save any changes every
time you visit this page. This allows you to leave this page and return as you enter cycle
grade data.

2020/07/20 14:48 8 ASCENDER TeacherPortal - Teacher Guide: End-of-Semester/Year Steps


https://help.ascendertx.com/test/teacherportal/lib/exe/detail.php/images/screenshots/teacher-cycle-grades-posted-cycle.png?id=academy%3Aeos

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

U Click Save.

e If your changes were saved successfully, the page reloads, and a message is displayed
indicating that the grades were saved successfully.

e |f you enter an invalid grade, the grade is highlighted in red, and an error message is
displayed at the top of the page. You must correct the error before you can save any

changes.

Print Click to print the cycle grades displayed on the page.

Post semester grades:

O After you enter semester grades data for the course, review your input carefully, and save all

changes.

Once the data is posted by the campus administrator, you cannot change any data. If you
discover an error after grades are posted, you must contact the campus administrator to

correct any errors.

O When you are satisfied with your input for one or more of the cycle grades, notify the system
that you are ready to post:

Select courses to
mark grades as Ready
to Post

Click the link.

This link is only displayed for current cycles that are open for posting.
The campus determines when the cycle is open and closed for posting.

A window opens allowing you to select the course-sections that are
ready to post. All eligible courses are listed.

O Select the course(s), and then click Select.
The window closes, and the selected course(s) are listed below the PIN
field.

O To change the selected courses, click Cancel.
The window opens allowing you to re-select the course(s).

PIN

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

The page reloads, and a message is displayed indicating that the cycle grades were
successfully sent to be posted. The message “[READY]” is displayed in the Course-Section
drop-down list next to the course.

You can submit your grades more than one time if you make a change shortly after mark the
grades as ready to post; however, once the data is posted by the campus administrator, you
cannot change any data.

After grades are posted and the cycle is closed, you can make changes to the grades and view
the working cycle average (e.g., for a student who missed the last few days of a cycle due to

illness); however, you cannot post any changes. Instead, print your changes and submit your
printout to the campus administrator.

NOTE: The campus administrator can run a report to determine which teachers have
posted their grades and which teachers have not yet posted their grades.

Reports:

Generate percent failing report.

Reports > Percent Failing

This report provides the percentage of a teacher's students who have a failing working cycle
average for each class, as well as a total for all of the teacher's classes. The data can be
displayed in a pie chart or grid format. Non-graded courses are not included.

Administrative users have the option to view the data for all teachers across the campus.

NOTE: Background colors may not automatically print, depending on your browser settings.
For more information, click here.
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Percent Failing Report

Withdrawn Students: Mot Included

01 ENVIRONMENT 5Y5 (4216-31) | 0%

OR IKWT PHY & CHERA 4207381 [0

02 SCIEMCE ENRICHM (4218-32) 0% (0
02 ENVIRONMENT 5Y5 (4216-32) 0% |
03 ENVIRONMENT 5Y5 (4216-33) | 0% (
04 ENVIRONMENT 5Y5 (4216-34) 0% (

05 EMNVIRONMENT 5Y5 (42146-35) 0% |

Viewing: Semester 2, Cycle 2,

o/

[=]

=]

Percentage Of Failing Students: 0%(0/108)

Course Section Percent Failing

20)

£ 0

1 20)

/1B)

/ 18)

7 18)

LAY

Generated: Wednesday, May 13, 2020 01:15 PM

Teacher Totals
& 0%Fail
100%Pass

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.
Viewin
Obti 9 In_clude Withdrawn students are not automatically included. Select
ptions Withdrawn ) ) ; )
the field to include withdrawn students in the report.
Students
View Chart Select to view the data in a pie chart as well as the grid
format. If not selected, only the grid is displayed.
The pie chart outer circle displays the data for all of the
teacher's classes.
If any of the teacher's students have failing averages, the
pie chart inner circle displays a breakdown of failing
students by class.
Admin These fields are only displayed if you are logged on as an administrative user.
Options Across Select to view data for all teachers across the campus. Otherwise,
Campus grades are only displayed for the impersonated teacher’s courses.
Force page break between |This field is enabled when
instructors Across Campus is selected.
Select to include a page break
between teachers.

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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Generate missing exam grades report.

