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Skills Grade Book-Set Up

In STIOffice:

Define Marks to be used for Grading

1. Utilities/Code Maintenance/Skills Marks

2. Check Cycle box if entering more than one item
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Enter Mark and Description:  (ex. AC = Area of Concern; NV = Novice; AP = Apprentice; PR =Proficient; DG = Distinguished)

5. (Check the Mastered box if code means student has Mastered the skill)

6. OK button

7. Set up all marks this way
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Enter Skills

1. Utilities - Grading - Skills Bank

2. [image: image12.png]


Check Cycle box if entering more than one item

3. Click Insert button

4. Record will be Added screen appears

5. Click the ellipsis button to choose the course that skill is for

6. Highlight the course (ex. Math-Elementary) 
7. Click the Select button

8. Enter Category (ex. Math)

9. Enter Description (ex. Math -Elementary)

10. OK Button
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Define Skills
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Highlight a skill to define 

2. [image: image15.wmf]Click Define button

3. Check Cycle box if entering more than one item

4. Click Insert button
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Record will be Added screen appears

6. Enter Level
7. Enter Sublevel (as many levels & sublevels as desired can be entered)

8. Enter Skill 
9. [image: image17.png]s Record will be Added

SedlePoits
e
Hioh: [ 000 Low [ 000
Leter [

- GPA Irfomation

Standard: [ 0.0000 T~ Credits Eamed
Mumerc: [ oooos | Credis Attempted

I~ Bl Weih

Concel




Check the Mark box if this skill will be given a mark

10. Enter Description
11. OK button

12. Finish defining all skills
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To copy skills from one course to another, click the Copy button
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Click on ellipsis to choose course to copy to
[image: image21.png]2 Classroom Module

Teacher Name:  Adam Kirk
Horne Room: Room No: 505

I~ ieat EEE] L]

A] [ T]Pa] Course Number | Course Name Foom |_Court [~

1] 2 3071.02 Dy e

1) 2 07103 Dyn Fi-Meyers. 505
1| 2 9071.04 | Dyn Fi-Bates 505
1| 2 07105 | Dyn Fit-Stewart 505
1| 2 071 08 | Dyn Fi-loy 505
1| 2 907107 | DynF-Rolant 505
1| 2 907108 | Dyn Fit Sparks. 505
1| 2 9071.08 | Dyn Fit-Turer 505
1| 2 07110 Dyn Ft-ohiford 505
1| 2 071 11 Dyn Fit-Mctieely 505
1| 2 907112 Dyn Fit-Wlker 505
1| 2 07113 | Dyn Ft-ilams, K |505




Click on Category to choose category to copy to

[image: image22.png]STIClassroom System Inform

sooess andDefus |Gradebok | Atendanceesson Plns |

Password [ Substute Teacher Passward: [ Classroom Setup Passward: [

Allow Access
Student Demographics 7 Subsl™  Student Attendance [~ SubsI™  Student Grades [~ SubsI~
Socia Secuy Number ~ [~ Student Tests~ [ Medeal P [~
Student Special Ed M [ SudntDiscpine? [
Student UserFies? [~ Speciallnstuctions 2 [~ ntate Discipine [~ [~
UserRecods (5TIONe)P [~ SwdentGrowps™ -

Testbooks

T None Assigned f Fess Owed || 7 Teachets Can Change Thei Passwords 2 Teachers Can Send Messages

= Allow Access to Clear Buton || 7 Onenstance Ruing per Workstaton [~ Lesson Plan Deletes

™ Alow Login for Addtonal Teachers
Tescher Deskiop - Allow Access Default Abs Code 7 Classtoom Shut Down
€ Excused
¥ Attendance [V Lesson Flamner . Fom [700 to: [T
7 Marual Grades [~ Tentbook Management Wiz
W Gadebook [V Skils SkipCode: [ =] | Inactviy Timeout: [ 15

oK Cancel





Click the Apply button
Set Up Grading Scale

1. Utilities – Grading - Scales

2. Click on the Insert button

3. Type in a Code (SKL for Skills Grading)
4. Type in a Description (Skills Grading Scale)
5. Click the OK button to save

