Setting up your IC Grade Book for the next quarter
· Under INSTRUCTION, click on ADMIN>PREFERENCES
· Select your 1st class in the SECTION above (next to the CALENDAR)

· Check HIDE DROPPED STUDENTS and USE CANNED COMMENTS (these are the most important)

· Repeat for each next quarter class

· Under INSTRUCTION, click on LESSON PLANNER

· Select your 1st class in the SECTION above (next to the CALENDAR)

· Click on NEW GROUP, name this folder (ASSIGNMENTS?), be certain to place it in TERM Q2 2nd QUARTER (or the quarter you are setting it up for) 

· Click on TERM Q2 2nd QUARTER (or the quarter you are setting it up for)
· Select the CURVE (APS-Policy IKA-R)

· Repeat for each next quarter class

Scenario #1 – copying assignments from one quarter to another (especially useful for some exploratory students)

· Go back to a prior quarter class

· Click on the folder (GROUP) which contains the assignments you wish to copy

· Choose COPY GROUP

· Select the assignments you wish to copy

· Select the classes you wish to copy to (this may necessitate writing the course number down from the SECTION selection window)

· Click on COPY ASSIGNMENTS TO SELECTED GROUPS

· (you will need to go to each new  quarter class and tweak the DUE DATE/ASSIGNED DATE)

Scenario #2 – setting up new assignments

· Select NEW ASSIGNMENT

· Place in the current term you are working in

· Be certain to select the CURVE

Frequently asked questions!
Q – I want an assignment which will not affect the grade, like a check list.

A – Create an assignment as per above, but do not select a CURVE. 

Q – I want to offer students extra credit.

A – Create an assignment labeled EXTRA CREDIT. If a student does not earn the extra points, do not enter a grade (leave blank). 

Q – I’ve created a new assignment and wish to copy it to my other classes.
A – See Scenario #1 above, instead you will be copying from the current quarter to other classes this current quarter.

Q – I give daily grades. How do I handle that as an assignment?
A – Your choice. Do you want approximately 40 assignments for daily work in your grade book (scrolling nightmare)? Enter and average daily work into a “weekly” assignment (you are then dealing with only 9 or 10 assignments instead of 40).

Q – How often should I be entering grades?

A – Probably as soon as possible, especially if a parent is viewing their child’s activity from the Parent Portal.

Q – How do I provide a progress report or a missing assignments report for a particular student?
A – Go to INSTRUCTION>REPORTS and click on MISSING ASSIGNMENTS. Deselect all students (TOGGLE STUDENTS), set up the parameters and GENERATE the report.

Q – How is the best way for me to check grades and missing assignments for all my classes?
A – Go to INSTRUCTION>REPORTS and click on STUDENT SUMMARY. GENERATE the report and print.  Keep in mind that the 1st page is always a list of assignments. If you do not need this 1st page, scroll down to the 2nd page, go to FILE>PRINT and select CURRENT PAGE.  Then PRINT.

Q – Is it necessary for me to print reports for all my students?
A – No! The office will do this and mail home.  It’s a waste of paper if we do it in addition to the office.
Q – But I want each student to be able to see their grades and missing assignments. How can I provide this feedback?

A – Go to INSTRUCTION>STUDENT SUMMARY. Make certain STUDENT SUMMARY ONLY-MULTIPLE STUDENTS PER PAGE is selected. You may then exercise your scissor technique by cutting a report for each student.
Q – Why are dropped students still appearing in my gradebook?

A – You did not set the administrative preferences to hide dropped students.

Q – Can I copy all assignments from one quarter to another? 

A – Yes, but all the original assignment “due dates” will transfer with the copy and you will need to change each one. If you still want to do this, refer to Scenario #1. 
