A Tutorial For Using
MicroGrade 3.0.7

For Teachers:

Creating Assignments,
Entering Grades, & Taking

Attendance




MicroGrade Tutorial
Creating Assignments & Entering Grades

Lesson Objective: Able to create and edit class assignments, take attendance, and view grades and
attendance reports.

Review of Key Concepts: Electronic gradebooks are just like traditional gradebooks except that they are
much more flexible, forgiving of mistakes, and powerful to use.

Entering/editing grades is applied only to selected students or assignments. To select a student or
assignment, click on the appropriate name. To select multiple assignments or students, hold down the
shift key and click on the desired names. Choose command (38)-A from the Edit menu to select all
students or assignments. Use keyboard shortcuts whenever possible.

Creating Assignments

Once your gradebook is configured, using it is very easy. You simply add assignments, enter students’
scores, and take attendance just like you would in a traditional gradebook. To

create new assignments: IEM windows Students

Undo ¥4

Cut 3#H

&€ Pull down the Edit menu and choose the desired category. (Recall that you gon? :3
asie

defined these categories when you set up and configured your gradebook.) In Clear

this case, we are going to add homework assignments. Grade standards... 36

Preferences for »

& The Categories window opens (see below). Click the Add assignments radio |JSetup Categories... ¢

Homework (0)...

button and then type in the name of your assignment, total possible points, and | Tests (0)...

Quizzes (0)...
the due date of the assignment. Click Enter. Notice your assignment appears l')""?'ﬂstsigﬂuldi-
rojec
under the desired Research Analysis (0)...
Homework (12) ||| Assignment title: Abbrev:
Quest: p. 5 (12) [Quest: p. 10 | ||| category in the left window and that
Man score: Date: . .
ﬁ;;‘:’{m >0 | [2/24795 | MicroGrade keeps track of the total points to
::':;E:;Ststg?m date, as well as categories and assignments
Research Analysis (0) f:t‘:lggsrg;g:':n“;?t"s“ir:categorg_ . used and available in the lower left corner of
Total of assignment points: 12 the window. In this case, two homework
assignments have been added for a total of
8:‘;:1‘ f;‘t':;':ges 112 points. This includes the 100 point project
= i Geirie.., . .. .
]| @ Rdd assignments = created earlier. When finished adding
Grading period total points: 112 Categorg| Homework v| lick
Categories used: 6, available: 10 assignments, click OK.
Assignments used: 2, available: 126 ((cancel | [ ok ] 9

NOTE: You edit assignments in a similar fashion. Simply open the Categories window, click the Edit
existing radio button, select the assignment you want to edit, make your changes, and click the Enter
button to accept them. Click OK to close the window.



To the right is another example of the kinds of
entries that can be added to this window.
MicroGrade uses these values and your
students’ scores to determine their class
averages and grades.

Opening & Managing Windows
Once you have created your class roster,

assignment categories, and added
assignments, it is time to enter your students’

Homework (269) Category title:

Abbreuw:

Seligman Article (25)
Quest: p. 343 (1) (15)

Homework

Quest: p. 343 (2) (18)
Quest: p. 343 (3) (23)

Quest: p. 155 (3) (10)
Operant Conditioning (40)
Quest: p. 155 (2) (9)
Quest: p. 155 (1) (11)
Questions: p. 307 (14)
Freud Thought Quest. (30)
Article: Direct Dreams (25)

[ sénugier ansignment catagary
[ Extra credit category

Number of low scores to drop: EI

Questions: p. 275 (24)
Article: Brain Waves (25)
Quizzes (120)

@ Edit exristing
) Add categories

l Enter l

Spelling: Behaviorism (25) {2 Rdd assignments __DElEtE---
Grading period total points: 484 Category| Homework v|

Categories used: 4, available: 12
Assignments used: 22, available: 106

[ cancel | |

0K

)

scores. MicroGrade allows you to view your data in four different views (windows). You can open as few

or as many windows (up to four) as you wish. The four different windows are: (a) Class roster; (b)

Student summary; (c) Categories & Assignments; and (d) Class scores.

The class roster window shows students’ names, IDs, total points and class
percentage to date, and letter grade (if you chose this option in your preferences).
You cannot enter scores in this window. To access the class roster window:

& Pull down the Windows menu and choose Class roster (see right). The

Roster window opens (see below).

= Roster “4th Quarter:Psychology”

14 of 14 students visible. Total points: 484. Grades to date.