6. Highlight the grading scale description you just created, and click on the Define button

7. At this point decide whether or not the school will be using just the skills grading or will be using the skills grading along with the traditional grading scale.
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Click on the Insert button to begin adding values.
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If you are entering Skills Grading Only, do not enter a value in the high and low boxes

10. Skills Grading With Traditional Grading MUST have values in those 2 boxes.

11. [image: image26.png]Couset [0 & W



Enter a letter grade (ex. IN).  This will appear on Progress Reports and Report Cards.

12. Leave all check boxes unchecked.

13. Leave the Standard and Numeric boxes set at 0.0000.

14. Click the OK button to save.
15. Finished values will look like those below:
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Using the Skills Grading Only              _            |   Using Skills Grading With Traditional Grading
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NOTE: No High/Low Numbers                                NOTE: High/Low numbers
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Utilities - Grading – System File Setup:
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Highlight a nine weeks 
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Click the Skills button

3. Enter grading periods for 1-4 
4. Click OK
Set Up Comments (if you need additional ones):

1. Utilities-Grading-Comments - (Many comments are already here; find a break in the numbers to 
        add new ones)
2. Insert button to add new comment

3. Delete button to delete comment (Comments are fairly standard throughout the school system.   

                                                             Do not delete comments already in the software.)

4. Change button to change comment (Do not change comments already in the software.)

5. Click printer icon to print out a list of comments

Principal’s Module Setup:

        Open Principal’s Module.  Click on the Classroom button.  The window below appears:


To allow teachers to get to the skills grade book, check the Skills box. 

To enable teachers to print his/her own report cards for his/her own students, click on the Gradebook tab and check this box. 


Also, select the Default Skills Scale as Regular Grading Scale

Skills Grade Book in STIClassRoom
Log into STIClassRoom:

Make sure the Year box is unchecked.   This will let you see only 1 nine weeks at a time.
Highlight a class 


1. Click on the icon to the left of the question mark.

2. Choose the appropriate 9 weeks to work with from the drop-down on  the left side (it may already be there)

3. The skills, which are already set up, will automatically appear at the top of columns in the grade book.

To Enter Skills Marks En Masse Without Comments or Notes:

- Click in the column of the skill desired

- Click on the blue icon  

   or right click the mouse 

   to select Enter Marks Down 
   Column.

- Enter marks in the New column;  

  hit the Enter key on your keyboard 

  to go to the next student.

- Click on the Save button

- Do NOT use the Comment box.  It  

  doesn’t work right.

To give all students the same mark, click on the Fill button, which will fill the entire column with the highlighted mark.

To delete all the entered marks, click on the Delete button.


To Enter Marks/Change Scores/Enter Notes Individually or by Cycling:

• Click on the first icon 

  or right click on mouse to select Edit 

  Selected Mark.

• Enter Mark 
• Enter 1 or 2 Comments and Notes as desired.  Both may appear on Report Cards/Progress  

  Reports.

• OK Button

· Put check in Cycle Student box if entering multiple skills’ marks for a student.

· Put check in Cycle Skill box if entering info on just 1 skill for multiple students.

· Check both boxes if cycling through several students and several skills

Skills Grade Book Used With the Traditional Grade Book

If using the skills grading along with the traditional grading, the traditional grading must be set up.  To set up Class Defaults, and Define Categories, see the regular Class Room Module Handbook for instructions.

4. In the traditional grade book, you must also attach an activity to a skills grade.  To do this, in 

            the grade book click on [image: image35.png]


 or on the menu bar go to GradeBook – Define Daily Activities.  

            At the Activity List window click the Insert button.  
∙ Select the Date of the Activity

∙ Select the Category of the Activity

∙ Type in a Description
∙ Give the activity a Value
∙ Make sure the Wt. Mult = 1.00
∙ Type any Note desired

∙ Click the Insert button to attach this activity to a 

   skill

∙ Select the skill to attach the activity 

  to and then click the Apply button.

