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Instructor's Guide

Introduction

Welcome to the TeacherEase User’s Guide. TeacherEase is a web-based gadebook that helps
teachers:

e Save Time
e Communicate with Parents

e Increase Student Performance

The idea behind TeacherEase is to save teachers’ time and involve parents in the classroom.
By saving time, TeacherEase frees teachers to do many things that help in the classroom.
Working together as a team, teachers and parents can modify student behavior and improve
student performance.

TeacherEase delivers these benefits with the following features:

e Keep a gradebook electronically on a secure web-site

e Share grades w/ parents on the web-site (for their children ONLY)

e Email parents about student work, behavior, or other issues

e Print out information for parents NOT on-line

e Parents can login and check their students’ progress (assignments, scores, etc)

e TeacherEase is a web-based service. You can access it from anywhere via the Internet.
No software to install or maintain.

This guide will help you get acquainted with TeacherEase so it may become part of your own
classroom routine.

Audience

The TeacherEase User’s Guide is written for teachers who will be using TeacherEase. It
should answer most questions you have when using TeacherEase.

If you administer TeacherEase, please see the TeacherEase Administrator’s Guide.
Parents who use TeacherEase are encouraged to use on-line help.

© 2001-2006 Common Goal Systems, Inc.
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2 Login

The first step is to login to TeacherEase. Once you have accessed the Internet,
¢ Go to www.teacherease.com

The home page describes the basic features of TeacherEase. Feel free to browse the site to
familiarize yourself.

Before you can set up or use any of these features, you need to login. To do so,
¢ Click “Login” at the top of the page

“3 TeacherEase: Login - Micrasoft Internet Explorer =0 =]

J File Edt Mew Favorites Tools Help |
J = Back ~ = - @ = J.ﬁ.ddress I@http:,l',l'www.teacherease.comj o J'@ -

Login

Ermail: ||

Password:

Login I Cops, | forgot my password

Mode: Standard | Secure fEncrypted

How do parents access TeacherEase?

=]
|@ I_ I_ ’_ |ﬂ Internet 4

Typically you'll use the email address supplied by the school, unless you want to use your home email
to correspond with parents. Your password will be supplied by the TeacherEase administrator at your
school (unless you registered online).

If you forget your password, click on the Oops | forgot my password button. This will allow
TeacherEase to automatically email your password to you.

Note: Standard Mode allows you to browse TeacherEase with the best performance. Choose
“Secure/Encrypted” if you want to encrypt all the pages with SSL (secure socket layer). This
will be slightly slower but more secure.

© 2001-2006 Common Goal Systems, Inc.



Instructor's Guide

Update Account

The first time you login, you will be asked to change your password. TeacherEase will
display the “Update Account” page. Choose a password that is easy for you to remember, but
hard for someone else to guess. There are no limitations on the characters used for
passwords. Passwords are case sensitive.

If you would like to change your password at any other time, click on the Update Account
link on the “Main” page:

‘J TeacherEase: Update Account Information - Microsoft Internet Explorer : O] x|

J File  Edit YWiew Faworites Tools  Help |
J s=Back = =» - @ ot J.ﬁ.ddress @html'l,TeacherEase Update Account InFDrmatiDn.htmj G0

Update Account Information B

Login: "Ms. L L"<l@sample.org=

Current Passward:

Title: bz, =

First Marme: IL

Last Mame: IL

Email Address: |I@samp|e.urg
Confirm Email Address: II@Sﬂr‘anE.Drg

Mew Password; I

Canfirmn New Password: I
If I farget my password, I I
can TeacherEase email it to me? ves ¥

Sauel Cancel |

© 2001-2006 Common Goal Systems, Inc.



Instructor Main 7

4 Instructor Main

Once you've logged in, you will find yourself on the Instructor Main page. This allows you
to easily access TeacherEase functionality. For example: adding assignments, entering
scores, or sending email.

To get back to “Instructor Main” at any time, go to the top of the page and click the Main
link. These two names are synonymous. We will refer to Instructor Main as Main
throughout the rest of the guide.

) TeacherEase: Instructor Main - Microsoft Internet Explorer -0l x|
J File Edit “iew Favorites Tools Help | ;ﬂ.
Y ~. J 2 . » -
J L Back ~ g~ \ﬂ @ N JLInkS J % - J.ﬁ.gdress I@ s\ TeacherEase Instruckor Main.htmj Gl:l
- r
Instructor Main —I
Instructor: Jay Birdman
GradeBook Curriculum Communicate Misc
Setup Curriculum Maps Setup Parents Documentation
Assignments Search Maps Email Addresses Behavior Logs
ScoresfComments Lesson Plans ¥iew Parent Info Report Cards
Standards Summary Lesson Library Compose Email Refer a Friend
Attendance Email Logs Update Account
Reports Announcements What's New?
Back to SDAdmins | Back to SchoolAdmin |
=
|&] | Irkernet 4

When getting started, the first step is to click on the Setup link. From the Setup page, you
will be able to define the basic structure of your classes or subjects.

TeacherEase is designed for users to start with the link on the top left of each page and work
their way down. This guide is organized to go top down as well.

Note: You can access TeacherEase from anywhere via the Internet. This means you can use
it from school, home, or anywhere you have an Internet connection. You can also use a
Macintosh, PC, or other computer — as long as it’s connected to the Internet.

© 2001-2006 Common Goal Systems, Inc.
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Setup

At the heart of TeacherEase is a web-based gradebook. Like most electronic gradebooks,
TeacherEase tracks assignments, scores, etc. You can easily generate a summary of student
scores at any time. Since scores are automatically calculated, report cards and progress
reports are completed more easily.

Unlike traditional electronic gradebooks, TeacherEase is web-based. You can automatically
share this information with parents. Parents login to the web site to see their children’s
information. Parents will know the students’ assignments, their current scores, etc. This
functionality is available with no extra effort on your part.

TeacherEase may be used by individual teachers or the entire school. When an individual
teacher uses TeacherEase, they'll perform the initial setup (classes, students, etc). This is
done from the setup menu. Click on the Setup link from the “Main” menu.

We'll use the convention below when clicking a series of links:
Main > Setup

) TeacherEase: Setup - Microsoft Internet Explorer -0l x|
{ ]

J File Edit Miew Favorites  Tools  Help

1
J Bk - () - |_L| |EL| ,J > JLinks > J '@ - Jngdress [&] cpocuy| Y 5o

Setup Al

Basic Setup Advanced Setup

Classes Students

Rosters Import Rosters

Grading Scale Comment Lists

Categories Email Templates

Standards Parent Web Access

Standards-based Scale Email Signature

Lesson Plan Preferences o

Back to Main
-
4| | b

I&] 4 Internet 5

As with the main page, begin with the link at the top of the left column and work your way
down.

If the entire school adopts TeacherEase, it may be centrally managed. This means that a
"TeacherEase Admin" can enter all classes, students, etc. This is desirable for large
installations because is reduces the data entry time spent by teachers (often re-entering the
same students). It also reduces errors that occur when many different people enter data (Jon
Smith, JOHN SMITH, Jonathan Smith, etc).

© 2001-2006 Common Goal Systems, Inc.
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51 Classes

A class is a group of students that you have for a time period. Each class in TeacherEase is

equivalent to a page in your paper gradebook. Click on the Classes link on the Setup page.

Main > Setup > Classes

3 TeacherEase: Classes - Microsoft Internet Explorer

J File Edit  Wiew Faworites Tools  Help

| woeck - = - @A A S 4 B

|JF\Q|C|I’ESS I@ http:,I',l'www.teacherease.cnmIl'instructnrs.l'class\-'iew.ﬁ.llj f?GD H @ -

-0l x]

FY

| TEACHEREASE

Classes

This is a list of your classes. You can create, modify, or delete any class. Students are
given a grade in each grading period. You can rmodify attendance, scares, etcin any
‘active' grading period. 'Closed’ grading periods are preserved for posterity,

SPRIMG (closed)

. Grading . .
Year Title Periods Section Options
2004-05 | Math FALL (closed) 002 |Course Num: Math 101 |Edit delete
T SPRIMG [active) ' mark activefclose
} : FALL (active) ) edit delete
2004-05 |Science SPRING (closed) oo3 Course Murm: 002 mark active/close
2004-05 | Social Studies | FALL tactive] 003 | Course Murn: 083 dit delete

mark activefclose

Create Class Back to Setup

@

I_ ’_ ’_ |4 Internet

| B

Create Class
Adds a new class.

Edit
Changes details for a class.

Delete
Removes a class.

Mark active/close

Allows you to mark a grading period active or closed.

Individual teachers using TeacherEase must input their own class information. If an entire
school has adopted TeacherEase, the main office may input this information for you.

Note: You can “close” grading periods within classes. This allows you to preserve old data

for posterity. Closed grading periods are hidden, so they won’t clutter up your workspace.

© 2001-2006 Common Goal Systems, Inc.




10 Instructor's Guide

5.1.1 Create Class

Create a new class to add to your classes list.

Main > Setup > Classes > Create Class

) TeacherEase: Create Class - Microsoft Internet Explorer ] Y
J File Edit Wiew Fawvorites Tools Help | |',.
J e Back = e - E @ \-‘_;j ? JLinks ? J @ - JF\c_Idress I@ :\Documents and SettingsiMike Xahj @o
Create Class 2l
*Academic Tear: IQUUE-D? "l
*Title: I

*How many grading periods 4 -
do you have per year?

*y'hich grading period IE

are you in now?

Subject Area: I j

(choose 4 for quarters, 3 for trimesters, 2 for semesters, etc.)

Grade Level: I j

Section: I
Course Murnber: I

Take Attendance for Class: | W

Hide Class from Parents: |l

=i
Motes about curriculum,
expectations, etc:

=

* required fields

Save | Back | Ll
|@ Dane I_I_I_I_I_lﬁ Internet 7

Title: What you wish to name the class.

How many grading periods: Choose the number of grading periods your school has in an
academic year.

Hide Class from Parents: Clicking this box will prevent parent access to this class.

© 2001-2006 Common Goal Systems, Inc.
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5.1.2 Edit Class

11

If you’d like to remove grading periods from an old class, use the Edit Class page. This is
useful if your roster has changed and there are a few grading periods that are not valid for this
class. You can also use this page to better control the grading periods for a class or make

other modifications.

Main > Setup > Classes > edit

2} TeacherEase: Edit Class - Microsoft Internet Explorer

| Ele Edt Yiew Favorites

Tools  Help

-1o| x|
L

JeBackvev @ @ @ ”JLinks >

J @ - Jnc_ldress I@ C:\Documents and SettingsiMike Xalcj GO

Edit Class [
Tear: Z006-07
*Title: IAIgehra
¥ o1 M7 [T FaLL
W qz I [T sprING
W as [ ™ sumMMER
*Grading W a4 ™ T4 ™ wINTER
Periods: [T Midterm Exam I ™ FULL-vEAR
™ Final Exam T
[T =em #1 Exam T
[T sem #2 Exam M Ta
Subject: I j
Grade Level: I j
Section: |2
Course I
Murmber:
Take
Attendance: ¥
Hide from
Parents: r
-
Motes:
[
* required fields
ek |
=
|i&] Done I_I_I_I_I_lﬁ Internet 4

© 2001-2006 Common Goal Systems, Inc.




12 Instructor's Guide

TeacherEase is compatible with many different grading period configurations. Choose the
grading period(s) that best fits your school's marking periods.

Quarters: Use grading periods that divide the academic year into quarters.

Exams: Exams can be calculated into final student grades. This is useful for when a
semester, midterm, or final exam needs to be factored into a grade.

Terms: Use any number of grading periods you would like. (Up to eight)
Seasonal grading periods: Use seasonal grading periods.

Note: Deleting a grading period will also delete assignments, scores, attendance, etc. for that
grading period. Please use care that you don’t delete grading periods that contain useful
data.

5.1.3 Mark Active/Close Grading Period

Teachers can enter data (assignments, scores, attendance, etc.) into “active” grading periods.
“Closed” grading periods are hidden for convenience (and data is preserved for posterity).

Main > Setup > Classes > Mark Active / Close

<} TeacherEase: Mark Active / Close Grading Pﬁri_ijt_!_ﬁ_';*',gf;f_ﬂi_l ernet Ex =100 %]

J File Edit Miew Favorites  Tools  Help |
| wpack - = - DE NS § @ | & -

Mark Active / Close Grading Periods =]

Tou can modify attendance, scores, etcin any 'active' grading period, 'Closed’ grading
periods are preserved for posterity,

Address

J Lirks *

Class: 2004-05 002-Science, Section 003, Mr. Tien

!Grading Period State

FaLL IA::tive 'I
SPRING |Clnsed vI

Sanve | Back |

! =
&) l_ l_ l_ @ Internet o

Your current grading period should be marked as active while previous and upcoming grading periods
should be marked as closed.