@ Name [ ID [ Final [ Grade

Kitten Cuddly 943510 212 562 F ]

John Doe 947575 250 S2% F

Ben Dover 949402 434 0% A

Sigmund Fraud 945400 320 662 D

Iz Goodioy 943980 170 xR F

Seymour Heiney 958009 304 632 D

Jovee Kissup 943015 450 9325 A

Cy Kologist 944195 318 G632 D

Penny Lang 943825 378 TR C

Karl Qld 946570 280 8% F

Jack Ripper 947390 383 79 G

Su Spender 940032 253 S2% F

Biff Stuchwell 949340 282 583 F

Tetty Toonsy 948690 357 T4 C

]
]
B Summary “4th Quarter:Psychology” FE
4t| Kitten Cuddly
D 943510. Grade Average: 272/484, 56% F.

Category | Assignment [ Score | Grade

Homework (269) average: 1101269, 413 F 4
Seligman Article (25) 1] 0% F
Quest:p. 343 (1)(15) 7 4734 F
Quest:p. 343 (2)(18) 0 0% F
Quest:p. 343 (3)(23) 0 0% F
Quest:p. 155 (3 (10) 7 0% C
Operant Conditioning {40) 34 853 B
Quest:p. 155 (2)(9) 0 0% F
Quest p. 155 (1) (11) 0 0% F
Questions: p. 307 (14) 10 M C
Freud Thought Cluest. (30) 27 a0z A
Article: Direct Dreams (25) 0 0% F
Questions: p. 275 (24) 0 0 F
Article: Brain Waves (23) 2% 100% &

Iindows
~LClass roster

Class scores

Students

Student summa?
Categories & Assignments

Scores

Tile windows

T

+~Sort by Name
Sort by ID
Sort by Score

Sort in User specified order

The Student summary window

Set User specified order...

shows each student’s scores on

Save window arrangement

individual assignments along with his or her total grade

percentage and letter grade. You can enter/edit scores

from this window. Notes that you generated about

students in the Student Record window also appear

here. To access other students from this window, simply

use the scroll bar in the top left corner of the window to

scroll to the next student. Use the other scroll bar, if

necessary, to see the other assignments. In this case, we

are looking at Kitten Cuddly’s grade summary.

Windows

To access the Student
summary window:

Class scores

Students
Student summary .
Categories & Assigninents

Scores

[

Pull down the Windows Tile windows

T

~Sort by Name
Sort by ID
Sort by Score

menu and choose
Student summary (see

Sort in User specified order

right). The Summary

Set User specified order...

window opens (see left).

Save window arrangement




The Categories & Assignments window shows all of your defined categories, individual assignments
under each category, the assignments’ due dates, and whether the assignments are completely or partly
scored. Use this window to see which assignments are partly scored and help identify those students who

need to turn in assignments. You cannot enter scores in this window.
To access the Categories & Assignments window:

& Pull down the Windows menu and choose Categories & Assignments
(see right). The Cats & Assigns window opens (see below).

EN=—— Cats&Assigns “4th Quarter:Psychology” =——=—E= .
Class has 4 categories, 22 assignments. The Scores WIndOW ShOWS
Homework (269) i ’
Seligman Article (25) Partly Scored 5125/94 a summary of your students
Quesk p. 343(11(15) Fully Scored 5119194 . ..
Quest p. 343 (2)(18) Partly Scored 520094 performance on individual
Quest p. 343 (323 Partly Scored 5123194
Quesk p. 155 (3 (10) Fully Scored 519184 i i
Operant Conditioning (40 Fully Scored 11194 aSSIgnmentS and aSSIQnment
Quest p. 155 {2y {9 Fully Scored  512/94 Tt H
Quest p. 155 (13 (11 Fully Scored 4120194 statistics (if you chose to
Questions: p. 307 (14) Fully Scored 425194

Freud Thought Quest. (30)  Fully Scored 4119194 display them in your
Article: Direct Dreams (25)  Fully Scored 411194
Questions: p. 275 (24 Fully Scored 411194
Article: Brain Waves (23) Fully Scored 413194

Quizzes (120)

Spelling: Behaviorism (23] Fully Scored  5116/94
Classical Conditioning (107 Fully Scored  5/6/194
Psvchosexual Develop (320 Fully Scored  &20/94

To access the Scores window:

& Pull down the Windows menu and choose Class scores (see right). The
Scores window opens (see below). In this case, notice that Terry Tooney
needs to turn in the