Reports > Missing Exam Grades

This report lists students who are missing semester exam grades. The report can only be run for
campuses that require exams and have enabled the option for exams for high school courses.
Otherwise, the message “Report not applicable to this campus” is displayed.

District and campus administrative users have the option to view the grades for all
courses across the campus.

O Specify report options:

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

O Under Admin Options:
These fields are only displayed if you are logged on as an administrative user.

Across Select to view missing exam grades for all courses across the campus. Otherwise, grades are only
Campus displayed for the impersonated teacher's courses.

View Course/Section This field is enabled when Across Campus is selected.

& Instructor in Grid

Format If selected:

If View Course/Section & Instructor in Grid Format is selected, the
report data is displayed in a grid format, and the course-section and
teacher are listed in grid columns. The grid can be sorted by student
name, course-section, or instructor name.

Sample:
Stu ID|Student Name|Course Nbr-Sec Course Name Teacher
(period)

If not selected:

If View Course/Section & Instructor in Grid Format is not selected,
the report data 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 Course Name (period)

Teacher Name
Stu ID Student Name

Course Nbr-Sec Course Name (period)
Teacher Name

2020/07/20 14:48 12 ASCENDER TeacherPortal - Teacher Guide: End-of-Semester/Year Steps
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Stu ID

Student Name
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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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Teacher Guide to ASCENDER TeacherPortal

Teacher Reports

Attendance Reports:
Attendance > 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.

Reports > Attendance Verification

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:
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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.

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 , Jacgqueline K
Student Count: 20

Sem: 2

Student Name
BALDERRAMA, DANMA P
BURFORD-ZAWAHREH, BURFORD-ZAWAHREH
CADDELL, RILEY D.
CASTILLO JR, ALAN H.
CORTEZ, ZAYLEE B.
DELEON, HUNTER .
DUBOSE, RUBY A.
DYE, CANDACE R.
EDWARDS, MALVIN E.
EMGLISH, ANGEL 5.
GAMEZ, GUADALUPE T.
MACIAS, EMILIANGC X.
MATA, MATA
PEREZ, GABRIEL A.
RADFORD, MEGHAN A.
RAMNGEL, QUINTIN M.
RODRIGUEZ, COLT G.
SULLIVAN, MICHAEL G.
VAQUERA, JACOE D.
VAZQUEZ, CHRISTIAN R.

Attendance Code Legend
*: Outside current course enrollment

Attendance Verification Report
Teacher: Onassis , Jacqueline K
Student Count: 20

From: 04/27/2020

Student Name
BALDERRAMA, DAMMA B 994254 11

BURFORD-ZAWAHREH, BURFORD-ZAWAHREH 993037

1
CADDELL, RILEY D. 981173 12
CASTILLO JR, ALAN H. 993929 10
CORTEZ, ZAYLEE B. 994450 12
DELEON, HUNTER J. 981029 11
DUBOSE, RUBY A. 993384 11
DYE, CANDACE R. 993033 11
EDWARDS, MALVIN E. 992457 12
ENGLISH, ANGEL 5. 991798 12
GAMEZ, GUADALUPE T 993281 11
MACIAS, EMILIANG X. 80063 11
MATA, MATA 982160 12
PEREZ, GABRIEL A. 992158 11
RADFORD, MEGHAN A. 992528 11
RANGEL, QUINTIN M. 992704 12
RODRIGUEZ, COLT G. 281030 11
SULLIVAN, MICHAEL G. 993478 12
VACQUERA, JACOEB D. 993746 11
VAZQUEZ, CHRISTIAN R. 992709 12

Attendance Totals Legend

A: ABSENCES 5: SCHOOL-RELATED ABSENCES

Per: 01
ADA Reporting Period: 02

From: 04/27/2020

Per: 01

ADA Reporting Period: 02

Totals

Student IDGrade AS T

000
000
000
000
000
000
000
000
000
000
000
000
000
000
000
000
000
000
000

000

Crs: ENVIRONMENT S¥5 (4216-31)