Assignments and grades can be changed only if the grading period is active. If a grading period is
closed, no modifications can be made. In the above picture, the “FALL” grading period is active,
while the “SPRING” grading period is closed. After the “FALL” period is over, the instructor of this
class would close the “FALL” period and make the spring period active.

Note: To aid data entry, closed grading periods are hidden from view when entering assignments,
scores/comments etc.

© 2001-2006 Common Goal Systems, Inc.
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5.2

Rosters

Rosters show the students enrolled in each class. To view a roster, click the Rosters link on
the “Setup” page.

Main > Setup > Rosters

/J TeacherEase: Rosters - Microsoft Internet Explorer 10| x|

J File Edit ‘iew Favorites Tools  Help
J =Back - = - @ A= |JF\g|dress I@ http:J',fwww.teacherease.cnm,l'cummun,l'j o H '@ - JLinks e
Rosters -
This page shows the students enrolled in a class, Once students are on a roster you can
give them assignments, scores, attendance, etc.
Class: | 2004-05 Math |
Grade Student | Roster e
T Mame BEE Nl Enrolilment | Active? | Notes
9 Jones, Joe 1 true edit delete grading scale
9 Nelson, Tommy 2 true edit delete grading scale
9 Nougan, Tony 3 true edit delete grading scale
9 Smith, Mary 4 true edit delete grading scale
9 ¥rabman, Bob 5 true edit delete grading scale
9 Rexman, Frank & true edit delete grading scale
9 Troboa, Gina 7 true edit delete grading scale
9 Murburt, Dave g true edit delete grading scale
9 Rishman, Tina Q true edit delete grading scale
9 Plackrad, Bob 10 true edit delete grading scale | —
Count 10
Add Existing Students Ta Roster | Create Student | Copy Students | Back |
El
|’.’§L| |_|ﬂ Internet A

Rosters apply to entire classes (not individual grading periods).
Class: Choose a class from this drop down list to view its roster.

Grading scale
Students can have individualized grading scales for a class. This may be useful for special
needs students.

You can use the same roster for multiple grading periods if your class stays the same. If you
have a new group of students for a new grading period, you must create a new class. For
more information on handling changing rosters, see the “Start a New Grading Period” section
later in this guide.

Note: If your entire school has adopted TeacherEase, the main office may have entered this
information for you. Even if a school pre-loads the data, the teacher may be able to change it.

© 2001-2006 Common Goal Systems, Inc.



14

Instructor's Guide

5.3

5.4

Start a New Grading Period

At the beginning of each grading period, instructors need to update TeacherEase. These
updates differ depending on whether the roster changes.

If Rosters are the Same:

If you keep the same roster for the new grading period (or nearly the same roster), you must
"activate™ the upcoming grading period and "close" the completed one.

Main > Setup > Classes > Mark Active/Close

For more information on activating and closing grading periods, see the Mark Active / Close
section of this guide.

If Rosters are Different:

If you have a different set of students in the new grading period, you need to create a new
class.

Main > Setup > Classes > Create Class

After you create the new class, populate to the new roster. You can add existing students or
create new ones.

Main > Setup > Rosters > Add Existing Students to Roster
Main > Setup > Rosters > Create Student

Mark all grading periods in the old classes “closed”. Records will be preserved for posterity.
Main > Setup > Classes > Mark Active/Close

For old classes where the rosters have changed, you can remove unused grading periods
(grading periods after the roster change). This makes your gradebook more organized and
clear. Use the Edit Class page.

Main > Setup > Classes > Edit
This prevents confusion by removing grading periods with rosters that will not be used.

Note: Deleting a grading period also deletes assignments, scores, attendance, etc. for that
grading period. Please use care that you don’t delete grading periods that contain useful
data.

Start a New Academic Year

At the beginning of each academic year, there are a few maintenance operations that must be
performed in TeacherEase.

Create New Classes: Create new classes for the new year. On the Create Class page, select
the upcoming year from the “Academic Year” drop down list.

Main > Setup > Classes > Create Class

Promote Students: If you (or other teachers) will use the same students in the new year,
you'll want to promote them. Promoted students that will be on the new year's master student
list do not need to be typed in again. Adding students to the master student list allows you to

© 2001-2006 Common Goal Systems, Inc.
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add them to class rosters.
Main > Setup > Students > Promote Students

Close Old Classes: Since you won’t use last year's classes any longer, you’ll want to “close”
or delete them.

Main > Setup > Classes > Mark Active/Close
Main > Setup > Classes > Delete

Note: If you delete old classes, you should print out a copy of “Scores/Comments” for each
grading period before deleting. You may also save a copy of the Scores/Comments page to
your local hard drive by clicking “File > Save” from your browser.

Note: If you delete the old classes first, you won’t be able to access and promote old students.
Recreate a single class in the old year to access the previous year's students again. Once you
can view the students, you can also promote them.

© 2001-2006 Common Goal Systems, Inc.



16 Instructor's Guide

5.5 Grading Scale

You can define a “grading scale” for each class. Grading scales convert a student's score into
a grade.

Main > Setup > Grading Scale

2 TeacherEase: Grading Scale - Microsoft Internet Explorer - O] x|
L

J File Edit Miew Favorites Tools  Help

J OBack - o - u @ ;;j ¥ JLinks ¥ J @ - J,ﬁ,gdress I@c:ﬁpguvl G.:.

Grading Scale -

Class: | 2006-07 Biology =]

Min %o

Grade 171

a0

8o

70

ao

1]

Round Up above 0.5

Mmool F

Mote: The school permissions prevent teachers from modifying the letter grades.,
Please contact yvour TeacherEase adrmin if vou'd lilke to change your letter grades.

Impart Scale et Scale | Copy Scale | Back to Setup | =
* il
€l T T e ternet Y

Min %: The minimum percentage needed for a letter grade. (i.e.90% is minimum for an A)

Import Scale
Allows you to choose from common predetermined grading scales.

Set Scale
Allows you to change the grading scale.

Copy Scale
Allows you to copy a grading scale to other classes.

Note: You are not limited to using traditional letter grades. TeacherEase supports other
grading scales [E, S+, S, S-, NI], [1, 2, 3, 4, 5], or any scale you create. Feel free to make
changes to support your individual needs.

Note: If an entire school uses TeacherEase, your grading scale may already be defined.

© 2001-2006 Common Goal Systems, Inc.
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5.5.1 Grading Scale Modes

Teachers often grade differently. To support this variation, TeacherEase supports two
different grading scale modes: points and percentages.

Letter - Letter ,,.
Grade Points Motes crade Min %o Motes
s 3 Secure A 0% Excellent
) 2 Ceveloping | B 80% Yery Good
B 1 Beginning z 70%. Average
] A0 Below Average
F 0% Failure
POINTS PERCENTAGES
Points Mode:

When the grading scale mode is set to points, students' averages are shown as a point value
(i.e. - Mary's final average in English is 3, so she receives an S for Secure). This is useful for
primary teachers who "don't give grades." It's also useful when grading according to
standards.

An example of a points based grading scale would be:

S=3  (Secure)
D=2 (Developing)
B=1 (Beginning)

Percentage Mode:

When the grading scale mode is set to percentage, students' averages will be shown as a
percentage (i.e. — John’s final average in Math is 94%, he earns an A). This is the grading
scale mode that was traditionally used when today's adults were in school (although the
percentages varied widely).

An example of a percentage based grading scale would be:

A >=90%
B >=80%
C>=70%
D >=60%
F>=0%

© 2001-2006 Common Goal Systems, Inc.



18 Instructor's Guide

5.5.2 Import Grading Scale

TeacherEase includes many pre-set grading scales. Before building your own scale, you may
want to try and import a pre-defined scale.

Main > Setup > Grading Scale > Import Scale

3 TeacherEase: Import Grading Scale - Microsoft Internet Explorer =] B
J File Edit View Favorites Tools Help | 'm
Fes o bl . ¥
J O Back » (CJ ~ \ﬂ @ ﬁ HLlnks H @ - Jngldress I@ CiDocuments and SettingsiMile KakellisiMy Documentsi TeacherEase Impﬂ Go
Import Grading Scale [
Subject: 2006-07 1st grade math, Wilkens
Letter . Letter ..
Grade Points  Notes Grade Min % Motes
s ] Secure s 0% Secure
D hed Developing D T5% Developing
B 1 Beginning B 0% Beginning
Letter . . Letter ..
- Grade Points Motes - Grade Min %o Motes
5 2 Satisfactory = T5% Satisfactary
u 1 Unsatisfactory u 0% Unsatisfactary
Letter . Letter ..
Grade Points MNotes Grade Min %o MNotes
E 4 Excellent E 0% Excellent
o e
S+ 3 Good S+ a0% Good
5- hed Below Average =- TO% Below Average
i 1 Failure i 0% Failure
Letter . Letter - Letter .. Letter ..
Grade Points Motes Grade Points Motes Grade Min % Motes Grade Min %4 Motes
A++ 4.3 Excellent C+ 2.3 Average A++  100%  Excellent C+ F7% Average
A+ 4.3 Excellent C z Average A+ A7 % Excellent C 73% Average
i A 4 Excellent C- 1.7 Average | A A3% Excellent C- F0% Average
A- 3.7 Excellent D+ 1.3 Below Average A- A0%: Excellent D+ 67 % Below Average
B+ 3.3 Very Good D 1 Below Average B+ 7% Very Good D 63% Below Average
B 3 Very Good D- 0.7 Below Average B 3% Very Good D- 60% Below Average
B- 2.7 Very Good F ] Failure B- 0% Wery Good F 0% Failure
Letter ., . Letter ..
Grade Points Notes Grade Min %o Notes
& 4 Excellent & 0% Excellent
B 3 Very Good B 0%  Very Good
C 2 Average C T0% Average fn
] 1 Below Average ] 60% Below Average
F a Failure F 0% Failure
Irmport | Back |
=]
[&] | Triternet v

You can import either points based grading scales (on the left) or percentage based grading
scales (on the right). Check the box next to the scale you would like to use and click the
Import button.

Note: If your school has purchased a subscription to TeacherEase, your grading scales may
have been configured by the TeacherEase admin at your site. If so, they'll show up in this
list.
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5.5.3 Set Grading Scale

The Set Grading Scale page allows instructors to modify their grading scale.

Main > Setup > Grading Scale > Set Scale

a TeacherEase: Set Grading Scale - Microsoft Internet Explorer _ ||:||£|

J File Edit “iew Favorites Tools Help ;'.'.

| Qe - @ - ] [B] (0 7 |Junts ™| @ - ||ress B g scoeem=] ] o0
Set Grading Scale -
Class: | 2006-07 Biology =]

Mode [2] IF'en:entage 'I

Calculate Average [2]| W

Round Up [2] ¥

Round Scaores &bove ID.5

Letter Grade

70

TTTTR

Save | Import Grading Scale | Back |

Mote: The school permissions prevent teachers from modifying the letter grades,
Please cantact vour TeacherEase admin if vau'd like to change vour letter grades,

1 | b

€ [T T [ mtemet 4

Mode: Determines if grading scale is based on percentages or points.

Calculate Average: Determines if the mean of student scores is calculated.
Round Up: Allows rounding up to the next grade level. (i.e. 79.5 would be a B)

Note: Leave the Calculate Average checkbox unchecked for classes where you don’t want
to calculate an average.

Note: If your entire school has purchased a TeacherEase subscription, you may not be able
to change your grading scale. It may have been configured by the TeacherEase admin.
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5.5.4 Copy Grading Scale

Copy an existing grading scale to other classes. This helps keep your grading scales
consistent.

Main > Setup > Grading Scale > Copy Scale

2} TeacherEase: Copy Grading Scale - Microsoft Internet Explorer - = o] d|

J File Edit Miew Favorites  Tools  Help |
J GEack - = - (P 2] A S 4 J@v JLinks”J.ﬁ.c_Idress
Copy Grading Scale Al

Copy the grading scales to other classes.

Class: 2005-06 Math 102, Section 1, Mr. Tier

Copy? class MNotes

| 2004-05 Math 101-Math, Section 002, Mr, Tieri

2004-05 002-Science, Section 003, Mr. Tiern

[ 2004-05 083-Social Studies, Section 003, Mr, Tieri e

Cupyl Cancel |
a | _*|_I
|@ |_|_|_|ﬁ Internet 5

Click the checkbox next to the classes where the grading scale will be copied.

After you have established the scale for your first class, you can copy your scale to other
classes.
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5.6

Categories

Categories correspond to types of work within a class. Categories can be used to organize
your grades, or can assign weight to different types of student work. If you are weighting
categories, each category represents a portion of the total grade. The weight of a category
determines its value compared to other categories. For instance, weighted categories in a
class could be: Homework =30%, Tests = 40%, and Quizzes = 30%

Note: You can create categories without assigning weights to them.