Scores “4th Quarter:Psychology” =———HA15 . 5

Category: Homework (269) Seligman article. Recall too
|I=| Assignment: Seligman Article (25) Partly Scored .
| Auerage: 13.08, 52.3%, F; Median: 20, 80%, B; stapev: 12.18, | that since we chose to have

@Name [ ID [ ) Score | Grade .
Rier Cuady— 5310 = — = MicroGrade count unscored
John Dog Q47575 1} 0% F . :
Ben Dover 849402 W% B0% B assignments as zero, In
Sigmund Fraud 945400 25 100% &
Ima Goodboy 943980 o 0% F effect, Ms. Tooney has a
Sevmour Heingy 958009 2% 1003 &
Joyee Kissup 943015 25 10025 A i i
Oy Kologist 944195 25 100% A zero on this assignment.
Penny Lane 943825 2% 10032 &
Karl Old 948570 2% 10032 &
Jack Ripper 947390 1} 0% F
Su Spendser 940032 1} 0% F
Biff Stuchael 949340 1] 0% F
Tetry Toonsy 948690 ? ] HH -

& Tiling Windows

To see all four windows simultaneously:

& Make sure that you have opened all four windows. Pull down the Windows
menu and choose Tile windows. Your four windows are tiled (see next
page). To save this arrangement, choose Save window arrangement...
under the Windows menu. To work in a particular window, simply click on

TG LR Students  Scores

Class roster
v Student summar

Categories & Assignments |
Class scores

Tile windows BT

v Sort by Name

Sort by 1D
Sort by Score
Sort in User specified order

Set User specified order...

Save window arrangement

preferences). Use this window to quickly enter/edit
scores for newly-created assignments and to see which
students need to turn in that particular assignment.

I!!Em Students Scores ]

Class roster
Student summary
~*Categories & Assignments

Class scores

Tile windows BT

~ Sort by Name

Sort by ID
Sort by Score
Sort in User specified order

Set User specified order...

Save window arrangement

+Categories & Assignments

I!mm Students Scores

Class roster
Student summary

Class scores

Tile windows

+ Sort by Name

Sort by ID
Sort by Score
Sort in User specified order

Set User specified order...

Save window arrangement




it to make it active. In this case, the Scores window is active.

Y2 File Edit Windows Students Scores Reports [ B sun5:10:02PM 8 B &
14 of 14 students visible. Total points: 484. Grades to date. Kitten Cuddly
@ Name | 1D | O Final | Grade 1D 943510. Grade Average: 272/484, 56% F.
Kitten Cuddly 943510 272 S6% F
John Dog 947575 230 2% F _
Ben Dover 543402 434 90% & Category | Assignment | Score [ Grade
Sigmund Fraud 345400 320 G6% D Homework (269) average: 1101269, 413 F
Ima Goodkoy 943880 170 5% F Seligman Article (25) 0 0% F
Seymour Heingy 958009 304 G3% D Questp. 343(11(15) 7 475 F
Jovee Kissup 943015 450 93% & Quest:p. 343(2)(18) 1] 0% F
Cy Kologist 944195 318 fifi% D Quest: p. 343 (3)(23) 0 0% F
Panity Lane 943825 378 78% C Quest: p. 155 (31 {10) 7 0% C
karl Old 946570 280 S8% F Operant Conditioning {40) 34 8% B
Jack Ripper 947380 383 79% C Quest p. 155 (2)(5) 0 0% F
Su Spender 240032 253 52% F Quest . 155 (13(11) 0 0% F
Biff Studhweell 9459340 282 S8% F Questions: p. 307 (14) 10 i G
Tetty Toonsy 948690 357 % C Freud Thought Quest. {30) 27 902 A
Afticle: Direct Dreams (25) 1] 0% F
Questions: p. 273 (24) a 0% F
T Article: Brain Waves (25) 25 1002 & —
Scores “4th Quarter:Psychology” =——
Class has 4 categories, 22 assignments. iy Category: Homework (269)
Hornework [ 269) —| Assignment: Seligman Article (25) Partly Scored
Seligman Article (25) Partly Scored Sl2504 | Average: 13.08, 52.3%, F; Median: 20, 80%, B; StdDew: 12.18,
aetpza)ly e S| [ @M TOW T Oww Lene
ussk . artly Soore - A
Quesk p. 343 (3) (23) Partly Scored 523104 JKétf]ﬁ]”D%L;dd'y 33%21?2 g g; E it
Quest p. 155 (3) (10) Fully Scored  519/94 Ben Dover 9494072 20% 20% B
Operant Conditioning (407 Fully Scored 5111094 : 2
X Sigmund Fraud 945400 25 100% A
Quuesk . 1552 (9) Fully Scored 2094 I Goodboy 043080 0 0% F
Questp. 155 (1) (11) Fully Scored  428/94 Seymour Heiney 958009 a5 100% &
Cluestions: p. 307 (14) Fully Scored 4125194 Jovce Kissu 943015 a5 100% &
Freud Thought Cluest. (300 Fully Scored  4119/94 ¥ Sup o
A, Cy Kologist 94419% 2% 1007 &
Article: Direct Dreams (251 Fully Scored 4111094 Penny Lane 943575 75 100% &
Questions: p. 275 (24) Fully Scored 411084 Karl Old 046570 a5 100% 4
_ Article: Brain Waves (23) Fully Scored 413184 Jack Ripper 047300 0 D%f: F
Quizzes(120) . SuSpender 940032 0 0% F
Spelling: Behaviorism (25)  Fully Scored  516/94 Biff Studwell 949340 0 0% F
Classical Conditioning (107 Fully Scored  BI6/94 Termy Toone 948690 o —
Psychosexual Develop (32) Fully Scored 423134 || £ =S4Ehdd S S %
L =