Campus: 001 - 001 Schoal

To: 05/01/2020
15t Week Total
27 28 29 30 1
Student ID Grade M T w T FAST

994254 11 o o 0
993037 11 0 0 0
981173 12 o o0 0
993929 10 0 0 0
994450 12 o o0 0
981029 11 0 0 0
993384 11 0 o0 0
993033 11 0 0 0
992457 12 0 0 0
991798 12 0 0 0
993281 11 0 0 0
980063 11 0 0 0
982160 12 0 0 0
992158 11 o o 0
992528 11 0 0 0
992704 12 o o 0
981030 11 0 0 0
993478 12 o o0 0
993746 11 0 0 0
992709 12 o o0 0

TEACHER'S SIGNATURE

Crs: ENVIRONMENT 5YS {4216-31)

Campus: 001 - 001 Scheool

To: 05/01/2020

TEACHER'S SIGNATURE
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.
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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.

Reports > Class Roster

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 exported in CSV format, the birth date information is exported; however, the contact
information is not exported.

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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Instructor:

Course:

Viewing:

Generated:

Student ID

993089

993103

993107

293121

993125

993167

293187

Class Roster Report

com.esc20.nonDEModel.Campusinstructor@6327d02a

[01 ENVIRONMENT 5Y5 (4216-31), 02 ENVIRONMENT 5Y5 (4216-32), 02 SCIENCE ENRICHM (4218-32), 03 ENVIRONMENT 5Y5 (4216-33),
04 ENVIRONMENT SYS (4216-34), 05 ENVIRCNMENT SY5 (4216-35), 08 INT PHY & CHEM (4202-38)]

Semester 2 Cycle

Wed May 13 11:24:17 CDT 2020

Student Name Birthday

AARON Tue Oct 22 00:00:00 CDT 2002
MARIO Sun Mov 30 00:00:00 CST 2003
ANGELA Thu Aug 12 00:00:00 CDT 2004
TRINITY Mon Aug 16 00:00:00 CDT 2004
CARLOS Thu Jul 15 00:00:00 CDT 2004

GUADALUPE Thu Jan 16 00:00:00 C5T 2003

ZACKERY Man Dee 02 00-00-00 CST 2002

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
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.

The contact information cannot be exported to a .csv
file.

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.

2020/07/20 14:49
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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.

Reports > Seating Chart

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
Manage Seating Charts page has been re-saved. You must review the seating chart for each

period on the
each chart.

Manage Seating Charts page, make any necessary changes, and then re-save

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.

2020/07/20 14:49
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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.

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.

Grades Reports:

Reports > Student Grade Report (and UIL Eligibility) (if granted access)

Reports > Student Grades Report (and UIL Eligibility)
Reports > Student Group Reports > Student Grades Report
Settings > Student Group Manager > Group Reports > Student Grades Report

This report lists student working cycle averages for all of their courses. Courses in which the
student has failing grades are shaded pink.

e If a posted grade exists for the semester and cycle, the posted grade is displayed.
e If an override grade exists, the override grade is displayed.

The report is available to users who log on to TeacherPortal with a district- or campus-level
administrative ID, teachers who have access to run the student groups report, or teachers who
have UIL access. However, the report can also be run for a student group by any user who has
existing groups.
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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 for which to produce the report, or select NO SELECTION to
run the report for all course-sections. You must specify either a course-section
Student Groups|or special program, or both.

If you are running the group report, Student Groups is displayed instead of
Course-Section. Select the student group for which to run the report.

Special Programs This field is only displayed if you have been granted access to run
group reports. Select the group for which to produce the report. If a
program is selected, the report only includes students enrolled in that
special program.

You can select both a course-section and a special program. If you
make selections in both fields, the report includes only students
enrolled in the course-section who are also enrolled in the special
program.

If you select Generic, the generic program field appears allowing you to
select a specific generic program. Only generic programs for the
campus are listed. If a local program is selected, the report only
includes students enrolled in that program.

Show only students Select to limit the report to students who have at least one course with
with at least one grade|a working cycle average below a specific grade (e.g., below 70), and
below type a grade in the field.

Show only students Select to display only the UIL eligible courses in order to check for UIL
and courses that are |eligibility.
UIL Eligible

If selected, the courses listed are determined by campus and district
settings.

* If the field contains a value in the campus section record, that value
is used.

* If the field is blank in the campus section record, the field on the
district course record is used.

* If both fields are blank, the course is not included on the UIL report.