Main > Setup > Categories

) TeacherEase: Categories - Microsoft Internet Explorer -0 x|
J File Edit Miew Favarites Toaols  Help ;,.
J '\_)Eian:k - ,\‘_/J - d @ I] ® JLinks ® J @ - Jﬁ-ddress I@C:'l*l Gu:u
Categories B
Class: |2006-07 Social Studies =l
. # of Low Scores
Category | Weight to Drop
Horneworlk | 30 2 edit delete
Tests 40 n edit delete
Quizzes a0 1 edit delete
Mote: If you want to use categaries without weights, set all weights o 0, .
Create Categary | Copy Categories | Back to Setup |
1 | _’l_l
& [ [ [ [ [ mntemet /

Create Category
Generate a new category.

Copy Category
Copy these categories to another class.

# of low scores to drop indicates the number of lowest assignments in a category to drop.
For example, if you select ‘2’ for the “Homework” category, TeacherEase drops the two
lowest homework scores. Dropped scores are not averaged into student’s grades.

Note: Weights do not necessarily represent a percentage. TeacherEase does not require
weights to add up to 100 and can properly calculate scores regardless of what the weights add
up to. However, many students/parents assume weight is a percentage. It is probably easier
and less confusing if your weights add to 100.
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5.7

Standards

Teachers may want to track student performance versus standards. They may also want to
define their own skills and track student performance versus those skills. TeacherEase
provides the ability to do "skills-based assessment™ versus standards or your own skills.

TeacherEase allows you to track skills with "standards". Standards can be either state/
district-defined, or teacher defined skills. TeacherEase uses the terminology "standards” even
if you type the skills in yourself.

Each standard consists of a collection of "standard items™ which are generally organized in
multiple levels, creating a tree structure. The lower the level, the more detailed the
description. A descriptive label further defines the level type. TeacherEase is initially
populated with state/district standards.

After standards have been configured for a class, teachers can enter scores for each standard
(more on this later). This allows teachers to track student performance for each standard and
access useful data like: On which standards are the class struggling? On which skills is a
single student struggling? Are the students make consistent progress?

You can view and manage standards from the Standards page.

Main > Setup > Standards

/3 TeacherEase: Standards - Microsoft Internet Explorer -0l x|
J File Edit “iew Favorites Tools  Help | ﬁ'—"
A ¥ ) ¥ 3
J < Back « > N \ﬂ @ {ul JLlnks J @ - J.ﬁ.c_ldress I@ Ci\Documents and SettingsiMike Kakellisiiy Documents'l,Teacth Go
Standards =
Class: | 2005-05 Algebra =l
Import Standards Create Standard ltem Delete Standard ltems | Back |
Number Description Label

Demonstrate and apply a knowledge and sense of numbers, including :
6 numeration and operations {addition, subtraction, multiplication, division}, | Goal -
patterns, ratios, and proportions.

Students who meet the standard can demonstrate knowledge and use of numbers R
64 and their many representations in a broad range of theoretical and practical settings. | Standard _
{Representations)

641 Hlustrate the relationship between second and third roots and powers of a Ferfarmance edit delete
' numnber, Descriptar

6A.2 Organize problem situations using matrices. Per‘FDr_mance edit delete
Descriptor

64,3 Represent, order, and compare real numbers, Per‘Forlmance edit delete
Descriptor

68,4 Place real numbers on a number line. Per‘FDr_mance edit delete
Descriptor

Students who meet the standard can investigate, represent and solve problems using _
6B number facts, operations, and their properties, algorithms, and relationships. Standard _
{Operations and properties)

oB 1 Compare and contrast the properties of numbers and number systems, Performance edit delete
' including the rational and the real numbers. Descriptor
602 Determine an appropriate numerical representation of a problem situation, Performance edit delete j
[&] |4 mternst 4
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5.7.1

Import Standards
Import state or district standards into this class.

Create Standard Item
Create new standard items, which can reference existing state standard items.

Delete Standard Items
Removes selected standard items from the list. Items may only be deleted if there are no
references to them.

Edit
Modify the existing standard item number, description and label.

Delete
Removes a single standard item from the list. Items may only be deleted if there are no
references to them.

Import Standards

Typically teachers will start by importing state standards into their classes. You can import
an entire standard or just portions of it. Select a standard and you can choose which portions
to import. You can also choose where to add these state standards in the existing list.

Main > Setup > Standards > Import Standards

3 TeacherEase: Import Standards - Microsoft Internet Explorer 10| =|

J File Edit View Fawvorites Tools  Help | f,"

J 0 Fack - .\) = |£| @ f:_\l 2 JLinks * J @ - J.C\gldress I@ C:\Documents and Settings\Mike KakelisiMy DDCIj Go
Import Standards -l

Class: Z2005-06 Algebra, Ms. waller

| I
| E =
| H[H

Show More Standard ltems |

Standard Itemis):

*Place under Heading: |N0ne - Mew standard itern 15 at top level (not under a heading) j

*Position within Heading: I.a'-\t the bottom 'I

Import | Back | -
i€l | T [ e nternet /4

You can create a hierarchy of standard items by using positioning when importing standard.
Use the "Place under Heading" and "Position within Heading" to create a tree structure.
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5.7.2 Create Standard Item

You can manually enter standard items to create your own set of skills.

Main > Setup > Standards > Create Standard Item

7} TeacherEase: Create Standard Item - Microsoft Internet Explorer o ] [
J File Edit ‘jew Favorites Tools Help | ﬂ
J o Back - .\) - @ @ @ i JLinks i J @ - J-D.eress I@ ChDacuments and Settings|Mike Rakelis|My Documentsj G0
Create Standard Item -l
*MNumber: I
*Description:
*Place under Heading: INune - Mew standard itemn is at top level (not under a heading) j
*pgsition within Heading: IAT the hottom 'l
Label: I |
* required fields
sk |
[
|@ Dane l_l_l_l_l_lﬂ Internet 4

You can create a hierarchy of standard items using positioning and labels. Use the "Place
under Heading™ and "Position within Heading" to create a tree structure.
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5.8

Standards-based Scale

Teachers can define a standards-based grading scale to assess standards-based performance.
Each standard can be assessed with a "skill level” for each student. This gives administrators,
teachers, parent and students a common vocabulary to communicate about student skills.

Main > Setup > Standards-based Scale

) TeacherEase: Standards-based Scale - Microsoft Internet Exple =10l x|
J File Edit Wiew Favorites Tools  Help .1.
J Oﬁack - -J - |£| |EL| ;j » JLinks > J % - Jﬁ-ddressl Ak 'I Gu:u
Standards-based Scale [
Class: | 2005-06 Biology =
Skill Level |Points| MNotes
= K] Secure edit delete
] z Developing | edit delete
B 1 Beginning |edit delete —
Import Scale Create Scale ltem | Back to Setup |
1 | _’l_l
€ T T [ nkemet /4

You can choose a pre-defined scale and then modify it to meet specific needs. Point value
scales are fixed, top-down and cannot be changed.

Import Scale
Choose a predefined scale to use for this class.

Create scale item
Add additional skill levels( scale items) and position them within the existing scale. Scale
items can be modified until referenced by courses, curriculum maps or classes.

Edit
Modify the skill level or notes. You may not modify the points once the scale is created.

Note: It is highly recommended that once your scales are in use, that you refrain from
changing them. Doing so may cause confusion on reports and other references to the scales.

Delete
Delete a scale item and adjust existing scores that use it. You can't delete a scale once it is
referenced by a course, curriculum map or class.
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5.9

Lesson Plan Preferences

TeacherEase allows teachers to enter a large amount of data when creating lesson plans. This

may not be desirable for all teachers. Some teachers will

want lesson plans with less data.

The "Lesson Plan Preferences” allow teachers to configure the structure of their lesson plans.

Teachers choose the information they'd like to enter when creating lesson plans. Chosen

areas will apply to lesson plans for all classes.

Main > Setup > Lesson Plan Preferences

/) TeacherEase: Lesson Plan Preferences - Microsoft 1

=10l x|

J File Edit Miew Favorites  Tools  Help

i .I.

JOEackva |ﬂ @ :ﬂ ”JLinks ”J@v

J Address Go

Lesson Plan Preferences

4l

Information Active?
Specific Objectives Tes
Step by Step Procedures |Tes
Azcessment Tes
Materials Tes
Anticipatary Set Tes
Connections Mo
Adaptations Mo
Extensions Mo
=et Lesson Flan Preferences | Back |
4 |
/&] Done |_|_|_|_|_|ﬂ Internet

Set Lesson Plan Preferences
Select the information to appear on lesson plans.

Note: This concludes the Basic Setup portion of this guid
Assignments page, which is located at Main > Assignme

e. We will now skip ahead to the
nts. Documentation on the

Advanced Setup features is at the end of the guide. Features in Advanced Setup can be

configured later.
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6 Assignments

During a grading period, students will perform work or be assessed on their skills. This
includes homework, tests, quizzes, individual assignments, and/or any other type of work you
choose. In TeacherEase, each piece of student work is called an "assignment."

You'll create a number of "assignments” in TeacherEase during a grading period. You can
automatically share these assignments with parents. With this information, parents can take
an active role keeping their students current with assigned work. This is the on-line
equivalent of a homework folder sent home with students each night.

You will give each student a score and/or comments for each assignment. We'll talk more
about giving scores/ comments in the next section. In addition to traditional grades, you can
also align assignments to standards and give students standards-based grades.

Main > Assignments

3} TeacherEase: Assignments - Microsoft Internet Explorer 10l =|
J File Edit ‘“iew Fawaorites Tools Help | I'..
A, 3 . 3 p
J €] Back - > J \ELI ul JLlnks J % - JAeress I@ C:\Documents and SettingsiMike XakellisiMy DocumentsiTeacherEase Assignments.htm j Go
Assignments [
Class: | 200505 O3, Algebra |
Assess q
Date Due Title By Pos:slhle Standards Notes
Points
[21
. Mot Mot Wwaorksheet sent horme daily. enter scoresfcomments
¥ : "
Daily Homework Graded |Graded Handed in start of each class, |edit delete
. . ter scores/comments
ent !
9/8/2006 Chapter Quiz Points 50 odit delete
6A[D] - Students who meet
Chapter 1 ! the standard can demon... enter scores/comments
3/15/2008 Overview Test Points 100 6B[B] - Students who meet edit delete
the standard can inves...
First Nine . 6 - Demonstrate and apply a enter scores/comments —
10/27/2006 Weeks Test Points 100 knowledge and se... edit delete
Create Assignment | Caopy | Scores/Comments Standards Printable Page | Back |
=
@ [T T T T e merne Y

Create Assignment
Generate a new assignment.

Copy
Copy existing assignments to another class or active grading period. You can also copy
grades for students in both classes.

Scores / Comments
View scores and comments for assignments.

Standards
View standards-based scores for classes.

Enter Scores/Comments
Each assignment can be given a grade by clicking the link in the corresponding row.
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6.1

Typically, assignments are visible to teachers/students. This increases student accountability
because parents are able to know what their student is assigned at all times.

Note: Primary/kindergarten teachers can enter assessments as “assignments.”
Create Assignment

In TeacherEase, an assignment is any type of student work. Create a new assignment each
time you give students new work or do an individual assessment.

Main > Assignments > Create Assignment

<} TeacherEase: Create Assignment - Microsoft Internet Explorer oy ] [
J File Edit Wiew Faworites Tools  Help | l',.
: - P, > b5
J OBack - } - @ @ o) JLinks J@ - Jngdress |@ CiDocuments and SettingsiMike xakelisit » | By o
Create Assignment -]
Save | Save & Enter Scores/Comments | Back |

2005-06 23, Algebra

Class: 2005-05 03, Biology

Date Due: IALIQLISt j |3 j |2DDE j [ Don't show date for assignment {ignore date)
Title: I

fssess by [2] IF'DintS j [T save as default

Possible Points: [7] I [T save as default

[T Extra Credit (add percentage paints to the final average)
[T Mot Graded {traclk only whether the assignment is handed in)

Speoial Types: [7]1

Standards and

: , . 5
Expected Student would wou like to track students' progress with respect to standards:

Tou can setup standards for your class,

Competency:
=
Motes: —
(HTML allowed)
=
Save | Save & Enter Scores/Comments | Back | _|
|&] Done |_|_|_|_|_|ﬂ Intermet 4

Class: Choose the class(es) you are creating an assignment for.
Due Date: The day that the assignment is due.
Title: What you are going to call the assignment.