∙  At the Record will be Added screen, 

   click the OK button.
∙  At the Activity List window, either 

   add another activity or exit using the 

   blue door icon.

5. Traditional grading averages can be seen by clicking on the View drop-down to the left of the icons and selecting Averages.  These averages are converted to Skills Marks via the grading scale setup, and they will automatically appear in the skills Marks columns. 
6. Also note:  If using traditional grading with skills marks, grades MUST be posted to appear on report cards.  When report cards are printed, both the traditional average and the skills mark will appear.

Progress Reports

(In the Skills Grade Book)

 To Print Selected Student’s Progress Report (1 student at-a-time report):  

• Highlight the student’s name; note the number of student(s) selected: 
• Click 3rd icon
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• Select a printer before going to the next step, if necessary

• Do not choose a filter. 

• Choose  appropriate term

• ID to print = None
• Check desired boxes  

  (Check Notes and  

  Comments, if so 

  desired)

• For Attendance, check 

  either Yearly or 

  Grading Period or both. 

• Make sure the Legend 

  is showing on the right.   

  Choose a position for its 

  printing.

• Print button

To Print Multiple Students’ Progress Reports Through Skills Grade Book:

• Select the students by holding down the Shift key and highlighting a 

  range of students’ names OR by holding down the Ctrl key and selecting non-adjacent students one 

  at a time.

• Go to Reports on the top menu bar and select either Report Cards for this Class (All Students) or  

  Report Cards for All Classes (All Students).  Please note: By selecting the All Classes (All 

  Students) the software will go to every teacher’s grade book that contains these students and will  

  get the current grade(s) for these students.
• Message appears: Would you like to print this report for only selected students?
• Click Yes.

• Select a printer, if necessary, before going to the next step.

• Regular print set-up screen appears.  Make your selections.  Remember: Do not choose a filter.
Printing Report Cards for Students of 1 Teacher with All Classes’ Grades Using the Skills Grade Book

  If your school wants the students’ main teacher (such as a Home Room or 1st period teacher) to print progress or report cards, which will reflect grades for all classes for each student which the teacher has assigned to him/her, the Print Progress/Report Card (All Classes) check box in Principal’s Module under the Classroom button must be checked.  Then in STIClassRoom, the main teacher can do the actual printing by going to the menu bar at the top of the screen to Reports/Print Progress-Report Card (All Classes).  These reports will be printed at the teacher’s printer, not the printer elsewhere in the school.
Posting Grades in the Grade Book

If report cards will be printed from a central location such as the main office or the computer lab, it is necessary for teachers to post grades for EACH class.

To post grades:  Open a teacher’s grade book, click on the posting button [image: image3.png]


 or right click the mouse and select Post Marks.

Printing Skills Based Report Cards in STIOffice

NOTE: Grades must be posted in the grade books before report cards can be printed in STIOffice.
Log into STIOffice:

Announcements:  To have an announcement print on the Progress Reports/Report Cards, go to Utilites-Grading-System File.  Click on the term desired, and then click on the Announcements button.  
Type the announcement, and then click OK. Proceed with printing.

Printing Report Cards: 
· Daily-Grading Reports

· Report Cards (Skills Based)

· Select Filter (ex. 5th grade)

· Select Order
· Choose Grading Period to Print
· ID to Print = None
· Check appropriate boxes

(Comments, Long Description, etc.)

· The grading scale will appear to the right in the Legend.
· Select one of the attendance selections 

· Print button

Tips:  Print on a fast, laser printer before/after school so the computer network doesn’t bog down. 

           Print on a pale colored paper, and change the color each term.  This discourages (somewhat) 

           forgery of grade reports.
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For additional help


send e-mail questions to


2000 FCPS


Download the latest version of this document at the FCPS Education Technology web site: http://teach.fcps.net/sms
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