[ 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.

Reports > Assignment Grades

Reports > Assignment Grades
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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.

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 |Vview 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.

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.

Reports > Rubrics (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.

Print the rubric chart:

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

Set Up Rubrics

Available Rubrics: Edit Rubric: Essay
Options Rubric Name
Q i Essa IV

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.
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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.

Print Select to print the report with student grades. This field is only displayed if the

with selected rubric chart has already been used to grade an assignment.

grades

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.

[ 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.

Grades Reports (Standards-Based):

Reports > Assignment Grades (Standards-Based)

Reports > Assignment Grades Standards-Based

This report lists assignment grades (i.e., scores) and class averages for all students in a
standards-based course according to options entered on this page. The overall class average is
also displayed. The report can be exported as a spreadsheet.

Printing the scores is optional; you can also print the report with just the students' class

averages.

NOTE: If the report is too large to fit on one page, you must export the report in order to
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print the complete report. The Export button is available on the report. If you click Print,

only the first page is printed.

B - indicates the assignment grade is excluded.

H - indicates the assignment grade is marked as late (but not excluded).
H - indicates the assignment grade is marked as re-do (but not excluded).
I - indicates the assignment is incomplete.

M - indicates the assignment is missing.

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.
Viewing | view Select to print the individual assignments and current class
Options | Assignments average on the report. Otherwise, only the student's current
class average is displayed.
View Student Select to display the student names on the report. Otherwise,
Names 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 Withdrawn |Withdrawn students are not automatically displayed. Select the
Students field to display them. The message “W/D” and the withdrawal
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.
SorFlng Indicate the field to sort the report by.
Options

O Click Generate.

* 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.

Reports > Score Trend

Reports > Score Trend Report

This report displays a student's standard assignment grades in a line chart format, which allows
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you to see the student's grade progression for each standard. This report only applies to course-
sections that are set up to use standards-based grading.

The rubric score grid lines are displayed according to the scale used by the campus.
e The vertical line represents the rubric scores as established by the district.

e The horizontal line represents the assignments that are associated with the selected
standard.

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. Or, select All to
generate the report for all cycles to date in the current semester.
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.

Standard Select the standard for which to print the report. Or, select All Standards to print
the report for all standards, where one chart is displayed per standard.

Student Select the student to print the report for.

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.

End-of-Cycle/Semester Reports:
Reports > Blank/Missing Grades

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.
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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. 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.

Viewing 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‘." all 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.

[ 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.

Reports > Student Notes

Reports > Student Notes

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

e 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.

e 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.

e Course Assignment Notes: Notes entered in the Notes field on Settings > Manage

2020/07/20 14:49 14 ASCENDER TeacherPortal - Teacher Guide: Reports



https://help.ascendertx.com/test/teacherportal/doku.php/general/date
https://help.ascendertx.com/test/teacherportal/doku.php/general/date
https://help.ascendertx.com/test/teacherportal/doku.php/reports/studentnotesreportselection
https://help.ascendertx.com/test/teacherportal/doku.php/settings/coursenotes
https://help.ascendertx.com/test/teacherportal/doku.php/settings/coursenotes
https://help.ascendertx.com/test/teacherportal/doku.php/grades/assignmentgrades
https://help.ascendertx.com/test/teacherportal/doku.php/settings/administerassignments

15

Assignments. These are notes entered by teachers about their assignments. The notes
are displayed to parents in ParentPortal.

» 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

Generate

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.

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

2020/07/20 14:49 15 ASCENDER TeacherPortal - Teacher Guide: Reports


https://help.ascendertx.com/test/teacherportal/doku.php/settings/administerassignments
https://help.ascendertx.com/test/teacherportal/doku.php/grades/assignmentgrades
https://help.ascendertx.com/test/teacherportal/doku.php/grades/iprcomments
https://help.ascendertx.com/test/teacherportal/lib/exe/detail.php/images/screenshots/teacher-report-student-note.png?id=academy%3Areports

16

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.

O 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.

Note Type |listed above.

Select Select one or more note types to be printed. The descriptions for each note type are

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
students

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

Page break between
courses

Select to print one course per page. Otherwise, the data will print
continuously.

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.