Assess By: Teachers have different styles of grading. To support this, TeacherEase allows
different assessment types. You can mix/match the following types for your assignments.

e Points: Gives each student a numeric score (i.e. 95/100)
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e Percentage: Gives each student a percentage for their work. (Not available if
grading scale mode=points)

e Letter Grade: Gives each student a letter grade for their work. You can choose
any letter grade on the grading scale.

e Items Correct: Assignments are scored by the ratio of correct questions to total
questions. For example, suppose an assignment contains 12 questions and is
worth 20 points. If a student gets 11 out of 12 questions correct, TeacherEase
automatically computes a score of 18.33/20 without any calculation on your part.

e Complete/Not Complete: Marks each student’s work Complete, (getting full
credit) Not Complete (getting no credit), or % credit.

Possible Points (or weight): Sets the total number of points an assignment is worth, and
hence its weight. An assignment’s weight is directly proportional to its impact on a grade.
For example, assignments with twice the possible points are worth twice as much when
calculating the average.

Note: Possible Points is called weight when grading scale mode is set to points.
Special Grading Situations:

e Extra Credit: TeacherEase can give two different types of extra credit. One type
affects the final average and the other affects an individual category score.

The first type of extra credit affects a student’s final average. Click the "Extra
Credit" checkbox to add percentage points to the final average. A student’s final
average increases by the number of points the student scores.

For example, if a student’s average is 85% and you create an extra credit
assignment where they score 5 points, their final average will increase to 90%.

The second type of extra credit affects a student’s average inside a category.
Create an assignment worth zero possible points (don’t check "Extra Credit™).
When you give this assignment a score, it will raise the student’s running total of
points scored in the category— thus raising their category average.

For example, suppose there are 500 possible points in the homework category.
The instructor creates an assignment in the homework category with zero
possible points and gives the student 5 points. This gives the student a 1%
higher homework grade.

¢ Not Graded: Choose this option if you do not grade an assignment, but would
still like to track whether it has been handed in.

Standards and Expected Student Competency: Assign standards and expected skill level
to assignments. Teachers may want to align their assignments with standards and assess
student performance versus standards. You can choose standards and a standards-based
scale. This allows you to do "skills-based assessment” versus standards using a standards-
based scale.

Notes: Offer a more complete description of the assignment. You can use HTML in this
section. If you've uploaded the assignment to the Internet, you can link to the assignment
using HTML (so parents / students can download the actual assignment).
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Scores / Comments

Now that we’re able to create assignments, the next step is to assess student work.
TeacherEase allows you to enter both scores and/or comments for each assignment. The
Scores / Comments page resembles a paper grade book with a list of students' names,
assignments and their scores. This page is initially empty. Assuming you've already created
an assignment, the next step is to enter scores and comments.

Main > Scores/Comments

} TeacherEase: Scores / Comments - Microsoft Internet Explorer T
J File Edit View Favorites Tools Help ‘ ?
Back - - Ij Iﬂ //b 7| ks @ v | | Address I@ C:iDocuments and SettingsiMike XakelisiMy DocumentsTeacherEase Scares - Comments. hktm j GO
€ { ) 2« il : G ly -
2l

Scores / Comments

Class: | 200506 G3, Algebra =l

Create Assignment | Enter Scares | Standards | Assignments | Send Email | Back |
Heading: Vertical it Letter| Daily Homework | Chapter Quiz | Chapter 1 Overview Test | First Nine Weeks Test |pgints | Points

Total == \Grade ScoredPossible

Date Dus 28 3/15 10427
Possible Pts Not Graded 50 100 100
Average | sa7s | A 164.7 84.5 87.7
og P M| vss | A POE 82 75 85 242 | 250
Duck b | 11 A mE 99 89 1022 290 | 250
blero by TS A 93 93 100
Wonka W | =92 B &3 66 81 76 223 250

Show Key To Icons

Create Assignment | Enter Scares | Standards Assignments Send Email |Back|

Print Mode: | Optimized for Wiewing on the Screen j

Show Assignments: |Last 15 =

Show Heading: | Mormal =

Edit Made: | Large 'l
Sort Assignments By: | Date 'l

Sart Students By: |Last Name =l
Highlight: [ On =
Show Scores By: I Default j
Save Current Settings
| =
‘@ ’_l_l_l_’_ O Internet 4
Create Assignment

This button allows you to create an assignment without going back to the Assignments page.

Enter Scores
Allows you to enter scores for your assignments. You can also click on an assignment,

student, or individual score to enter scores and comments.

Standards
View standards based scores.
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Assignments
View a list of all assignments.

Send Email
Compose and send email to parents/students about assignments.

At the bottom of the Scores/Comments page you can customize how data is displayed:

Print Mode: Gives you several different formatting options for printing the gradebook. You
can print out student numbers instead of names, for anonymous postings, summaries, etc.

Show Assignments: Set how many assignments to show on the page. If you have a large
number of assignments, an option to Show Recent will appear at the top left of the table,
under "Heading:". This allows you to view the most recent assignments, displaying the
number of assignments chosen in "Show Assignments".

Show Heading: Change headings to be vertical to gain space on page.

Edit Mode: With the edit mode on you can do "in place editing" of scores by clicking on a
student/assignment cell. Small/large determine the amount of data to enter.

Sort Assignments By: Sorts assignments either by due date or category. (e.g. Set
assignments to display by "date descending” will display the most recent assignment first.)

Sort Students By: Sorts students by name, student number, grade level or roster number.

Highlight: Highlights the row in the grid for ease of reading. May be turned off, if
preferred.

Show Scores By: Allows you to change how scores are displayed. For example, if you
choose "percentages” from this list, all scores will be shown by percentage. If you choose
"letter grade," letter grades will display.
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7.1

Enter Scores / Comments by Assignment

Now that you've created assignments, the next step is to grade them. One way to enter grades
is to use the Enter Scores/ Comments page.

Main > Scores/Comments > Enter Scores

4} TeacherEase: Enter Scores / Comments by Assignment - Microsoft Internet Explorer o ] [
J Fil=: Edit Yew Favortes Tools Help | :,'
b h EN | »
J <) Back ~ =2 I I_LI IELI o] J Links J @ < Jngdress I@ CiiDocuments and SettingsiMike KakellisiMy DocumentsiTeacherEase Enter Scares - Comments by Assigmj ﬂ Go
Enter Scores / Comments by Assignment =l
Class: | 2005-06 Q3, Algebra =l

Assignment; | 31572006 Chapter 1 Overview Test, 100 pts |

Save | Save & Send Email | Mark Blanks Missing | Mark Missing Zera Give Full Credit | Cancel |
Handed In q
Score P Comments Email
Student (/ 100 pts) E‘::a;r;gd GA 6B Comments Private Late Sent
Dog, Pluta 75 pts [Handed In = [6 =[[[6 =] =l O | e
Duck, Daffy |83 pts |Handed In >[5 =l|[s =|||Gave Extra Effortl i O | we
Mouse, Mickey [93 pts [Handed In =|[5 =[5 =||[Excellent work i O | we
=
wanka, willie |51 pts || Handed Inj IB j IB j 5 O | Ho
I add this to the © t list. Select Comment From List |
" Hide scores from parents/students (also don't calculate into average) o
Save | Save & Send Email | Mark Blanks Missing Mark Missing Zero Give Full Credit | Cancel |
sort By: [Last Name =l
[l
[&] bone ’_’_’_I_I_ B Internet v

Score: For each student, enter his or her score. Blank scores are discarded and not
calculated. Put in a zero to lower the student’s grade. TeacherEase will function slightly
differently depending on the type of “assess by” used for the assignment.

e Assess by Points:
TeacherEase will present you with an edit field. Just type in a number (i.e. the student
scores 8 out of 10). If you leave the score blank, TeacherEase will ignore this assignment
when calculating the grade.

e Assess by Percentage:
TeacherEase will present you with an edit field. Type in a number that corresponds to the
percentage score the student achieved.

e Assess by Letter Grade:
TeacherEase will present you with a list. You select the letter grade that corresponds to
each student’s performance. If you leave the score blank, TeacherEase will ignore this
assignment when calculating the grade. The actual percentages underlying the letter
grades are shown at the bottom of the page.

e Assess by Items Correct: TeacherEase will present you with an edit field. Type in the
number of questions for which the student was correct. TeacherEase will calculate the
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percentage correct and scale the score appropriately for the assignment's possible points.

e Assess by Complete / Not Complete:
TeacherEase will present you with a list. You can select “Complete,” “1/2 credit,” or
“Not Complete.” “Complete” will give the student full credit, “Not Complete” will give
them a zero, and “1/2 credit” will give them half. If you leave the score blank,
TeacherEase will ignore this assignment when calculating the final grade.

Handed In / Missing / Excused: Allows teachers to track the status of an assignment.

e Handed In: Indicates that the assignment has been given to the teacher.
e Missing: An assignment that has not been turned in.
e Excused: The assignment does not count towards the final grade.

6A/6B: Represents the number for a standard/skill. For each standard selected for this
assignment, you can enter a standards-based score. These scores are collected for each
standard and reflect the students’ standards based performance, in addition to their assignment
score.

Comments: A list of comments to describe student’s work. Change these comments in the
Setup menu. You may choose to write personalized messages about a student or select from a
comment list.

Comments Private: Hides comments from parents/ students.

Late: Marking this box will cause the symbol for late work: to show up next to the
assignment.

Sent Email: Indicates if an email was sent regarding this assignment.

There are a number of buttons at the bottom of the page that make grading more convenient:

Mark Blanks Missing
Click this button to mark blank assignments as ‘missing.” It works well to click this button
after entering all scores from a stack of papers.

Mark Missing Zero
Inputs a score of ‘0" for each missing assignment. Click this button to lower students’ grade
for missing work.

Give Full Credit
Gives a score of 100% to all students that have not yet been graded. This is useful for
homework when many students receive full credit.
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7.2

Grading Icon Explanations

At the bottom of the Scores/Comments page there is a key for any icons that may appear:

Blank - Not counted toward student average
- Handed in but not yet graded
Missing and score is set to zero
Missing but scare is blank (not counted against student average)

i - Excused and not counted toward student average
m - Dropped and not counted toward student average (configured in cateqgories)
v .

Complete and given full credit

™

- Mot Carmplete and given no credit

E>| - Comments exist about student work (click to view)

- Ernail was sent about student work

9 - wark was handed in late

@K

@J Handed in but not yet graded: An assignment has been handed in but not given a
grade. Useful for parents to make sure their child is turning in assignments.

P Missing and score is set to zero: No assignment has been turned in and the student
receives a zero.

P Missing but score is blank: The assignment is missing but the student is not penalized.
Enter a zero if you want this missing work to count against the student’s average (or click
Mark Missing Zero).

Excused and not counted toward student average: Use this option if you have
excused a student from an assignment. It will not be calculated into their average.

i Dropped and not counted toward student average: TeacherEase allows a certain
number of the lowest assignments in each category to be dropped. Configure the number of
dropped assignments for a category in the Categories screen.

v Complete and given full credit: Will only display when grading assessment has been
set to Complete/Not Complete. Think of this as “all or nothing” grading. Indicates full credit.

* Not Complete and given no credit: This icon will also only display when the grading
assessment is set to Complete/Not Complete. Indicates zero credit.
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7.3  Graphing Icon Explanation

On the Scores/Comments page, under each assignment and next to each student is a graph
icon. Click it to generate a graph of students' score distribution. This is useful to determine
how well the students have learned material assessed by an assignment. If many students
have scored poorly, this material may need to be re-taught. If many students have done well,
it may be time to move to the next topic.

Chapter 1 Overview Test
a/15
100

4.5

75

g9

93

g1

3 http:/ /www teacherease.com - Teacher -0l x|

File Edit Miew Favarites Toals  Help J@ "‘I.';.

Score Histogram

Assignment:

89/15/2006 Chapter 1 Oweriew Test, 100 ptsj

25

2.0 4

1.5 4

1.0 4

0.5 4

0.0 -

A B c D F
(_ Chapter 1 Overview Tsst)

Clase |
(&] Done l_ l_ l_ l_ I_ |4 Inkernet &
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Clicking the icon next to a student generates a graph of their score trendline for all
assignments. This can help an instructor determine how well the class is progressing on
skills. If the students are learning well, their scores should be increasing. If a student is not
trending upward, they may need extra help. If the class is not trending upward, the instructor
my want to explore different teaching methods to transfer the material.

