IC Functions You Might Use!
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	Function

INSTRUCTION:

Attendance – use this to readjust attendance after you’ve taken it.

Gradebook – an online gradebook (see posted instructions for use)

Grading By Task – used when entering progress or quarter grades.

Grading By Student – easiest way to adjust a grade after you have entered progress or quarter grades.

Roster – lists student’s names, phone number, address, etc.

Daily Planner – lists weekly attendance for your classes.

Lesson Planner – used to setup your grade book.  See specific instructions for setting up the grade book.

ADMIN:

Composite Grading – don’t use this unless you weight grades.  It’s more trouble than worth.

Curves – used in conjunction with your grade book, setup by the district.

Locker Roster Assignment – you can not use this.

Seating Chart Setup – if you’d rather use a special seating chart to appear when you take attendance, set this up here.  You must have USE SEATING CHART FOR ATTENDANCE checked in the PREFERENCES in ADMIN.

Preferences – set preferences here, do not check SHOW STUDENT PICTURES or INVERT SEATING CHART . . . . 

REPORTS:

Attendance Register and Attendance Summary – see separate instructions.  

Blank Spreadsheet – very useful as a paper copy.

Missing Assignments – used in conjunction with the grade book.

Roster Label – do not use! Labels can be printed only on a special printer.

Section Summary – used in conjunction with the grade book.

Student Assessment – reports for district/state/national tests.

Student Summary - used in conjunction with the grade book.

SCHEDULING:

Section Rosters – good way to print your class rosters.  If you’re not sure how to set this up, please ask for directions.

GRADING & STANDARDS>REPORTS

Grades Report – used to print off your classes grades & comments.  If it is not set up correctly, you will be printing off reports for the whole school.

Report Card – the office will do this.