Reports > Percent Failing

Reports > Percent Failing

This report provides the percentage of a teacher's students who have a failing working cycle
average for each class, as well as a total for all of the teacher's classes. The data can be
displayed in a pie chart or grid format. Non-graded courses are not included.

Administrative users have the option to view the data for all teachers across the campus.

NOTE: Background colors

may not automatically print, depending on your browser settings.

For more information, click here.
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Percent Failing Report

Withdrawn Students: Mot Included

01 ENVIRONMENT 5Y5 (4216-31) | 0%

02 ENVIRONMENT SYS (4216-32) 0%

OR IKWT PHY & CHERA 4207381 [0

02 SCIEMCE ENRICHM ({4218-32) 0% (

0

03 ENVIRONMENT 5Y5 (4216-33) | 0% (

04 ENVIRONMENT 5Y5 (4216-34) 0% (

05 EMNVIRONMENT 5Y5 (42146-35) 0% |

Viewing: Semester 2, Cycle 2,

o/

o/

[=]

=]

Percentage Of Failing Students: 0%(0/108)

Course Section Percent Failing

20)

£ 0

20)

/1B)

/ 18)

7 18)

LAY

Generated: Wednesday, May 13, 2020 01:15 PM

Teacher Totals
| & 0%Fail
100%Pass

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.
Viewin
Obti g In_clude Withdrawn students are not automatically included. Select
ptions Withdrawn ) ) ; )
the field to include withdrawn students in the report.
Students
View Chart Select to view the data in a pie chart as well as the grid
format. If not selected, only the grid is displayed.
The pie chart outer circle displays the data for all of the
teacher's classes.
If any of the teacher's students have failing averages, the
pie chart inner circle displays a breakdown of failing
students by class.
Admin These fields are only displayed if you are logged on as an administrative user.
Options Across Select to view data for all teachers across the campus. Otherwise,
Campus grades are only displayed for the impersonated teacher’s courses.
Force page break between |This field is enabled when
instructors Across Campus is selected.
Select to include a page break
between teachers.

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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Reports > Missing Exam Grades

Reports > Missing Exam Grades

This report lists students who are missing semester exam grades. The report can only be run for
campuses that require exams and have enabled the option for exams for high school courses.
Otherwise, the message “Report not applicable to this campus” is displayed.

District and campus administrative users have the option to view the grades for all
courses across the campus.

O Specify report options:

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

O Under Admin Options:
These fields are only displayed if you are logged on as an administrative user.

Across Select to view missing exam grades for all courses across the campus. Otherwise, grades are only
Campus displayed for the impersonated teacher's courses.

View Course/Section This field is enabled when Across Campus is selected.

& Instructor in Grid

Format If selected:

If View Course/Section & Instructor in Grid Format is selected, the
report data is displayed in a grid format, and the course-section and
teacher are listed in grid columns. The grid can be sorted by student
name, course-section, or instructor name.

Sample:
Stu ID|Student Name|Course Nbr-Sec Course Name Teacher
(period)

If not selected:

If View Course/Section & Instructor in Grid Format is not selected,
the report data 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 Course Name (period)

Teacher Name
Stu ID Student Name

Course Nbr-Sec Course Name (period)
Teacher Name
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Stu ID

Student Name
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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.

Reports > Cycle Grade Range

Reports > Cycle Grade Range

The report displays cycle grades that fall within a specified range according to options entered.

campus.

If a posted grade exists, the posted grade is used.

If no posted grade exists, the override grade is used.

If no override grade exists, the working cycle average is used.

If no working cycle average exists, the auto grade is used.

If no grade exists, the grade is blank.

Administrative users have the option to view the grades for all courses across the

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.

U Under Grade Selection Options, select the range of grades to include in the report.

Grade Level Specify the grade level to run the report for, or leave blank to run the
report for all grade levels.

Show all Cycle Select to include all cycle grades. Blank and incomplete grades are

Grades excluded unless you select Show Blank Grades and/or Show

Incomplete Grades.

Show all Cycle
Grades between

Select to narrow the report to a specific range of grades, and type a
maximum and minimum grade in the Maximum grade and Minimum
grade fields.

A note below the Maximum grade and Minimum grade fields indicates
the highest failing cycle grade at the campus for your reference.