Dog P ﬂ
Duck D ﬂ
Mouse M ﬂ
Wonka W ﬂ
R http:/ /www.teacherease.com - Teacher O] x|
File Edit Wiew Favorites Tools  Help J @ H
Student Performance Trendline
100
%1 *
E_ﬂ 1 mmmmea Py —— o — -
70 + *
W N
5,‘] 4
40
:}ﬂ i
2“] 4
10 1
ﬂ T T T
1 2 3
( & Reddyl _-"Trend )
/&) Done l_ l_ l_ l_ I_ |4 Internet v
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7.4  In Place Editing

TeacherEase allows you to enter/edit scores directly on the Score/Comments page, much like
entering into a PC-based gradebook. This simplifies your grade entry by eliminating the need
for clicking on each assignment or student. This is particularly helpful when entering late
work for various assignments or students. It is also useful for schools with slow/congested
network connections. To enter scores, click on the intersecting cell for a student and
assignment.

Main > Scores/Comments

3 TeacherEase: Scores / Comments - Microsoft Internet Explorer i ] |
J File Edit Wiew Favorites Tools Help | '?,.
J GBaCk = O - \_L| @ {:] ? JLinks »H @ - JAddress I@ C:\Documents and Settings\Mike Xakelis\My Documents) TeacherEase Scores-Comrrj Go
Scores / Comments d
Class: | 200508 Q3, Algebra =l
Create Assignment | Enter Scores | Standards | Assignments I Send Email | Back I
Heading: Yertical | Total | gter/Daily Homework |Chapter Quiz | Chapter 1 Overview Test | First Nine Weeks |pgints | points
il Grade il jilie ] Test W ScoredPossible
Date Due /8 9715 10/27
Fossible Pts Mot Graded 50 100 100
Average Ml 8357 | B 77 84.5 87.7
Dog P fig| 7e8 | c LOE 32 75 85 192 | 250
Duck D Bt 95 | A [mE 49 | 1028 240 | 250
93 El
Handed In vl e
Mouse M
Ul | 5067 B = Excellent Work! Vl fz1 4=
T ERN
6B |5 7]
Wonka W Wl sos | B - 1H]| 45 81 76 202 250

Show Key To Icons

Create Assignment | Enter Scores | Standards Assignments Send Email | Elackl

Print Mode:lOptimized far “iewing on the Screen j

Show Assignments: Im
Show Heading: W
Edit Mode: lm
& [T e nkernet

N

Edit Mode:

The default edit mode is "Large". This allows you to enter all the data displayed on the
Enter Scores/Comments pages. If you find that you rarely enter comments, you might want
to set the mode to "Small". This allows you to put in scores and use special codes, but not
select comments from the list.

After entering the data, use the enter, tab, or arrow keys to move to the next cell. Click the
[X] at the top of the cell to undo your most recent changes.
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Enter Scores / Comments by Student

Often students are absent and need to make up work. To aid the teacher, you can enter all of
a student’s scores on a single page. On the Scores / Comments page, click on any student
name. This will take you to the Enter Scores / Comments by Student page. This is very
similar to previous page, but shows all the class assignments for a single student.

Main > Scores / Comments > [click a student’s name]

3 TeacherEase: Enter Scores / Comments by Student - Microsoft Internet Explorer — IEllﬂ
J Ele Edit Yew Favorites Tools Help | i
J O Back - \) = @ @ " ]j * JLinks * J @ - J-ﬂddress I@ CiDocuments and Settings\Mike Rakellis\M Documents'l,Teacrj G
L al : g Y
Enter Scores / Comments by Student |
Class: |2005-06 Q3, Algebra |
student: IWonka, Willia 'I
Save | Enter Scores by Assignment | Cancel |
Handed In .
Assignment Score Missing Comments Cl;r:;;naetgts Late gn;ﬁ'tl
Excused
Daily Homework |Excused j |Absent - please make up work j r [ | No
Chapter Quiz |45 / 50 pts |Handed |nj I j r r | e
Chapter 1 Overview Test |81 /100 pts I Handed Inj I j r ] Mo | _|
First Mine Weeks Test I?E /100 pts I Handed In j I j r [ | Ma
Save Enter Scores by Assignment | Cancel | -
& [T [T (e meemet 4
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8 Standards Summary

Once standards-based scores have been entered, it's useful to see a summary of the class and
student performance. The "Standards Summary" page shows an overview of the students'
performance on standards. The page shows a list of students, standards and the student
performance on those standards. You can drill into the assignments which assess a particular
standard. You can also easily identify the class averages on a standard and the expected
performance.

Main > Standards Summary

/3 TeacherEase: Standard-based Scores - Microsoft Internet Explorer 1Ol x|
J File  Edit  Wiew Favorites Tools  Help | ':-.
J [:)Back S Q - @ @ \_Ij 2 JLinks ? J @ - J.ﬂ.gdress I@ CiDocuments and Settings\Mike KakelisiMy Docj Go
Standard-based Scores -l
Class: | 2005-06 O3, Algebra =l
ScoresiComments Assignments | Elackl
¥ Hide Standards with nao Assignments
Expand All | Collapse All Below|MeetsExceeds
skill | skill | skill | ol o W op M
Level |Level| Level [~ = -
Assignments Overall|lChapter QuiziChapter 1 Overview Test
Expected Skill Level ] ] ] B
Average o} o} o} o}
Dog P 1 1 ] B B B B
Duck D o 0 2 s s s s
Mouse M 1] 1 1 (] B = =
Wonka W 1 1 0 o} o} B B
ScoresiComments | Assignments | Elackl
Assessment Mode:lSimpIe Awerage j
Show Scores By:ILetter Grade 'I i
Show Heading:anrmal 'I
Sort Students By:lLast Marme j
Highlight:IOn vl _I
] LT T e mtemet 4

If you want to see assignment details click on the standard number. "Expand All/Collapse
All" will expand/collapse all standards displayed.

At the bottom of the Standard-based Scores page you can customize how data is displayed:
Assessment Mode: Determines how the scores will be calculated and displayed. You can
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choose to calculate either a simple or weighted average. You can sort scores by highest,
lowest or last score given.

Show Scores By: Allows you to change how scores are displayed. For example, if you
choose "points™ from this list, all scores will be shown by points. If you choose "letter
grade,"” letter grades will display.

Show Heading: Change headings to be vertical to gain space on page.
Sort Students By: Sorts students by name, student number, grade level or roster number.

Highlight: Highlights the row in the grid for ease of reading. May be turned off, if
preferred.
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9 Attendance

The Attendance page lets you take classroom attendance similar to attendance taken in a
traditional paper gradebook.

Main > Attendance

2} TeacherEase: Attendance - Microsoft Internet Explorer : -0 x|
J File Edit Miew Faworites  Tools  Help |
J EBack + = v () ot = & J'@ b JLinks .”J.ﬁ.gldress
Attendance -]
Enter attendance for this class, vou can also view daily attendance for the school,
Class: | 2005-06 FALL, Psychalogy -
Month: I Mﬂ}" EDDE vI
Total Total Total 2/24
Days Absent Tardy T
Casserly, Sean 1 1] 1] P
Culberg, Richard 1 ] ] F
Eng, Jennifer 1 n n P
Gardan, Jash 1 ] ] F
Johnson, Bonnie 1 1] 1] F
Jones, Tom i 0 0 P
Create Attendance Back
Hide "Present”
Syrbols: O | |
Print Mode: |Dptimized for Yiewing on the Screen j
Sort Attendance By IDELtE j
Sort Students By ILast Mame j
I&] |_|_|_|‘ Internet >

Hide “Present Symbols: Only displays absences and tardies. Leaves boxes where students
were present blank.

Print Mode: Allows teachers to create printable class lists with grades attached.
Sort Attendance By: Determines if the most recent day is displayed first or last.

Sort Students By: Allows students to be sorted either by name, student number or roster
number.
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You can choose to view the column headings vertically to provide more space on the page.

9.1 Create / Edit Attendance

Add attendance for a single date or many days.

Main > Attendance > Create Attendance

<} TeacherEase: Create Attendance - Microsoft Internet Explorer = = = 10 =]

J File Edit ‘iew Favorites  Tools  Help

| ek -5 - QA A D & | & - || @ - || uinks || address
Create Attendance =]
Class: | 2005-06 FALL, 002 - English, Section 003 -
Date: | May =l|24 =] 2005 ~]
Create & Enter Attendance | Create Many Days Attendance Back |
=

& [ e emet

Attendance for each student is entered on the Edit Attendance page.

/3 TeacherEase: Edit Attendance - Microsoft Internet Explorer o ] [

J File Edit Wiew Favorites Tools Help
J Back » = - @ = “Agldress I@ http:,I',I'www.teacherease.com,l'instructors,l'nttendancePeriodEnj @GD |J '@ = JLinks bes
Edit Attendance =

Enter period attendance for students in your class, Compare this with the daily
attendance records of the school to check for missing students.

Class: 2005-06 FALL, ALG1 - Algebra I, Section 1

Date: IBN 5/2005 ~]

Save | Delete Afttendance | Back |
Student Period Attendance Notes Daily Attendance
Bodfray, Gilbert |P—Presentj ﬂ P - Present
=
Ena, Jennifer |P—Presentj d P - Present
=
Goipuya, Mildred |P-Presentj ;I F - Present
=
Gaorman, Peyton IA-Absent j ;I A - Absent
=
Sawve | Delete Attendance | Back | |
|€] pone I_I_’_|0 Internet 7

Period Attendance: This is the attendance for the class. Input your data into this column as
required. If your school does not subscribe to the TeacherEase attendance module, this field
will simply be called "Attendance".
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Daily Attendance: If your school subscribes to the attendance module, you can view "Daily
Attendance"”. Daily attendance is the attendance record in the office for the student. This is
useful because you can compare it to period attendance. If a student is marked “present” in
daily attendance and not in your class, you know they are either cutting class or missing.

Note: Daily attendance is only available if your entire school adopts TeacherEase and
purchases the attendance module.
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10 Reports

The Reports page generates various reports from your data in TeacherEase.

Main > Reports

3 TeacherEase: Reports - Microsoft Internet Explorer o ]
J File Edit Wiew Favorites Tools  Help ‘ g
A 3 3 3
J < Back - > B |£| \ELI f JLinks J @ - J.ﬁ.gldress I@ C\Documents and Settings'l,Mikej 50
Reports -l
Any TeacherEase page can be printed, so most of the site can be used as a 'report’. Additionally,
here are a few specific reports that may be useful.
Progress Report Grading Sheet Standards Coverage by Curriculum
Score Histograms Overall Grades Standards Coverage by Lesson Plans
Student Trendlines Check Eligibility Standards Coverage by Assignments
Missing Work Student Info Curriculum Coverane by Lesson Plans
Failed Assignments Daily Attendance Standard Histograms | |
Back to Main |
[
[&] |4 Internet L

Progress Report: Generates progress reports for individual students. This is useful for
parents without Internet access.

Score Histograms: Shows how the class as a whole has done on individual assignments.
This is useful for determining what the class is doing well at and where they need more
work.

Student Trendlines: Shows how the student has done on all assignments.

Missing Work: A list of all missing work from all students over the course of a grading
period.

Failed Assignments: A list of all assignments below a certain threshold over the course of a
grading period.

Grading Sheet: Allows you to print out a roster of your class with blank spaces, so you can
hand write grades and enter them into TeacherEase later.

Overall Grades: Calculates a student’s overall grade for the whole year, using weighted
grading periods.

Check Eligibility: This allows a school to set a certain threshold and see which students do
not meet it. For example, if your school has a policy where no students with D’s or F’s can
play sports, you could use this option to see which students are ineligible.

Student Info: Shows grade level, student ID number, student phone number, student’s
address and contact information for all students in a particular class.

Daily Attendance: Lets you view the office’s official attendance. You can check to see if
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students absent from your class are really absent for the day.

10.1 Student Progress Reports

For parents without Internet access, you may want to print updates and send them home. This
can be done from the Progress Report page.

Main > Reports > Progress Report

<} TeacherEase: Progress Report - Microsoft Internet Explorer o m] [
J File Edit Yew Favorites Tools  Help | ﬂ

- r »> »
J O Back - le ) v E @ ‘:(lj JLinks J @ - J.ﬂgldress I@ Ci\Docurnents and SettingsiMike XakelisiMy D-ﬂ G0

Progress Report [

Academic Year: IZDDS-DE 'I

Grading Period: |2DE|5'DE o3 'I
s

Report Title: None 1 —I
Progress REeport ;I

Class: 2005-06 O3, Algebra =
Dog, Pluta
Duck, Daffy
Mouse, Mickey

Students: Wonka, YWillie

Show Summary: IYES j

Show Missing

Woark: IN"'rES j

Shm-\f Assignrnent IYES j

Details: [ only Show fssignments Since: IAUQUSt j I? j |2DUBj

Zhow Attendance: IYES j

Show Grading

Scale: IYES j

Show Behavior IYES - Show my logs only j

Lags: [ only Shaw Logs Since: IAUQUSt j I? j |2DDEj
¥ Shaw Percentage for each Scare
¥ Show Letter Grade for each Score
¥ Shaw Date for each Assignment

Options: 7 Start each section on a new page o
[ Shaw Parent Signature Line
[ Shaow Bzsignment Motes
[T save Current Settings

| Senerate Report IElackl

& [T T T [ ke

KN
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Select a year, grading period and class. From the class you have selected, pick the students
and information you would like on the report.

