™

ASCENDER
A TEACHER
| PORTAL

ASCENDER GUIDES

P4 ASCENDER

ASCENDER TeacherPortal - Teacher Guide

2022/07/26 08:02 i ASCENDER TeacherPortal - Teacher Guide



T

2022/07/26 08:02 i ASCENDER TeacherPortal - Teacher Guide



Table of Contents

D BN s sisss s wiioensimnm e o et oy i 3 R 0N 0 i R R a3 T A TV AT

Access TeacherPortal . i
TRCIREPONERN SOMURTE . i is im0a0n ot ot s w4 e 3 £ A0 A A i 4 34 47 b

Manage SEULENT GROUDS ..o eeeeans s gesaa g ss e sme e sn e g e e e bsensme et bmreessnessbeserbreses
Daily Tasks .......c.ccccene

(== T = T I ]

5
5

BB BB s bk R bRk bk b Rk Bk Y N S Y Y Y AR YA EE R NN N A AN EEEEEE PP EEEEEAREREEEEEEREEE R

2022701126 08:02 iif ASCENDER TeacherPortal - Teacher Guide



TP

2022/07/26 08:02 iv ASCENDER TeacherPortal - Teacher Guide



P

Teacher Guide to ASCENDER TeacherPortal

Overview

Welcome to ASCENDER TeacherPortal!

e Teachers must re-register each year before logging on, as all TeacherPortal non-

administrative user accounts are deleted at the end of each school year. Administrative
user accounts are retained,

+ To register, you must provide your staff ID and name. You must be associated with the

district for the current school year. Upon registering, you will create your user name,
password, and PIN.

A staff ID can be associated with multiple user accounts, which allows you to have both a

teacher account and one or more administrator accounts. The user name must be different
for each account.

IMPORTANT: Upon initial account creation or log on to the portal, the End User License Agreement
(EULA) for ASCENDER is displayed. Users must accept the agreement in order to proceed. This
agreement must be accepted on an annual basis.

NOTE:

» If you forgot your password or PIN, click Forgot Password on the Login page to go to the
Reset Password page where you can reset your password using an automated process.

« if you forgot your user name, click Forgot User Name.

Teachers who do not have administrative access are directed to the Announcements page upon
logging on. The Admin menu is not displayed in the main menu, and some reports that require
administrative access are not displayed in the Reports submenu,

» Teachers of courses where students must meet UIL eligibility requirements (e.g., band or
athletics) can be granted access to the UIL report in the Reports menu. The UIL report allows a
teacher to view the students’ working cycle averages for all of their courses to determine UIL
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eligibility and locate students who may be at risk of losing eligibility.
= Teachers can be given permission to create campus-wide or course-wide groups of students in
TeacherPortal. Special group reports are available that provide data for the student groups.

Teacher Guide to ASCENDER TeacherPortal

Access TeacherPortal

Create an ASCENDER TeacherPortal account,

U From the Login page, click Create Account. The User Information page is displayed.

To exit without saving any changes, click Return to Login.

User Information:

staff ID off =
Last Name = Type your last name & _ J

Type your staff ID number. : : mE 7
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IFirst Initial __ [Type the first letter of your first name. I B g

O Click Next.

If you entered the data correctly, the Basic Information step opens.

Basic Information:

Create At

LUbas e i

User Name Type a unique user name that will identify you when you log on to the system, |
such as a combination of letters from your first and last name, i

* Your user name must be 6-25 alphanumeric characters and must be unigue

within the district.

* Your user name is not case-sensitive.

+ If you type a name that is already used, available alternatives are suggested.

Password Type a password that you will use when you log on to TeacherPortal.
» The password must be 8-46 characters using three of the following:
iuppercase letters, lowercase |etters, numbers, and special characters
|* Your password is case sensitive.

|Password Retype the password exactly as you typed it above. This step confirms that |
Verlfication you typed your password as you intended. T a0
iPIN Type a four-digit numeric personal identification number (PIN} that you will use

when you post data in TeacherPortal. Avoid using 1234, 4321, or all the
same number, as these are common and easily guessed.

0O Click Next.

If you entered all required data correctly, the Security Question step opens.
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Security Question:

Privade answess to three dferent quesiors The idformaticon wAll 535t you | FSatng your prssword

High schoo Prartd v

Question/Select three questions to which you will provide an answer. The questions are asked in
the event that you forget your password.

You must select three different questions. You cannot repeat any questions/answers.