Show Blank Grades

Select to include blank grades on the report, regardless of the settings of
the Maximum grade and Minimum grade fields.

Show Incomplete
Grades

Select to include incomplete grades on the report, regardless of the
settings of the Maximum grade and Minimum grade fields.
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O Under Viewing Options:

View Student Select to display the student names on the report. Otherwise, the names are
Names 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:

Section(s)

All Course Current|Select to narrow grades to only course-sections for the current

semester-cycle.

All

Select to print grades for all course-sections.

Cycle Grade

report

View Current This field is only displayed for standards-based courses.

For the Cycle Grade Range report, select this option to display the student's
cycle average. If selected, the Current Cycle Grade column is printed on the

and displays a cycle average for the student that is not cumulative (as

the Cycle Grade column is), and only takes into account the grades for the
selected cycle. This is for informational purposes only.

O Under Admin Options:

These fields are only displayed if you are logged on as an administrative user.

Across |Select to view grades for all courses across the campus. Otherwise, grades are only displayed for the selected
Campus |course-section or for the impersonated teacher’s courses.
NOTE: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 instructors at the campus, and the fields are enabled.
View This field is enabled when Across Campus is selected.
Course/Section &
Instructor in Grid |If selected:
Format
If View Course/Section & Instructor in Grid Format is selected, the report data is
displayed in a grid format, and the course-section and teacher are listed in grid columns.
The grid can be sorted by student name, course-section, teacher name, or cycle grade.
Sample:
Stu ([Student Period Course Name |Teacher|Grade|Citizenship/Comments
ID Name (Course Nbr-Sec)
(Room #)
If not selected:
If View Course/Section & Instructor in Grid Format is not selected, the report data 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:
Period Course Name (Course Nbr-Sec) (Room #)
Teacher Name
StulD Student Name Grade Citizenship Comments
Period Course Name (Course Nbr-Sec) (Room #)
Teacher Name
StulD Student Name Grade Citizenship Comments
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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.

Multipurpose

Reports:

Reports > Special Programs

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

in parentheses.

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

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
All Course
Section(s)

Select one:

Current|Select to narrow student data to only course-
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?ﬁhl
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.

Reports > Student Groups 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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Teacher Guide to ASCENDER TeacherPortal

Elementary Skills-Based Grading

Elementary Report Cards:
Elementary Report Cards

Grades > Elementary Report Cards > Print Elementary Report Cards

This page allows you to print elementary skills-based report cards for the students selected on
the Print Elementary Report Cards page. The page can only be accessed through the Print
Elementary Report Cards page.

IMPORTANT: Use the Firefox or Chrome browser when printing report cards as an
administrator. Do not use Internet Explorer.

The report cards display data according to options set on the Admin Manage Elementary Skills-
Based Report Cards pages. The following components may be included:

e Letter Recognition skills grid *

e Number Recognition skills grid *

e Spanish Letter Recognition skills grid *

e High-Frequency Word Recognition skills grid *

e Color Word Recognition skills grid *

e Rote Counting skills grid *

e Parent/guardian signature line

e Attendance data, including excused absences, unexcused absences, and tardies by
semester-cycle

e The description of the grading type as entered on Manage Elementary Skills-Based Report
Cards - Page 1 under Grading Type Description. On report cards, this is displayed
under the Grading Guide heading.

* Expectations for the cycle or quarter may also be displayed.

The following may also be included:

e A description of a specific skill is displayed in italic font below the skill name, as entered
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by an administrator on Admin > Manage Elementary Skills Sets. This description is unique
to the skill.

e A skill note may be displayed below the skill name with a bullet if it was entered by an
administrator on the Admin > Manage Elementary Skills-Based Report Cards page. The
skill note is unique to the skill and the report card.

¢ A student-specific skillset note may be displayed below the skillset if it was entered by the
teacher on Grades > Elementary Report Cards > Elementary Report Cards Student Notes
> Skillset Notes.

e Under Teacher Notes, the notes entered on the Elementary Report Card Student Notes
page by semester-cycle are displayed.

e |f the report card is set up to assess only certain skills during a semester-cycle, the report
card is shaded to indicate the skills being assessed in the semester-cycle for which the
report card was printed. The table cells for skills that are not being assessed are shaded
gray. Note that background printing must be enabled in order for the shading to appear
on the printed report cards.

e Quarters 1-4 may be displayed instead of semesters-cycles, depending on the setting
entered on Admin > Manage Elementary Skills-Based Report Cards.