Note: These reports are good to distribute at parent teacher conferences. Even though
TeacherEase allows parents to view a child’s progress at any time throughout the semester, it
is sometimes nice to have a physical printout.
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11

Curriculum Maps

Curriculum maps define the content and skills to be taught and the time-frames allotted for instruction.
Curriculum maps are often shared among faculty and improve collaboration. By looking at
curriculum maps in other classes, teachers can identify gaps and repetitions in the curricula. They can
also find opportunities for cross-curricular integration. Finally, curriculum maps provide new teachers
with a "cookbook" to follow when getting started.

In TeacherEase, a curriculum map is a group of "curriculum map items". The structure of curriculum
map items vary. They typically are the units/topics taught or a collection of content to be taught for
the week/month, whatever makes the most sense in your environment.

Curriculum maps can be created by individual teachers to reflect exactly what they teach in class, or
they can be generated at the district level to reflect the "official" curricula for a course. Either
approach will create a repository that can be shared.

To view the curriculum maps for a class, go to the Curriculum Maps page:

Main > Curriculum Maps

/] TeacherEase: Curriculum Maps - Microsoft Internet Explorer o ] 4|

J File Edit Wiew Favorites Tools Help | !',l.
Y o 3 . » - - -

J O Back - =7 I \i'.l \ELI Lﬂ H Lirks H @ - Jngdress I@ C:\Documents and SettingsiMike Kakellis\My Documents'l,TeacherEasej et

Curriculum Maps [

Subject: |2006-07 Q1, 15t Grade Math =]

District Curriculum Map: Mathematics, Grade 1, 1st Grade Math
Start . Standards &
Date DS Title Bonient Expected Skill Level
Count forward and backward 6.4 - Demonstrate knowledge and use of numbers edit
2/1/2006 10 .
by one and their... delete
a/18/2006 |5 Count by 2's, 5'sc and 10's 6.4 - Demonstrate knowledge and use of numbers edit
and their... delete
9/18/2006 |5 Identify place values 6.A.1a - Identify whole numbers and compare them | edit
~centily place values using the ... delete
a/25/2006 |5 Beaginning fractions 6..\5..1h_ - Identify and model fractions using concrete | edit
Zeqinning tractions rmateri... delete
1o0/2/2006 |5 Coin values 78.6 - Count like sets of cains, edit
delete
10/10/2006 |10 Compare whole numbers 6.B.1 - Solve one- and two-step problems with whole | edit
Lompare Who'e NUMRBErs nurmber... delete L
Count: i]
Create Curriculum Map ltem Impart Curriculum Map | Back |
|
@ [ [ 7

Initially there will be no curriculum map items in the curriculum map and you will be prompted to
create/import one. Once created, click on the "Title" to view the item details.

Create Curriculum Map Item
Add items to the curriculum map.
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111

Import Curriculum Map

If your district has defined curriculum maps, you may import them into a class.

Edit/Delete

Modify or remove a curriculum map item.

Import Curriculum Map

For districts that enter their "official™ curriculum maps into TeacherEase, the first step for
teachers is to import the curriculum maps. This provides a nice starting point for new
teachers. It also gives experienced teachers a baseline of content and timelines for

instruction.

For teachers without district curricula, go to the next section to create curricula manually.

Main > Curriculum Maps > Import Curriculum Map

3 TeacherEase: Import Curriculum Map - Microsoft Inter

J File Edit Miew Favarites Toaols  Help

=101 x|
F

[Qe - © - [*] B W

>

J Links

| -

J.ﬁ.u:_ldress I G0

Import Curriculum Map

Subject: 20056-07 1st Grade Math, Birdman

q Subject | Grade
Import | Curriculum Map e L
o 1st Grade Math |Mathematics |1
Irmport | Back
1 | _’l_l
€] LT T [ ket y
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11.2 Create Curriculum Map Item

For teachers without an "official™ district curriculum map loaded into TeacherEase, they can manually
enter one. Each curriculum map item documents content to be delivered in the classroom. It includes
the timeframe for instruction, and often includes the standards/skills to be covered.

The curriculum map items can be organized by unit/topic (where each item is a unit or topic), or by
timeframe (where each item is a month or week).

Main > Curriculum Maps > Create Curriculum Map Item

3 TeacherEase: Create Curriculum Map Item - Microsoft Internet Explorer -10] x|
J File Edit ‘ew Fagworites Tools  Help | ﬁ
J O Back - O - @ @ fh i JLinks i J @ - J-C'.eress I@ Ci\Documents and Settings| Mike Xakellis'l,Myj Go
Create Curriculum Map Item B
Class: | 200506 03, Algebra |
*Title: I
Stsrt Dats: ||August | [4 =|[2006 -]
Druration: I days
Standards & I j I j
Expected - -
Skill Level: I J I J
Show More Standards
=
Content:
[ -
-
Description:
[ -
-
Skills:
[ -
-
Resaurces:
[ -
* required field
Save | Save & Add Another | Back | _|
@ T [ e ,é

Initially there will be no curriculum map items in the curriculum map and you will be prompted to
create one.
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One of the most important features of curriculum maps is that they are geared to the school calendar.
Use "Start" and "Duration™ to define timeframes for items to be taught.

For each curriculum map item you can define as many standards to be covered as required, along with
expected skill levels. The expected skill level can help you track whether students are keeping pace
with the curriculum. As the grading period progresses, the expected skill level for a standard should
increase, since the students will have been repeatedly exposed to this standard.

More details, such as content, descriptions, skills and resources can also be defined for each
curriculum map item. This provides an outline of classroom activities for teachers to utilize when
creating their detailed lesson plans.
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12 Lesson Plans

51

TeacherEase provides you with the ability to create lesson plans. You can track lessons plan
with respect to curriculum and standards if you create curriculum maps and standards for

your class.

Main > Lesson Plans

3 TeacherEase: Lesson Plans - Microsoft Internet Explorer

J File Edit Wiew Faworites Tools Help

=10 %]

L

J OBack e O - \ﬂ @ % > JLinks > J @ - Jnc_ldress I@ C\Documents and SettingsiMike Bakelisiiy DDcuments'l,Tej GD

Lesson Plans

Class: IQDDE—D? 31, Social Studies j

|

Date Title Goals Objectives Standards
. Understand events, trend, Students _wiII produce a PawerPaint
Anasazi individuals and movernents presentatmn that dem_onstn_ates edit
9/7/2006 |and Pueblo haping the hist £ tllinoi understanding of relationships between delet
Indians Znaping the hustary of TS, | vironment and lifestylefculture of early elete
= the U.S, and other nations, -
Americans,
Create Lesson Plan Printable Page | Back |
|

|@ Dorne |G Internet 4

Initially, there will be no lesson plan for the class and you will be prompted to create one.
Once created, click on "Title" to view the plan.

Create Lesson Plan

Enter all information for the lesson plan.

Edit/Delete

Modify or remove the lesson plan.
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Main > Lesson Plans > Create Lesson Plan

12.1 Create Lesson Plan

When creating lesson plans, the fields that are available are the ones configured in the Lesson Plan
Preferences.

/} TeacherEase: Create Lesson Plan - Microsoft Internet Explorer 10 x|
J Eile Edit Wiew Favorites Tools Help | H
J @Back E @ E @ @ G] > JLinks > J @ - Jnc_ldress I@ C:\Documents and Settings|Mike Xakellis'l,j Go
Create Lesson Plan A
Class: |2005-06 O3, Algebra =l
Save | Back |
*Lesson Date: IAugust j |4 j |2DDEj
*Title: I
[~
*Goals:
|
[~
Specific
Objectives:
| -
Curriculurm Map: I j
Standards: I j
Show More Standards |
[~
Step by Step
Procedures:
| -
B
Assessment:
[
[~
Materials:
|
* Required fields
Save | Back |
|
|_|_|_|_|_|° Internet 4
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13

13.1

Share Information with Parents

One of the major benefits of TeacherEase is its ability to communicate with parents.
Involving parents in their children’s education better motivates students and increases their
performance (in addition to improving community relations).

An easy way to communicate with parents is to print out relevant TeacherEase pages and
send them home. This works nicely for the “Student Progress Reports” pages. For parents
without Internet access, this will probably be the main source of communication from
TeacherEase.

If a parent has Internet access, TeacherEase allows them to login and view information about
their student(s). You configure what parents can see in TeacherEase. You can also send
those parents email (covered in the next section).

Gathering Parent Email Addresses

The first step in communicating electronically with parent is to gather their email addresses.
Parents login to TeacherEase using their email address. You can also send email messages to
a parent once you have entered their email address. Acquiring/entering parent email
addresses is a key component of TeacherEase.

There are many ways to collect parent email addresses, one of the best is to print out a letter
and send it home with the students (perhaps even make it an assignment for the students to
return the letter). TeacherEase provides a template. You can download, edit, print and send
it home. You can find the letter templates:

Main > Setup Parents > sample letters

You could also try getting email addresses during school events like back to school night,
parent-teacher conferences, etc.
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14

Email Addresses

Once you have collected parent email addresses, enter them into TeacherEase. This will
enable parents to login and see their student’s information. It will also allow you to send
them email. If the entire school adopts TeacherEase, the office staff can also enter email

addresses.

Main > Email Addresses

/J schoolinsight: Email Addresses - Microsoft Internet Explorer -0l x|
J File Edit  Wiew Fawaorites  Tools  Help ﬂ.
s P - » : » - -
J L) Bach - O - \ﬂ @ \_Ij JLlnks J @ - J.D.eress I@ wcuments achoolInsight Email F\ddresses.htmj [1a]
: ~l
Email Addresses
Academic Year: |2|:":|5'|:IE 'I
Grade Level: |3 - Third Grade j
Grade q .
Level MName ~ Email Address Login Stats
3 Jacohs, Happy add student email create parent
Mary Jacobs add parent email
Count: 0
3 Pals. Pen penpals@temp.com :;ﬁ;i Nztz: edit delete resend
, : :
Create parent
student email address Created: 7/28/2006 create parent
welcome: Mot Sent
Count: 0
Last: Never
Patty Pals E::teyrlljtanl:rtn@;ﬁrangaioe; First: Mever edit delete resend
Created: 7/28/2006
wWelcome: Sent
3 Reddy, Ian add student email create parent
3 Tank, Tim add student email create parent
3 Tirne, Justin add student email create parent |
Students=5 Student Emails=1 Student Logins=0
Parents=2 Farent Ernails=1 Parent Logins=0
Back to Main |
[
[&] |49 Internst 4

Add Student Email: Enters an email address for the student. This allows the student to
login. The row displays the student's email address and how many times he/ she has logged
in.

Create Parent: Adds a parent/guardian for a respective student. For example, in the picture
above, Mary Jacobs has been added as a parent for Happy Jacobs.

Add Parent Email: Once the parent has been created, add their email address so the parent
can login to TeacherEase. The row is indented under the corresponding student and displays
the parent's email address and how many times he/ she has logged in.
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Note: Most users start using the gradebook only. After becoming familiar and confident with

it, they offer parent access.

Note: TeacherEase has a sophisticated permission system that allows parents to view data

for only their student.

141

Create Parent Contact

Providing more effective teacher/parent communication is one of the main goals behind
TeacherEase. In TeacherEase, any person associated with a student is called a "contact".
When entering parents/guardians, they'll be added as contacts. If an email address is also
entered for the contact, they can login and access student data.

Main > Email Addresses > create parent

- TeacherEase: Create Contact - Microsoft I -0 x|
J File Edit Miew Favorites Tools  Help |
J dEack -= - @[ A S 4L ”Jf@v JLinks”J.ﬁ.gldress
Create Contact B
Student: Josh Gordon
*Relationship: IMDther j
Title: Mrs. =
First Mame: ICarDI
*Last Mame: IGDran
work Phone: IEEE-D'I 95
Other Phone: IEEE-EHEH

Ernail:

|CGBBG§&DLCDm

Initial Password:

(L

Send Wwelcome Email?

* required fields

SEve

Backl

4]

|@;"| Lone

o

l_ l_ l_ @ Internet

4

Initial Password: TeacherEase will generate a random initial password for each parent.
Parents are able to change the initial password. You are able to change the initial password.
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Send Welcome Email?: Sends an email to the contact welcoming them to TeacherEase and
inviting them to login with their initial password when the "Send Welcome Email?" is set to
yes. Welcome emails contain login and password information.