Entering Scores

Once you have created assignments, you need to enter students’ scores.

& Make the Scores window active and scroll to the

Scores “4th Quarter:Psychology”

newly-created assignment. Notice that each student [ category: Homework (319)
) . ) \=| Assignment: Research Critique (50) Partly Scored
has a question mark (?) by his or her name. Click on [g] fverage: 33, 66%, D; Median: 34, 68%, D; StdDeu: 0, 0%
. : ) @ Name [ ID [ O Score | Grade
the question mark (?) beside the appropriate Kiten Cuadly 943510 7 B8% D ]
John Doeg 947575 20 40% F
i i Ben Diover 949402 45 902 A
student and then simply enter the score (see right). et a4c4nn 43
H H , Irma Goodbo 943880 @
Notice that MicroGrade computes the student’s Seymour Hg;ne}, 358009 2
. . Joyee Kissup 943015 P
average for that assignment and assigns a letter Cy Kologist 944185 ?
i i i Penny Laneg 943825 ?
grade (if you chose that option in your preferences). |karioi 946570 ?
Jack Ripper 947390 P
i ieti i SuU Spendar 940032 P
Notice too that statistics for the assignment appear | 02Feiee, 45390 ;
. . T T 9436390 ? 7|
in the top part of the window and are updated after | " =

you enter each student’s score. That's all there is to
it! When finished, SAVE YOUR WORK and back up your files to a floppy disk once a week.

NOTE: You can also enter scores in the Student summary window.



Marking Scores Late, Excused, or Incomplete

You can mark scores as late, excused, or incomplete.

& Select the student whose score you want to change

|
Ll

Scores “4th Quarter:Psychology” =———H15
(see right). Pull down the Scores menu and choose [ Category: Homework (319)

| Assignment: Research Critique (50) Partly Scored

the approprlate Optlon (See below). |n thls case, we 9 Average: 32.58, 65.2%, D; Median: 35, 70%, C; StdDev: 13.45,
@Name [ ID [ O Score | Grade
[TTTE Ll Reports [E TIEEl Reports | Kitten Cuddly 343510 34 fa% D ki
e b = P = John Dog Q47575 20 40% F
Mark incomplete . Ben Dover 949402 45 90% A
Mark excused #E — Sigmund Fraud 945400 L g+ 76% C
Mark late #®L Mark late #®L Ima, Goodboy 343930 INC:*
Sevmour Heiney 958009 *
Fill Scores... Fill Scores... Joyce Kissup 343015 45 905 A
Cy Kaologist 944195 1} 0% F
. _ r _ Penny Lane 943825 18 3\EF
Compute rank in class #¥= Compute rank in class 3% Karl Qld Q4f5 70 2 f8% D
Jack Ripper 947390 28 S6% F
Return to Unscored #U Return to Unscored #U Su Spender 940032 e SO0*  100% A
Clear assignment... Clear assignment... Biff Stuchwell 949340 42 4% B
Tetty Toonsy 948690 36 T2k C ]
Import scores... Import scores... =
scores LITIatR =] have marked Sigmund Fraud’s score as being late and are marking Su
Mark incomplete 1

Spender’s late score as being excused. Notice that Ima Goodboy’s score is
incomplete. This option can only be used for unscored assignments. If the
Incomplete option were chosen for a

student who already had an 0 Only unscored assignments may be

Mark excused #®E
Mark late

Fill 5Scores...