Answer Type the answer to each question. If you forget your password, you will be required to
answer the question correctly in order to recover your account. Be sure to select
questions for which you will easily remember your answer. Answers are case sensitive.

License Agreement

Review and accept the End User License Agreement (EULA) for ASCENDER. This agreement must
be accepted in order to proceed.

O Select Accept.

QA Click Next.

If you entered all required data, the Complete page opens.
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Lhan formaslzon

Your ASCEMDER TeacherPortzl account has been created

1 Click Finish.

The Announcements page opens.

Log on to TeacherPortal.

To access TeacherPortal, you must log on. If you are a new user and do not have a user name,
you must create a user name,

Returning teachers must re-register each year before logging on, as all TeacherPortal non-

administrative user accounts are deleted at the end of each school year, Administrative user
accounts are retained.

WARNING: If you have three unsuccessful attempts to log on (invalid user name/password
combinations), the system locks out your account. If your account is locked out, please
contact your campus administrator to have your account reset.

If the district has disabled TeacherPortal, the message “TeacherPortal is Unavailable” is
displayed.
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[User Name

|Password

Type your user name. Your user name is not case-sensitive. T
Type your password. The typed text is hidden. Your password is case sensitive,

[ Click Logi

The Anno

uncements page is displayed.

For security purposes, your password will expire periodically. If your password is expired, you
are redirected to the Password Expired page before the Announcements page is displayed.

Follow the

instructions provided in the online Help for the Password Expired page.

Reset your password,

Login Page > Reset Password

The Reset
reset your

Password page allows you to reset a forgotten password or change your password. To
password, you must know your staff ID, user ID, and the correct answer to one of

your password hint questions; otherwise, you must contact your campus administrator to have
your account reset.

2022/07/26 08:02
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Security Question  Create New Password

swHiD: &

Usar Name: F 3

0 From the Login page, click Reset Password.

The Reset Password page opens.

0O To exit the Reset Password function without saving any changes, click Return to Login.

Reset Password

Staff ID Type your six-digit district-assigned staff ID number. |

User Name iType the user name you created when you registered for TeacherPortal.

O Click Next.

If you entered the data correctly, the Security Question step opens.

Security Question:

Ahéﬁér}dne of your-hint questioné is disblayed, as established in ybuf User Profile. Type the
: |answer to your hint question exactly as it appears in your profile.

{d Click Next.

If you entered the data correctly, the Create New Password step opens.
2022/07/26 08:02 7
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Create New Password:

[Password Type a new password. You cannot reuse your last password.

: * The password must be 8-46 characters using three of the following:

! uppercase letters, lowercase letters, numbers, and special characters

| 4 * Your password is case sensitive. |
Confirm Retype the password exactly as you typed it above, This step confirms that
Password you typed your password as you intended.

O Click Finish.

Navigate TeacherPortal.

Navigation tools are located along the left side of the page, or in the top-right corner. Some
tools function differently on mobile devices.

MOBILE DEVICE USERS: On a mobile device, tap = to access the side menu.

District & Campus

The district and campus you are logged onto are listed at the top of the navigation bar. If you
currently teach courses at more than one campus, select which campus to view,

Teacher

Your name is displayed as it is entered at the district's Human Resources department.

Navigation

Some pages and information are only available if enabled by the district.

Attendance - You can post and view attendance.

Grades - You can enter assignment grades, as well as cycle and semester grades.
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Reports - You can access a variety of teacher reports.
Discipline - You can enter discipline referrals and view the status of existing referrals.
Settings - You can manage your user profile, class settings, and more.

Admin - If you are logged on with a district- or campus-level administrator account, you can
access additional administrator pages.

Other Tools

- Click to hide the left-side navigation bar. Click again to display the navigation bar,

- Various sections throughout TeacherPortal can be coliapsed or expanded. Most data is
expanded by default. Click # to hide the section from view. Click v to show the section.

Print button - Various pages throughout TeacherPortal can be printed. Use the print button
instead of the browser's print option to ensure the best formatting of the content.

Top-right
Pt

i ® 4 - Click to view ASCENDER TeacherPortal online Help.

r.‘
\%9% - Click to log out of ASCENDER TeacherPortal,

Teacher Guide to ASCENDER TeacherPortal

TeacherPortal Setup

Beginning of the school year:
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The following tasks should be done at the beginning of the year and not modified during the
year.

