Making The Grade Basics (version 9 for TUSD!)

Making the Grade is a full-featured grading program that allows teachers to:

post grades, add and drop grades, weight assignments, print reports
as well as create seating charts and keep a daily record.  

Your school site technician should have copies of Making the Grade to take home and install on your home PC, if you need it.  Copies are also available from Educational Technology (225-6278).

This short explanation covers the basic steps of creating a new class.  At any point along the way you can Import the settings from another Making the Grade class you have already set up.
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If you have never used Making the Grade before…

1. Export your class lists from Mojave (see last page).

2. Launch Making the Grade using the desktop shortcut (double-click).
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Type the requested information.  Press Tab to move from line to line.  This information will appear on all printouts.
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4. If you plan to print any reports in Spanish, fill out the next section.

5. Enter your password.  You can make corrections on the next screen.  Due to confidentiality issues, only you should work with the student gradebook (no aide) password.
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6. Select File-CREATE a New Class (Ctrl-N) to set up a class.  You will be prompted to find a class file which you should have exported from the TUSDSTS website or from Mojave (see last page of this handout). 
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7. In Step Two, it makes no difference which choice you make to track your students.  You may decide to use Your Own Numbers or leave it on Roster Postion.
New with version 9 is the ability to choose a “5-point” system, akin to grading on a 4-point rubric.  Stick with the “Multiple Option” system as it’s the most flexible.  If you choose 5-point, there’s no easy way to switch back. 
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You can create create multiple grading scales as long as they are based on a 0-100 scale.  Most likely you will do something like the following.

NOTE: Here’s a good time to “Import” if you would like to use the grading scale from another class
8. Enter grades through the highest “F” and then click Next.
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9. You can choose to round grades or not.  This can be changed later if you wish. 

[image: image7.png]Speaking of rade calculations

Flease indicate below whether you prefer to ROUND
percentages temporatiy] o the nearer whole number
‘when compuling Grade Scale equivalerts

€ Roundings OFF. (Thats, if 90% = &, 8976% = B+

& Roundingis ON.  (Thats, if 90% = &, 8976% = A1)

Carcel Preious ek





10. Assignment categories can used with or without weighted grades.
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· Opt for Total Points (NO Categories) if you do not wish to set up categories.

· Use Total Points (WITH Categories) if you want you want to use categorize assignments but remain flexible.
· Use Composite Grade if you want to “lock” assignment values (i.e., all homework assignments are 20% of the total grade).
Note: Extra Credit should not be given a percent as it will affect all grades unless everybody does the extra credit.

· Type information (or Import if you have a file of names).

· GRD Sys allows differing grading systems.

· When finished, select ALPHA/SORT to sort students alphabetically.
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Daily Record

You can keep a daily record (for attendance or other marks).  Set this up now or later (under the Window menu).  Remember, you can also import this setup from another MTG class!

[image: image10.png]STEP ONE IN SETTING UP
'YOUR DAILY RECORD!

Please enter the fulldate of the FIRST and LAST days of
this reding term. (The number of active weeks may

Maling the Grade™ | notsieeeds0)

The FIRST day o the term:

(Evample: 09/05/00)

The LAST day ofthe tem: [10717/02 (Example: 10/21/00)

Covel | ot | oot INTRE Db Rocadso__| [




 [image: image11.png]Idertiing ND SCHOOL Days

STEP T Click on those days on which NO SCHODL willbe (o was)
eld duting ths tem. You mst give each NS dayls)a TITLE before se
lecting anther.

September 2002

S Mon Tue Wed Thu i Sat

a] 4] s[ 8] - Cancel

ol wl n| 2| 3]

6] 17| 8| 9| af 2

2| 2| x| 6| x CE

El

Nest

“NS" Tite: [Labor Dayf




 

You have the option of selecting holidays and other days off from school.
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Seating Charts
Set up a seating chart by creating/editing the template and placing students.  Remember, you can import from another MTG file.  Also, you can create multiple seating charts for different seating arrangements (under the Edit menu).

1.
Select the Seating Chart from the Window menu if it is not already open.

2.
Click the cursor to select blocks where there are student seats.

3.
Number the seats.

4.
Place the students by dragging them and/or by selecting categories, such as placing students by gender or randomly.

5.
Drag students to move them.
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When finished, you can print your seating chart as a “report”.