Compute rank in class ¥-=

Return to Unscored #U . . marked incomplete.
Clear assignment... assignment score, the Alert window
Import scores... to the right would appear. Click OK.

Iy

NOTE: You can have MicroGrade compute and display each
student’s class rank in the Summary window. Simply pull down the Scores

Mark incomplete ®1
menu and choose Compute rank in class (see right). The student’s class rank :::‘; fa“t';used :f
appears in the Summary window (see below). Fill Scores...

Compute rank in class #=

Summary “4th Quarter:Psychology”

- 1 Return to Unscored #®U
%] Sigmund Fraud Taking Attendance .
= |D 945400. Grade Average: 358/534, 67% D. Class rank: 6. g Clear assignment...
Import scores...
Category | fAssignment [ Score [ Grade .
Homework (319) average: 2261319, 712 C To take attendance:
Research Critique (50) L 3g* 62 C
Seligman Article (25) 25 100% A
Quest p. 343 (1) (15) 12 80% B
Quest p. 343 (2)(18) 0 0% F & Pull down the Students ;
Quest p. 343 ({23 16 0% C Emmn Scores Reports jf
guest:pi.éssd(_g)m_m . 3; ;g;g menu and choose Mark select Students... ®F
perart Lonconing % . select all students A
ggggg;g- 1;35%19)1) R attendance...(see right).
Questions. p. 307 (14 11 9% C Student records... %R
Freud Thou%ht@usest.)(SD) 2 TG The Mark Attendance Student attributes...
Article: Direct Dreams (25) 25 10025 A ] )
Questions: p. 275 (24 0 %F I window opens (See next Define Comment codes...
) Assign Comment codes...
page).
Setup Attendance...
Define Attendance codes...

Mark Attendance... . #

Import students...




Mark Attendance for Grading Period “4th Quarter” ||W & If the student is present, Slmply press

[Preu lI.leek] [Nth lI.leek] Attend. Codes: + =Present RETURN to advance to the next
Mon | Tue | Wed | Thu | Fri ;?]r =THahrdg .
5/23|5/24|5/25|5/26|5/27 s = fAbsen
John Doe Abs H3 TEx = Tardy Excused student.
Ben Dover N5 Sus = Suspended
Sigmund Fraud [N PCA = Personal Convenience
e Goodbon | S E s T RS B S TR Enc - Ercused & |If the student is absent, open the
Seymour Heiney M5 T = Field Tri
Joyee Kissup & L —rlee T Codes pop-up menu and choose the
Cy Kologist M5 : .
Fenny Lane TS appropriate code. (Recall that these
karl Old Abs [RE] . -
T R - were previously defined.) Once the

] ; code is chosen, you are automatically
Grading Period dates:4/11/94 - 6/3/94
Attendance tracking dates: 1/31/94 - 2/2/95 Cancel Done 55, 207, advanced to the next student. In this

case, we are marking Jack Ripper

truant.
You can quickly go to any week in the grading = =
Mark Attendance for Grading Period “4th Quarter”
period that you choose. (Recall that you (Pres ek (Nent Week] Attend. Codes:  |[¥] X 4/10/94
. . e . Mon | Tue | Wed | Thu [ Fri 4/12/94
previously identified the length of your grading 4/11] 4012|4713 | 4/14] 4415 4/24/94
i Kitten Cuddly Tar Abs
period.) John Doe Bie T ibs e
Ben Dowver
Sigmund Fraud
& Open the Date pop-up menu and choose s Boodboy
Seymour Heiney
the desired week. In this case, we are Joyce Kissup
Cy Kologist Abs
choosing the week of May 1st. Penny Lane
Karl 0nd
. Grading Period dates:4/11/94 - 6/3/94
NOTE: When you first open the Mark Attendance tracking dates: 1/31/94 - 2/2/95

Attendance window, you see the current
week’s attendance. In order for this feature to work properly, the correct date must be set in either the
Date and Time (System 7.5) or General Controls (System 7.x) Control Panels Device located in
the Control Panels folder!