{Optional) Create course groups,

Settings > Manage Course Groups

Course Grouping Flow Chart

This page allows you to group courses by semester, which allows you to enter grades, manage
categories and assignments, and copy categories and assignments for multiple sections at the

same time (e.qg., if you teach multiple section of Algebra 1) without having to switch from section
to section.

{MPORTANT: You must groug your ceurses at the heginning of the semester hefore any
categories are added.

Once you have grouped the courses, all categories and assignments for the courses will match.
The courses will be displayed as grouped on the following pages:

» Grades > Assignment Grades

» Grades > IPR Comments

» Grades > Print IPR

* Reports > Class Roster

» Settings > Manage Assignments
¢ Settings > Manage Categories

The following courses cannot be added to a group:

+ A standards-based or elementary skills-based course. Only category-based (i.e., regular}
courses can be grouped.

¢ A course that does not exist in the selected semester.

« A course that has already been added to another group, either for the current teacher or a
prior teacher. The message “Exists in another group” will be displayed next to the course
in the Ineligible Courses list,

* A course that has any categories already set up, The message "Already has categories”
will be displayed next to the course in the Ineligible Courses list.
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» A course that has any students who are in another course already added to the group.

¢ A self-paced course.

The following restrictions also apply:

* A course cannot be added to a group if the group has any categories already set up.

» |f the course-section is part of a group, and the teacher for a course changes during the
year, the new teacher will not be able to add the course to a group. The message “Exists
in anather group” will he displayed next to the course in the Ineligible Courses list.

This can be resolved,

To resolve this issue so that the new teacher can add the course to a group, a
TeacherPortal administrator must delete the course from the original teacher's
group as follows:

1. Log on to TeacherPortal and impersonate the new teacher.

2. While impersonating the new teacher, go to Settings > Manage Courses,
Retrieve the course-section, and then click % to delete the course from
the group.,

Click Save.

4. Repeat for all applicable courses.

w

= You must be the class role 01 teacher (i.e., Teacher of Record) for the course in order to
add the course to your group. Class role 02 and 03 teachers for the course cannot add the
course to a group.

If the class role 01 teacher becomes unavailable {e.q., long-term leave)...

If the class role 01 teacher becomes unavailable {e.g., long-term leave), and a
class role 02 or 03 teacher becomes responsible for the class, the courses
must be un-grouped {i.e., the course must be deleted from the group).
Otherwise, the class role 02 or 03 teacher will not be able to add any
additional assignments for the class,

If the class role 01 teacher is unable to un-group his/her courses before
leaving, an administrator can un-group the courses.
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Course Grouping

Availsble Course Geoups Course Group Datail
Eaiy Cawss Group Name
4o dats seslable i Lable Group: Plesse salect or create a course group.
A ted
Mo m Geouped Courves Avallable Couriat
Ha dats seslrble n Uikl No dats svadable i bl

O Specify the semester:

'Semester|The current semester is displayed by default. You can select another semester.

[ Click Retrieve.

0 Under Available Course Groups (left grid):

Existing groups are listed. Otherwise, the message "No data available in table” is displayed.

Add a group:

Avaitable Course Groups
Edit Course Group Namo Semester Course Count

Me data available in table

Name: Algebra |l Add Group B

[Name  [To add a group, type a unique name for the group.
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{0 Click Add Group.

The new group name is displayed under Available Course Groups (left grid).

O Click 4 to add courses to the group.

Semester: 1 ¢ Butsives

Course Grouping

Available Course Groups Course Group Detail
Edle Course Group Name Semester Course Count
L e — s e =l Group: Algebra |
(qi Algebra | 1 o

Associated Courses

Groupad Courtes Available Coursas
Name. Add Group

No data pvadable in table % ALGEBRA 1(0801.38
»  ALGEBRA 10801 31

w  ALGEBRA 1/0801-34

U Under Course Group Detail (right grid):

eyt

Group iThe selected group name is displayed.

00 =T The default message, “Please select or create a course group” is displayed.
Grouped Courses All the courses currently added to the selected group are listed.

If no courses are added, the message “No data available in table"” is
displayed.

Avallable Courses Any courses that can be added to the group are listed.
click | ¥ for each course you want to add to the group. The course is moved
to the Grouped Courses list.

Ineligible Courses|Any courses that cannot be added to the group {due to reasons described

above on this page) are listed. An explanation of the course's ineligibility is
displayed next to the course.
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X Click to delete a course from the group.