Note: Throughout this guide, we use the term contact. This term is more general, but
typically means parent or guardian.

Note: Student email addresses are added in the same fashion as parent email addresses.
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15 View Parent Info

Teachers often wonder, “What will parents see when they log in?” The View Parent Info
page shows you exactly what a parent sees when they login.

Main > View Parent Info

“J TeacherEase: ¥iew Parent Information - Microsoft Internet Explorer -10| x|

J File Edit Wiew Favaorites Tools  Help |

J =R - @ fat & & J'@ - JLinks ”J.ﬁ.ddresscu

View Parent Information =

&5 an instructar, you can view the parents' portion of TeacherEase, Choose a student
and vou'll see the information displayed to their parents,

Academic Year:lznﬂﬁ‘ﬂ? vI

Continue | Back

Student Student

f* | Gordon, Josh = |Kangas, Michael

{~ |Grant, Horace || § |Wesche, Brian

Continue | EiEu:kl

&) l_ l_ l_ 4 Internst

Click the box next to a student’s name and click Continue to see what that parent is seeing
when they login to TeacherEase.

=
4

Note: Parents cannot see information for all students. Parents are able to see information for
their student only (as configured in Email Addresses). The student selection screen is
available only to teachers and not to parents.
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After selecting the student you wish to view, you will be taken to the page that a parent would
see if they logged on. This page is exactly what a parent would see.

Z3 TeacherEase: Parent Main - Microsoft Internet Explorer -0l =|
J File Edt YWew Favorites Tools Help | ﬁ
» || » m—
J @ Back = e - \ﬂ @ !: JL""kS J @ = J.ﬁ.ddress I@ C:\Documents and Setth Gu:u
[

Parent Main

Welcome! TeacherEase helps teachers better communicate with parents and improve student
performance. Choose any link below to view information about your student,

Student: Willie Wonka

« Classes/Subjects
« Assignments

. Student Proqress Update

« Attendance
. Behavior Logs

« Send Email to Teachers

. Email Logs
« Announcements
. Calendars

« Make a Donation
» Update Account

Back to School Admin Main |

Back to Instructor Main

Mote: Individual teachers are free to use TeacherEase, but instead may
choose other forms of communication. &s a result, sorme student information

may not be awvailable.
1

-l

€]

I_I_l_l_l_lﬂ Internet 4

Feel free to click around to view the info shown to parents. Click Back to Instructor Main

to go back to the teacher section of TeacherEase.

Note: You are able to configure which features parents can access. This is done in Advanced

Setup.
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16

Compose Email

We've seen how to create assignments, scores, and comments with TeacherEase. We've also
seen TeacherEase share this information with parents. While this is a great way to
communicate, you can also directly send email to parents about more immediate topics.

The Compose Email page sends emails to students/parents from within TeacherEase. The
first screen you see will let you specify what type of email you are sending (General,
Academic, or Behavior). Once type is selected, click "Continue™ to compose the email
message.

Main > Compose Email

%} TeacherEase: Compose Email - Choose Email Type - Microsol __ ' I

ernet Explor =10] %

J File Edit Miew Favorites Tools  Help |
J EBack » = ~ (@G [2] N S & R | & - ]Links 2 |.ﬁ.5|dressj o
: : ]
Compose Email - Choose Email Type
First choose the type of email vou'd like to send.
| |EmaiIT',rpe Description
& |ceneral Zend ermail al:u:uu'g general topics (forgot backpack, tardy to class,
overall progress in class, etc).
& biegiomis Zend ernail about an assignment {good job, good effort, absent and needs
to rmake-up, needs help at hame, etc).
: Send email about behavioral topics (needs to stay in seat, needs to
{ |Behavior ; ;
raise hand before speaking, needs to show more respect, etc) s
Continue | Back |
&l
/&) Done l_l_ l_ /@ Internet 4

The different types of email each have features suited to particular issues. “General” email is
good to use most of the time. If you are sending email pertaining to a specific behavior log or
assignment, you will probably find the other two templates to be convenient.

General:
This is the most basic type of email. If you've never sent an email before, choose this option.

Academic:
This allows you to send an email about a specific assignment. TeacherEase draws all the
relevant information about the student work and includes it in the email.

Behavior:
You can send email about a behavior log. TeacherEase will include the behavior log in the
email.

Note: You need to enter parent/student email addresses into TeacherEase before you can send
emails.
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16.1 Compose/ Send Email

Compose and send your email from the Compose Email page:

3 TeacherEase: Compose Email - Microsoft Internet Explorer o ] |

J File Edit Wiew Favorites Tools  Help |
J 4=Back + = - @ A= A H@ - Jﬂc_ldresslgjhtnj f?ch

Compose Email =

J Lirks *

Zend an email to parents/students, Only student who have an email address (or their
parents have an email) will be listed.

student: |Casser|y, Sean j

Email Template: |Fcurgcut'ten backpackj

FROM: "Mr_. Michael Tieri"=michael tierifgmail com>

TO: @"Hrs. Julie Casserly"=JCass@acl.con>
@"Hr. Frank Casserly"<WEIOIRUToIU@acl.com>
@"Sean Casserly"=GEHNS17@acl. com>

SUBTECT: |Furgutten backpack

This email is to inform you that your child forgot their backpack. I ﬂ
would encourage you to discuss this with your child. Having the
regquired materials is an important part of the learning process. If

vou would like to discuss this, please feel free to contact me.

¥ save a copy of this email to Email Logs
™ add this email to vour Email Templates

Send Send & Compose Another Email | Email Templates | Back |

N KL

l&] I_ I_ I_ | @ Internet

Student: Select the student this email is about.

Email Template: Pre-populate this email from a template.

To: (Email Addresses) Email addresses for this student will show up. Check who should
receive this email on the list provided.

Save Email Log: You can save this email under the Email Logs section.
Add this email to your Email Templates: Save this email as an email template.
Note: You can use Email Templates to select from a list of pre-written emails. Email
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Templates are listed under “Advanced Setup” at the end of the guide.

Note: Behavior and academic emails pertain to specific behavior logs and assignments,
respectively. You can choose the assignment or behavior log you would like to address on
the Compose Email page. Details from the behavior log or assignment will be automatically
be added to your email.
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17 Email Logs

Email Logs record all emails that have been sent or received.

Main > Email Logs

<} TeacherEase: Email Logs - Microsoft Internet Explorer - 10| x|

J File Edit View Faworites Tools  Help |

J@Backv#v@ﬁéjﬂ. J'@vJLinks”J.ﬁ.gldressu

Al
Email Logs
Shaow ermail logs for students in your classes
Academic Year: |2DD5‘DE 'I
Grade Level Student Number of Emails
1z Sean Casserly 1
12 Joe Jones 2
& Josh Gordon 1
Back to kain _|
-

/&] Done l_ I_ l_ @ Internet o

Click on a student’s name to see a record of all email messages you have sent about a student.

} TeacherEase: Email Logs - Microsoft Internet Explorer - 0] x|
J File Edit View Fawvorites Tools  Help |

J =Back ~ = - @ ﬁ' 5 cli% J.ﬁ.ddress I@ http:.l'.l'www.teacj f‘lﬂ'\’GD J@ - JLinks e

Email Logs =

This page shows the emails sent about this student,

Student: Joe Jones

Date From Subject To
6/14,/2005 |Mr. Tieri | Joe Jones has difficulty interacting w/ peers (Jones | delete
6/14,/2005 |Mr. Tieri | Joe Jones needs to give more effort Jones | delete
6/14/2005 |Mr. Tieri | Forgotten backpack Jones | delete

Send Email | Back |

E
|@ I_ I_ I_ |ﬂ Internet 4

Click a message in the subject column to view an individual email log. This shows a copy of
the email.
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Announcements allow teachers to communicate with large groups of parents/students at once. This is

useful for announcing an upcoming test, recruiting volunteers for a field trip, etc.

The Announcements page sends email messages to all students and their contacts in a class.

Main > Announcements

~} TeacherEase: Send Announcement - Microsoft Internet Explorer

J File Edit Wew Favarites Tools Help

=101 ]

| &

J OBaCk T O - @ @ ‘\_;j S JLinks S J @ - J,quress I@ C:\Documents and Settings|Mike Xakellis'l,Myj =1 Go

Send Announcement

Academic Year: IQDDS-UB "I

FROM: "Jay Birdman"<jaybird@teacherease. com>

TO: 2005-05 Reading

SUEJECT:

Jay Birdman

Teacher

HNonel

WMaterman, IL &OEEE

phone: S1&6-Z64-T363

email: jaybirdAteacherease.com

To access class website: http: /fwww. teacherease. com
If yvou would rather NOT receiwe this email in the future,

update your account:
http: ffwww.teacherease. con/connon/UpdatePassword. aspx

¥ post a copy of this announcerment to the TeacherEase web-site

Send | Back |

[

& T T e et

N K

To: Select which class(es) will receive the announcement.
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Post a copy of this announcement: Indicates whether you’d like to keep a record of your
announcement in TeacherEase.

Note: To send the same message to all of your classes all at once, highlight all the classes.
Click the first class on your list with your mouse, hit the shift key on your keyboard and then
click the last item on the list. This will highlight all of the classes in the list. You can now
send an announcements just like normal and it will reach all of your classes.

Note: Announcements can also be useful to communicate by groups, teams or clubs. Just
create a class for each group and send them announcements. When creating these classes you
might want to check “Hide From Parents.” This way, parents will not see these classes when
they login and will not expect a grade to be given.
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Earlier, we delayed discussing “Advanced Setup” because it isn't necessary at startup. We
will now discuss functionality in the "Advanced Setup” menu.

19.1 Students

The Students page shows ALL students enrolled in your school. This is different than the

students who are on your rosters.
Main > Setup >Students

2} TeacherEase: Students - Microsoft Internet Explorer

J File Edit Wiew Favaorites Tools  Help

=10l x|

w

| Qs © - (2] @) o [Jume”

J @ - J.ﬁ.gldress I@ ZA\Docurments anlﬂ €l

Students

Academic Year: IEDDE-DE "’I

Grade Level: |3 - Third Grade

[

=

Grade General
Level S Information Ll
3 Jacobs, Happy | Homeroom Mary Jacobs | edit delete mark active
create contact edit contacts
delete contacts
3 Pals, Pen Hormeroom Patty Pals edit delete mark active
create contact edit contacts
delete contacts
3 Reddy, Ian Horeroomnm edit delete mark active
create contact
3 Tank, Tim Horeroorm edit delete mark active
create contact
3 Time, Justin Horeroomnm edit delete mark active
create contact |
Count =]
Create Student Fromote Students | Back |
-
1 | r
l&] @ Internet i
Create Student

Add a new student to your roster.
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Promote Students
Promote a group of students to the next grade level.

Edit
Change details about the student. You may not edit students on other teachers' rosters.
Delete

Remove a student from your school’s registry. This action cannot be reversed. You may
want to mark them "Inactive” instead. You may not delete students on other teachers' rosters.

Mark Active

Toggles whether a student is active for the current grading period. You may not change
students on other teachers' rosters.

Create/edit/delete contact(s)

Add, modify or remove contact information for a particular student.

Note: For convenience, students are shared by all the teachers in the school. Any students
you enter will be available to other teachers (saving time since they won’t need to type them).
Before creating new students, check to see if your students have already been created.

Note: Students are different from rosters. The Rosters page shows all students enrolled in a
class. The Students page shows all students enrolled in your school.
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19.1.1 Promote Students

Students are entered on a yearly basis. Promote students to use this year’s students in the
next academic year.

Main > Setup > Students > Promote Students

<3 TeacherEase: Promote Students - Microsoft Internet Explorer

_|ol x|
J File Edit Wiew Faworibes Tools  Help ﬁ

Promote Students

Promote existing students to the next academic year.

Current Academic Year: I2DD4—D5 "I

Current Grade Level: IH - Elenventh Grade j

FPromote Students I Back |

Enrollment Data for the Next Academic Year
Mext Academic vear: | 2005-06

Mext Grade Level: Increment by One Grade Level j
Students to Promote
Promote? Current ;
v Gindé Level Name & Student Number
= 11 Brian Wesche |003328
11 Sarah Wit 003848
v
v 11 Sean Casserly |003458 b
v 11 Whitney Hodde | 003032
Promote Students | Back |
-
=
I_I_I_lﬂ Internet 4

Once promoted, students will be available for next year’s rosters.
Next Grade Level: Select whether students are promoted to the next grade level or retained.

Promote?: Check the students to move up to the next grade level. These students will be
designated as being in the next grade level for the next year. Promoted students will now be
available to add to class rosters for the next year.