1. Select Reports-For the Teacher-Seating Charts from the menu bar.

2. Opt to print any or all of your charts.  You can opt for a basic chart, one that has pictures (if you have taken pictures and added them using “Portrait Studio” under the Window menu) and/or include a two-week daily record grid and more.

3. You can add your other classes and “Print Now” when ready to print.
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Entering Assignments and Scores
1.
Select File-OPEN a class to open a class.


-or-


Select File-CREATE a new class to create a new class.

2.
Click in an unused column to add a new assignment.

3.
Enter the category code if using categories.

4.
Select the assignment value.

5.
Enter scores (number of points).

HINT: Press quotes (“”) after entering the first assignment to fill the column down with the same scores.

Printing Progress Reports
For students (progress reports)…
1.
Select Reports-For the STUDENTS-From THIS CLASS only.
2.
Choose either with ALL Assignments or with MISSING Assignments.

3.
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4.
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5.
Choose whether you want to print reports for ALL or INDIVIDUAL students.

Select additional options (phone number, parent signature) or add your own comments.

For posting…
1.
Select Reports-For the TEACHERS-Gradebook.

2.
Opt for With STUDENT NUMBERS for posting confidentially.

3.
Select By RANK in class (first to last) to rank students and place them out of order for further confidentiality.
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Publishing to the Web
When prompted on closing, you can click on “Yes” to upload the current class assignments to the web.  Parents can then log on to their Parental Access account to check on their child’s progress, or select TUSD-UPLOAD Class Data Files…

Making the Grade — Time-Saving Hints!
This short introduction covers only the basics.  There is much more you can do with Making the Grade — adding student pictures, using import to save time, and even putting your grades on the Internet!  Here are some of those additional features.

· Automatically back up Files (version 8.2 and newer):

1.  Select File-Back Up Classes (you will be prompted for a location to save.  We suggest the D: partition).

2. Alternately, select Set MtG Preferences from the file menu to set the backup location and other settings.
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· “Point” Making the Grade to the teacher’s folder by configuring the shortcut:

1.  Right-click on the desktop shortcut for Making the Grade.

2. Select “Properties.”

3. Change the “Start in:” and “Target:” entries to the teacher’s folder on the H: Drive.

· File-SET MTG Preferences-Calculating INC Scores… lets you switch INC

· (incomplete scores) between not counted and counted as 0% (missing)!

· Get a copy of the sample gradebook to see what the program can do.

· There are 5 grading scales per class so you can assign different grading scales for exceptional education and other students in your classes.

· Check out Select-A-Student under the Windows menu to select random students.

· Check out Select-A-Group, which allows you to group students randomly.

· There is a “Ditto” function — whenever you wish to repeat a score (in Score Entrymode) press the “ (quotation mark key).  The score will be repeated down the column.

· The PORTRAIT STUDIO (under the Window menu) lets you capture pictures from any digital camera or import images from any source to include in your seating charts!

· The WEB ePUBLISHER (also under the Window menu) lets you create e-mail and web page documents to e-mail progress reports or post on the web on your own!

· Reports for the class can contain category analyses and be printed as tables, histograms or charts.

Check under the menus for additional cool features of Making the Grade!

Exporting Students from Mojave (preferred method)

1) Click on “Class” in Mojave and open a class  (see http://edweb.tusd.k12.az.us/handouts.asp).
 

2) Click on the link “Roster Export to Making the Grade”



3) Save the class file (rename the file if you wish, i.e. MTG Per04)



4) Repeat this for each class (by first opening the class and clicking on “Export Class to Making the Grade”).

Exporting Students from TUSDSTATS (another method)

 

1) Log in on the TUSDSTATS page: http://tusdstats.tusd.k12.az.us *

a. Click on Student-Level Data
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b. Enter your TUSDSTATS login and password
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2) On the Teacher Information Page, click on “MTG Export” (next to “Grades” link)
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3) Click on the class you wish to export
a) if Dialog box appears, click “Save” button
b) if Student List appears in browser click File | Save As…

4) Change “Save As Type” to “Text File (.txt)”

5) Find desired directory and save file with an appropriate name (i.e. Period 3).
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Repeat the above procedure for each of your classes.

*If you do not know your login, contact Educational Technology at 225-6278.

The resulting Daily Record can be used at the computer, or better still print it out and put it in a binder to use for attendance. 