0 Click Save.

Edit a group:

dJ Under Available Course Groups (left grid):

g::;ie The number of courses currently added to the group is displayed.

Q Click to view the group details. The details for the group are displayed on the right
under Course Group Detail, and you can add or remove courses from the group.

x Click to delete a group. You are prompted to confirm that you want to delete the
group. Click OK.
A group can only be deleted if Course Count is 0.

Create assignment categories.

Settings > Manage Categories

This page allows you to establish categories that describe the types of assignments you will use
in the selected semester and course-section.

An initial set of categories, defined by the campus, is set at the beginning of the year. If you
have an assignment that falls under a category that is not included in the list, you can create a
new category, if allowed by the campus. The category you create is added to the master list and
will be available for all teachers to use. The list of categories will continue to grow as you and
the other teachers add categories.

For your selected categories, you must specify the type of weighting to use for calculating
averages (percent-based, point-based, or multiplier-based). You can also assign your own
category colors to enable color-coding of assignments on the Assignment Grades page.

From this page, you can also copy categories from one course to other course-sections.

This page is disabled for standards-based courses, because categories are not used for these
courses.
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This page should not be used for course-sections that are skills-based courses, because
categories are not used for these courses,

S : ' " m

Manage Categories

o1 A

Cycle 1 Cyce 2 Cyce 3
Category L [ : & w []
Delets Namy Color | Waight  Drop | Welght Dvop Waight Drop

o &

©
o 1 o

®
x 50 (+] 0

- k-
Totals 0 - o [
Add Category Typa

About grouped course-sections and teacher changes:

If the course-section is part of a group, and the teacher for a course changes during the year,
the new teacher will not be able to make changes to categories. The following message will be
displayed: “This course belongs to a group for another teacher. No category maintenance may
be done except by that teacher.,”

In order to resolve this issue so that the new teacher can maintain categories for the course, a
TeacherPortal administrator must delete the course from the group. Then, the new teacher
can create a new group if needed.

The administrative user must do the following:

1. Log on to TeacherPortal and impersonate the new teacher.

2. While impersonating the new teacher, go to Manage Courses. Select the course-section,
and then click * ' to delete the course from the group. Repeat for all applicable courses.

3. Click Save.
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O Specify a course-section:

Course-Sectlon -

Select the course-section to set up categories for. :

Semester ]Select the semester to set up categoriesfor. mi‘

O Click Retrieve.

The available categories are listed under Available Categories, and your current category list
for the selected course-section is displayed under Selected Categories.

O Under Weighting Type:

Select the weighting type to use for the categories. You must use the same weighting type for all
cycles in a semester.

PercentageIf selected, you must assign percentages to each category The percentages must
total 100%. i,

Point Point values are determined when the a55|gnment is created. They are not entered |
on the Manage Categories page. Point values for each category accumulate as ;
assignments are added. When using point-based weighting, the categories are only |
used for grouping similar assignments. The calculation is based on the total points,
not weighting.

ﬁﬁitTpﬁéi‘ If selected, you must provide a multlpller number {between 1-9) for each cate category
For multipliers greater than one, the individual assignment grades are counted
multiple times.

See the Calculate Averages guide for an explanation of calculating averages for each weighting
type.

NOTE:

The category weight for current cycle can be changed for the current cycle, as long as grades
have not heen posted.

You cannot change the weighting type for the second semester of a two-semester course, The
weighting type must be the same for all semesters of a course,

If you post an override cycle grade for a student even if there are no categories for the course,
the weighting type is automatically set to percentage.

Each weighting type is only displayed if the campus allows the weighting type {or if the
teacher has already started using the weighting type before the restriction was put in place).
Any weighting types not allowed by the campus are not displayed. If you are using a
weighting type that the campus decides to disallow partway through the current year, the
following applies:

* You can continue to use the weighting type until the end of the current year. After the

2022/07/26 08:02 16 ASCENDER TeacherPortal - Teacher Guide



™

current year, that weighting type will no longer be available.

« If you select another weighting type during the current year, you will not be able to
reselect the disallowed weighting type.

If a category is specific to a particular weighting type (as specified at the campus level), the
category is only displayed on this page if the appropriate weighting type is selected.

0 Under Available Categories (left side):

The available categories are listed in alphabetical crder.

If a category weight is locked {by campus admin), a lock icon  is displayed next to the
category name. The weight specified by the campus must be used and cannot be changed.