Note: To use this option you must have classes set up for two different school years.
Note: Students will typically be promoted at the end of the year, but can also be retained.
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19.2 Import Rosters

TeacherEase allows you the ability to import rosters from other data files.

Main > Setup > Import Rosters

) TeacherEase: Import Roster - Microsoft Internet Expl -0l x|

J File Edit Miew Favorites  Tools  Help ﬂf

J OEack - O - @ @ \{;j ? JLinks * J @ - Jﬂ-ddress:
Import Roster =

School: Nonel

Academic Year: IEDDE-D? vI

File Type: IECIESS "I
File Mame: I Browse... |

T Show anly invalid/duplicate entries?

Prewigwy | Eian::l-:l

-
4 4

|
/&] Done I_ I_ I_ I_ I_ |4 Inkernet &

Choose a file type and name of file to be imported. Preview the results before finalizing.

19.3 Comment Lists

TeacherEase allows you to enter comments on student work. These comments may be selected from a
list to save time. This section describes how to modify your comment lists.

Main > Setup > Comment Lists
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‘3 TeacherEase: Comment Lists - Microsoft T -0 x|

J () Back ~ 7 JLinks * J @ H

J Address @ C\Documnments and Settings|Mike Hakellis'l,Mj 50

>

J File Edit i

Comment Lists ;|

Comment List Type

Scores Scares

Behawior Log |Behavwior Log

Back to Setup | _ILI
3

‘ |
@ T T T [ [ [ y

Click Scores for comments relating to academic performance and Behavior Log for behavioral
comments. Pictured below is the View Comment List page for Scores.

) TeacherEase: Yiew Comment List - Microsoft Internet Explo -0 x|

J OEack - Jr}HLinks »| @

View Comment List =

o

[——

Address .F

“ File Edit Mjew Favar

Comment List: Scares

Comment Action
Excellent Wark! edit delete
Gave Extra Effort! edit delete
Meeds More Effort edit delete
Incomplete Worl edit delete

Meeds to follow instructions better | edit delete

Absent - please make up worlk edit delete
Absent - excused from worl edit delete —
Meeds to be neater edit delete

Create Comment | Back to Comment Lists

| .
* . o
@ (LT (@ 7

From here you can create, edit and delete comments. You will see behavioral comments when
leaving behavior logs. You are able to leave academic performance comments when grading
assignments.
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19.4 Email Templates

TeacherEase provides a library of email templates to easily send email to parents. You can view,
create, edit, and delete these templates to meet your needs.

Main > Setup > Email Templates

) TeacherEase: Email Templates - Microsoft Internet Ex =10 x|
J File Edit Wiew Favorites Tools  Help |
J wEck - = - @ 2] NS 4 J@' JLinks”J.ﬁ.gldress
Template Type MName Action il
Welcome Welcome edit
General Forgotten backpack edit delete
General Please call me edit delete
General HNew Template edit delete
Acadernic Needs extra assistance at home edit delete
Academic Did Excellent Work edit delete
Acadernic Meeds to Give More Effort edit delete
Acadermic Did Mot Complete Work edit delete
Academic Absent and needs to make-up work | edit delete
Behawior Was easily distracted edit delete
Behawior Difficulty interacting with peers edit delete
Behawvior Was not cooperative edit delete s
Create Template Compose Email | Back |
-
4] | _*|_I

|@ Done

I_ I_ I_ @ Internet

4

Email templates allow teachers to more easily communicate with parents. For example, suppose there
was a student with a chronic behavior problem. An email could be sent home every week, without
requiring the teacher to type the message each time.

Template Type:

Displays the type of template.

Create Template

Allows you to make a new template and add it to this list.

Compose Email

Allows you to send email using email templates.

Edit

Allows you to change the message content of an existing template.

Delete

Allows you to remove a template from this list.
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Email Templates are pre-written emails. They are useful for commonly sent messages. This page

allows you to create your own custom template.
Main > Setup > Email Templates > Create Template

g =[01 x|

R B
| dopock - = - DA A S X BB || - ks * | agiress [§ ] oo
Create Template - Choose Email Type E

Whan crasting an amail templsts, you first chooss which fos of amal tamplate to

creats.
[ 'Tniplute Type . Description
| Genaral Send emall abouk general toples forgot backpack, tardy to class,

overall progress in class, etc),

Send email about an sssignment (good pob, good effort, absent and needs
b fmaka-up, neads helg gt home, ate)

r | Behaviar Send =mail sbout behaviorsl topics (nesds to stay in seat, nesds to
raise hand before speaking, needs to shom more respect, eto)

] Choase | Back | o

o ] e =

~ | Academic

When you send an email, TeacherEase lets you use 3 different “templates.” These are General,

Academic and Behavior. The type of template that you use should depend on what your email pertains

to. Here's what a general template looks like:

a TeacherEase: Create Email Template - Microsoft Internet Explorer

J File Edit Wiew Favorites Tools  Help

| ek - = - QB A S 4 B

& -

|Links >

|
J fddress I@ http:j ﬁGD

Create Email Template

Create an email ternplate that can be used to send email to parents/students.

Template: INewTempIate|

5|

FEOM: "Mr. Tieri"-<=michael.tierifdgmail.com>
TO:
CC:

SUBJECT:

Back |

|&] Dore I_ ’_ ’_ | @ nternet

N

Template: Select what to call the template.
Subject: Type the Subject of the email for the template.
Type the body of your email message in the open area after the Subject area.
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19.4.2 Academic and Behavior Templates

The academic and behavior templates in TeacherEase automatically include assignment name, date,
student’s score and previous instructor comments. This provides a quick and easy way to
communicate regarding student work or behavior.

Create your own templates to expedite communicating with parents/students.

2} TeacherEase: Create Email Template - Microsoft Internet Explorer i =10 x|

J File Edit ‘“iew Favorites Tools Help i

| ek - = - (@[ A S ¥ By

J Address I@ hitbps f e teacherease, comfinstructors/EmailTemplateMew, aspPEmailType=Academic j @GD
Create Email Template B
Create an ernail template that can be used to send email to parents/students.

Template: INewTempIate

FROM: "Mr. Tieri"-=michael tieri@omail.com>

TO:

CC:

SUEJECT:
=
I

Class: [Class Name]

Assignment : [A=s=igrnment Name]

Date: [A=ssigrment Date]

Score: [Btudent's Score]

Comments: [Instructor Comments]
=
I

Save | Back | ﬂ
|@ Done ’_|_|_|ﬁ Internet . v
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19.5

Parent Web Access

Once a student or parent email address is entered into TeacherEase, they can login and view
information about the student. This information is available to them without any extra effort
on your part. This communication helps parents become more involved in their students’
education.

For security purposes, parents can only see information about their student(s). Parents can
NEVER see other students’ information.

As a teacher, you have the option of choosing what information you’d like to share with
parents. To see what information is available, follow the links to:

Main > Setup > Parent Web Access

/2 TeacherEase: Parent Web Access - Microsoft Internet Explorer =100 =|

J File Edit Mjew Favorites Tools Help
J dpack - = - & S % H Address I:@j http:I,fwww.teacherease.com,l'instrucj o |J & - JLinks 2
e
Parent Web Access 2]
TeacherEase allows parents and students to log in and view class information,
Information you enter into TeacherEase can be shared with parents in this secure area.
vou choose which information is available to them.
Title Description On Weh?
Grading Scale | Allows parents/students to see the grading scale. Yes
Cateqories Allows parents/students to see weighted categories used in calculating grades, Yes
Assignments | Allows parents/students to see current assignments, Yes
Comrents Allows parents/students to see cornments made on student worl:, Yes
Scares Allows parents/students to see the scores given for student worl, Yes
Behavior Loags | Allows parents/students to see behavior logs. Yes
Attendance Allows parents/students to view attendance data. Tes
Donations Allows parents to rmake donations, Tes o
Send Email Allows parents to send the teacher email. Tes
Set ParentWeb Access | “iew Parent Information | Back, | _|
-
|&] Done | @ Internet 7

The Parent Web Access page shows the information you can share with parents. Each piece
of information has a description. Read through the options to see what’s available to parents.
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19.5.1 Set Parent Web Access

To change information to share with parents, check items on the Set Parent Web Access

page.
<} TeacherEase: Set Parent Web Access - Microsoft Internek Exp -0 x|
“ Fle Edit Miew Favor ”H @Back .7 JLinks ® J @ J.ﬁ.l:_ldress o
Set Parent Web Access -

Which information should be on the parent web-site?
Grading Scale

Cateqories

Assignments

Comments

Scares

Behawvior Logs

Attendance

Danations

KRR AA

Send Email

Save | Back | —|;|
3

y |
/&) Done l_ l_ l_ l_ l_ @ Internet v
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19.6 Email Signature
When you send an email in TeacherEase, a “signature” will be attached to the bottom of your
email. This is a convenient reminder to parents about how to contact you. View, edit, and
save your “signature” as appropriate.

Main > Setup > Email Signature

3 TeacherEase: Email Signature - Microsoft Internet Explorer - 10| x|

(@& e

Email Signature -

“ File Edit Miew Favarites Toaols  Help

M=. Beth Walker

Teacher

First 3chool

Walla, IL 60556

phone: S516-6355

email: bwalker@teacherease.com

[~
Savel Back | _|;|
/&) Done |_|_|_|_|_|a Internet v
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20

Create Behavior Logs

TeacherEase allows teachers to record specific student behavior incidents. Create a Behavior
Log to record behavior (good or bad) for a student.

Main > Create Behavior Logs

%} TeacherEase: Create Behavior Log - Microsoft Internet Explorer # =10l x|

J File Edit ‘ew Fawaorites Tools  Help
J dBack - = -~ @) o= |J o - Jﬂ.gldress I@http:ﬁwwuﬂ PaEo
Create Behavior Log -]

Create a behavior log to document student behavior, You can also email parents. This
allows you to docurnent undesirable behavior and positively-reinforce 'good' behaviar,

J Links **

Description Data
Date: EEY, =l |24 =] 2005 =]
Student: [Hodde. Whitney |
Thitney was wvery excellent in class today. 3Zhe is well ;I

bhehaved all the tLime and a pleasure to have in class.

Comments:

Comments Private? ||[MNo =

Save | Shiovwe Carmment List | Backl

& L e temet

| K

Show Comment L.ist
Allows you select from a list of teacher comments.

Comments Private?: Toggles whether parents are able to view behavior log.
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21 Report Cards

TeacherEase offers a report card module to save teachers’ time and generate professional reports. It is
only available to schools that purchase an optional subscription for multiple teachers. Report cards
must be configured by a TeacherEase admin before becoming available to teachers. As such, report
cards are NOT available to individual teachers who register for TeacherEase over the Internet.

21.1 Enter Grades

If your school uses TeacherEase for report cards, you’ll input the grades at the end of the
grading period. Follow the links to input your report card data:

Main > Report Cards > [Select a Grading Period] > Enter Grades

/3 TeacherEase: Report Cards - Enter Grades - Microsoft Internet Explorer -3 x|
File Edt \ew Favorites Tools Help | a'
G A & i ; 3 T
i i ' . |
e Back = | J - \ﬂ @ M.j ‘ j‘j Search NFa\aantes wMedla @ ‘ E’Z— T e ;ii
Address I@j hkep: [y Eeacherease, comfinstruckors| PRGradeEnter, asp Pproid=209902prqpid=24 75 j Go
Report Cards - Enter Grades 5

Enter grades for this class, Don't forget to mark the class complete when you're done,
The averall progress reports can be printed after all teachers' classes are complete.

Report Card: 2006-07 Q1 - High School Report Card

Class: Freshman Physical Education, Nokormana T

Sawe Import Grades from Gradebook Copy Previous Data | Cancel |

T Chedk hers if these grades are complets,

Student Ascescment |Grade Comments
Fosark, Nisk  |rinal Grade I j
e =l
Effart
[~
| =l =l
Conduct
[
| =l =l
Dresses Reqgularly
|-
e Impon Grades from Gradekhook Copy Previows Data | Cancal |
]
|@ Done lilililﬂ Internet 4

When you’re entering grades for a class, click the “Check here if grades are complete” checkbox.
This notifies the admin that your grades are complete. The admin can print report cards when all
teachers have completed their grades.

Click the Import Grades from Gradebook button to import gradebook data for use on report cards.

Click the Copy Previous Data button to copy comments and/or grades from previous grading
periods.
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21.2 Import Grades

If you use the TeacherEase gradebook, you can import gradebook data into the report cards with the
click of a button. Often teachers will complete report cards in a short time.

Follow the links:

Main > Report Cards > Select Grading Period> Enter Grades > Import Grades from
Gradebook

3 TeacherEase: Import Grades from Gradebook - MicrosofE T - O] x|
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Report Card: 2005-06 Q1 - Monel School Report Card
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