Printing tips

Report cards are designed to print with the parent/guardian address positioned so that it
appears in the window of a standard envelope if the paper is folded into thirds. (This also
applies to elementary skills-based IPRs printed via Grades > Elementary Report Cards > Print
Elementary Report Card.)

Background colors may not automatically print, depending on your browser settings. For more
information, click here.

Before printing report cards or IPRs, you may want to change the Page Setup options to
enable or disable printing of headers and footers. Be aware that if the headers and footers
are disabled, page numbers are not printed, and there is a risk of the report pages (i.e., the
actual papers) getting out of order inadvertently. This could potentially result in a student
receiving the wrong subsequent pages of the report card or IPR if there are multiple pages.
However, you may want the headers and footers disabled for a neater appearance.

e In the browser from the File menu, select Page Setup.

e Under Headers and Footers, ensure that one of the Headers or Footers fields is set
to display the page number. Or, clear all Headers and Footers fields to print report
cards without this data.
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IMPORTANT: Make note of any data that you are deleting so you can reset the
headers and footers after you print the report cards or IPRs.

 Click OK to save the settings and close the Page Setup dialog box.

Print report cards:

After you enter and save any notes for the report cards and select the type of report card you
want to print, click Print selected student report cards. The page displays report cards for all
students selected on the Print Elementary Report Cards for Campus page.

O From Print Elementary Report Cards, select the report card and options, and click Print
selected student report cards.

O Click Print.

Although the report cards are displayed on the screen without page breaks, each report
card prints individually with page breaks between each report card.

O Click Return to Elementary Report Card selection page to return.
Print Elementary Report Cards:

Print Elementary Report Cards

Grades > Elementary Report Cards > Print Elementary Report Card

This page allows you to select the elementary students for whom you want to print report cards.
The report cards display data as set up on the Admin - Manage Skills-Based Report Cards pages.

These report cards can also be used as interim progress reports if needed. You can change the
heading from “Report Card” to “Interim Progress Report” by selecting Print Elementary
Report Card as an IPR.
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NOTE: Admi

nistrative users can use the Admin > Print Elementary Report Cards for

Campus page (which is only available to users who log on to TeacherPortal with a district-
or campus-level security administrator user ID) to print all elementary report cards for a
particular report card type.

Print data:

O Select the course-section you want to print report cards for:

Semester

Select the semester you want to print report cards for.

Cycle

Select the cycle you want to print report cards for.

Course-Section

Select the course-section you want to print report card for.
If the course is marked as ready to post on the Cycle Grades page, the message
“[READY]" is displayed next to the course.

O Click Retrieve

Data.

The grid displays all students currently enrolled in the course-section. Students are sorted by

last name, unl

ess you have specified a custom sort order on Settings > Arrange Student Order.

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

v

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

the first name

NOTE: Sorti

column, the table sorts by first name, then last name.

ng 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
page.)

your custom sort order. (This does not apply on the Post/View Attendance
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Show withdrawn |Withdrawn students are displayed in a blue row, and the message
“Withdrawn” and the withdrawal date 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.

Print Elementary |Select if you are printing the report card(s) to be used as an interim
Report Card as an |progress report. If selected, the heading “Interim Progress Report” will
IPR appear at the top of the report instead of “Report Card.”

Ensure that this field is not selected if you are producing actual
report cards.

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

[ Select the students:

This Class Select to print a report card for the student for only the selected course-
section. If selected, Default View is selected and cannot be changed.
Check All|Select to apply this option for all students in the selected course-
section. If selected, you cannot select All My Classes for the

students.
Report Card (Optional) Type a note that will be displayed on all report cards selected for
Note printing. If entered, it will appear on the report card above the Teacher Notes

section.

Print a Blank Select to insert a blank page between each student. It is recommended that
Page Between |you select this option if the report card has an odd number of pages and is
Students being printed double sided.

