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LOG IN SCREEN



CLICK ON “CLASSROOM MANAGEMENT” FOR ATTENDANCE 

AND GRADING  AND CLICK ON “EMPLOYEE SERVICE CENTER” 

FOR PERSONAL LEAVE AND CHECK STUBS





ATTENDANCE

SELECT CLASS AND HIT SELECT BUTTON



SELECT  THE  “A” OR “T” RADIO BUTTON FOR ABSENT 

OR TARDY AND THEN HIT POST



WHEN ATTENDANCE HAS BEEN POSTED, IT WILL INDICATE ON 

THE POSTED COLUMN WITH A CHECK MARK. OTHERWISE, IT 

WILL HAVE AN “X”



GRADEBOOK



GRADEBOOK

Select Class and Hit the “SELECT” Button





TO CREATE AN ASSIGNMENT, CLICK 

ON THE ASSIGNMENTS BUTTON



ASSIGNMENTS WILL BE SORTED BY 

THE DUE DATE ON THE GRADEBOOK



Click on Add button and select category by clicking on empty 

cell.  Select category for that assignment.



ENTER DATE BY CLICKING ON CELL UNTIL CALENDAR SHOWS UP 

AND SELECT DATE .  ENTER ASSIGNMENT NAME. 



NEW COPY FUNCTION





Grade Copy

ENTER GRADE IN THIS BOX AND HIT ENTER



Posting and Finalizing

Every 3 weeks and every 6 weeks look for a post to 

report card or post to progress report button



ONCE YOU SEE YOUR GRADEDS POSTED TO THEIR 

RESPECTIVE GRADING PERIOD, HIT THE FINALIZE BUTTON.





REPORTS

CLIK ON REPORTS TO PRINT OUT PROGRESS REPORTS, 

CLASS ROSTERS, GRADEBOOK AND OTHER USEFUL 

REPORTS.  



IMPORTANT POINTS
THAT WILL  AVOID HEADACHES

 Always hit the save button after you have entered a few 

grades.

 Never leave your gradebook logged in if not in use.

 Always print a copy of your gradebook at the end of the six 

weeks.

 Turn in your grades on time. 

 Never hit the finalize button until you are sure you are done 

entering grades.

 Don’t assume!!!!   Ask your neighbor for help or call someone 

to help.



QUESTIONS

???