Print Report Cards (or IPRs):

Printing tips

Report cards are designed to print with the parent/guardian address positioned so that it
appears in the window of a standard envelope if the paper is folded into thirds. (This also
applies to elementary skills-based IPRs printed via Grades > Elementary Report Cards > Print
Elementary Report Card.)

Background colors may not automatically print, depending on your browser settings. For more
information, click here.

Before printing report cards or IPRs, you may want to change the Page Setup options to
enable or disable printing of headers and footers. Be aware that if the headers and footers
are disabled, page numbers are not printed, and there is a risk of the report pages (i.e., the
actual papers) getting out of order inadvertently. This could potentially result in a student
receiving the wrong subsequent pages of the report card or IPR if there are multiple pages.
However, you may want the headers and footers disabled for a neater appearance.

e In the browser from the File menu, select Page Setup.
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e Under Headers and Footers, ensure that one of the Headers or Footers fields is set

to display the page number. Or, clear all Headers and Footers fields to print report
cards without this data.

IMPORTANT: Make note of any data that you are deleting so you can reset the
headers and footers after you print the report cards or IPRs.

e Click OK to save the settings and close the Page Setup dialog box.

O Click Print selected student report cards.

The report cards are displayed on the Elementary Report Cards page where you can view the
report cards before printing them.

Elementary Letter Skills & Elementary Number Skills:

Elementary Letter Skills & Elementary Number Skills

Grades > Elementary Report Cards > Elementary Letter Skills
Grades > Elementary Report Cards > Elementary Number Skills

These pages allow you to record whether the student has achieved certain skills related to
alphabet letters and numbers. The pages are only available if the letter skills and number skills
grids have been selected for inclusion on the report card on the Admin Skills-Based Report Card
Setup - Step 1 page.

Letter and number skills are a cumulative assessment; they are not stored by semester-
cycle.

Update data:

O Select the student:

Course-Section|Select the course-section for which you want to assess a student.
Student Select a student in the selected course. The student's name is displayed.
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O Click Retrieve Data.

O Enter grades:

Letters |On the Letters page:
Under each letter, select the skill (such as Lowercase) if the selected student has
achieved this skill for the letter. You can select Select All if the student has achieved
the skill for all letters. A description of the student expectations for the quarter or cycle
may also be displayed, if available.
NOTE:
Administrative users can add additional skills by editing the Letters skill set on Admin >
Elementary Skills-Based Setup.
For courses that are using the Letters (including Spanish) skills set, the Spanish
alphabet letters are displayed below the English alphabet letters.

Numbers|On the Numbers page:

Numbers For each number, select the skill (such as Identifies) if the selected
student has achieved this skill for the number. You can click Select All
if the student has achieved the skill for all displayed numbers. A
description of the student expectations for the quarter or cycle may also
be displayed, if available.

Rote Select the skill (such as Backwards) if the selected student has
Counting |achieved this skill. A description of the student expectations for the
quarter or cycle may also be displayed, if available.

NOTE: Administrative users can add additional skills by editing the Numbers and/or
Rote Counting skill sets on Admin > Elementary Report Cards > Manage Elementary

Skills-Based Courses.

Save data:

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

O Click Save.

Elementary Word Skills:

Elementary Word Skills

Grades >

Elementary Report Cards > Elementary Word Skills

This page allows you to record whether the student has achieved certain skills related to high-
frequency word recognition and color word recognition. The page is only available if the High-
Frequency Word List or Color Word Recognition skills have been selected for inclusion on the
report card on the Admin Skills-Based Report Card Setup - Step 1 page.

Word skills are a cumulative assessment; they are not stored by semester-cycle.
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Update data:

[ Select the student:

Course-Section|Select the course-section for which you want to assess a student.

Student Select a student in the selected course. The student's name is displayed.

O Click Retrieve Data.

O Enter grades:

High Frequency Select the skill if the selected student has achieved this skill. A

Word List description of the student expectations for the quarter or cycle may also
be displayed, if available.

Color Word Select the color if the selected student has achieved this skill. A

Recognition description of the student expectations for the quarter or cycle may also
be displayed, if available.

NOTE: Administrative users can add additional skills by editing the High-Frequency Work
Skills or Color Word Recognition skill sets on Admin > Elementary Skills-Based Setup.

Save data:

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

O Click Save.
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