O Click Add Category Type to add a new category to the list of available categories.

The Add Category section is displayed below the available categories.

2022/07426 08:02 17 ASCENDER TeacherPaortal - Teacher Guide
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NOTE: If the campus disallows teachers from adding categories, the Add Category Type
button is disabled; you must use the categories established by the campus.

Add
Category

Cate.g.t;&m _Type the name of the new category You cannot type a name
Name that is already included in the list of available categories. Type
\carefully to avoid spelling errors. .

sCategory names are case-insensitive (e.g., if “quiz” already |
|appears in the list, you cannot add “Quiz"). i J

PIN _ [Type your four-digit PIN.

O Click Save.

The new category is displayed In the list of available categories in alphabetical
order. You can then add it to your Selected Categories list.

IMPORTANT: Once a category is added to the list of available categories, it
cannot be deleted from the list. If you add a category by mistake, you must
contact your campus administrator to have it removed at the campus level. The

rategory canmot be removed If it tas assignments associated with it

0 To add one of the Available Categories to the Selected Categories list, do one of the

2022/07/26 08:02
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following:

+ Click-and-hold the category and drag it to the Selected Categories list.
e Click  for the category.
* Double-click the category.

The category is added to the bottom of the Selected Categories list. If there is a default or
locked weight, that weight is copied to all open cycles.

0 Under Selected Categories (right side):

All selected categories for the specified course-section are displayed for all cycles in the
semester.

The table changes according to your selection in the Weighting Type field. For each cycle, the
column heading is % Weight, Points, or Multiplier according to your selection.

ICycle # [if a cycle is closed, the column heading for the cycle displays (closed), and the

| data cannot be changed.

% Welght |if the Weighting Type is Percentage, type the percentage for each category.
1 The percentages must total 100% for the cycle.

| If you select a category created at the campus level, and the campus entered a
weight for that category, the weight is displayed in the % Weight field for the
category. You can change the weight, unless the campus locked the weight for the
category. If the weight is locked, the weight is displayed in the field and cannot be
changed.

Points  |If the Weighting Type is Point, you cannot enter the total point values in the
Points field. The field automatically displays the sum of the total points entered for
all assignments for the category. For example, on the Administer Assignments !
ipage, if you enter five quizzes in the Quiz category, each with total points setto |
1100, the field displays 500.
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# Drop

For each cycle, type the number of items to be dropped during a cycle. For
example, you may want to drop the student's three lowest grades from the
homework category. The student's category average will always reflect the
dropped grades.

If you do not want to drop any grades from the category, type 0.

Only non-excluded grades are dropped. If you exclude an assignment for a student
on the Assignment Grades page, the assignment is not counted as one of the
grades that will be dropped.

Note that you can specify on the Manage Assignments page if you do not want to
drop a specific assignment within the category.

WARNING: If all assignments in the category do not have the same total points
value (as entered on the Manage Assignments page), the calculations for dropping
a specified number of assignments for the category may result in an average that
is different than expected. If the total points value varies, the grade with the lowest
number of points may not necessarily be the lowest grade,

Color ®

Click the icon to select a color for the category. A window opens allowing you to
select a color. Click a color to select it.

The selected color is used to color-code assignments on the Assignment Grades
page.

By default, no color is assigned to the category.

The color can be changed any time.

Click to remove a category from your Selected Categories list.

NOTE: You cannot delete a category that has assignments associated with it
during any cycle. To delete a category, you must first delete all grades and
assignments for the semester, including grades for withdrawn students. All grades

must be deleted before you can delete assignments.

Copy values from one cycle to another:

After you enter the weighting type value and number of assignments te drop for cycle 1, you can
click &3 to copy the values to cycles 2 and 3.

2022/07/26 08:02
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Selected Categories
Cycle 1 Cyde 2
Category % # % #
Delete Name Color Weight Drap @ Weight | Drop
x 6 Weeks 40 fi] 40 0
Tests D
x Class 10 0 10 o
Participation )
X Daily Work 50 0 50 0
®
Totals 100 100
Copy categories ta other course sections

Cycle 3
% #
Weight = Drop
40 0
10 0
50 0
104

Save data:

IPIN_ [Type your four-digit personal identification number (PIN).

1 Click Save.

NOTE: If the cycle is closed, you cannot save any changes; the button is disabled. If

applicable, the button says All Cycles Closed.

Selected Categories * # *
Cycle 1 {deted) Cycle 2 [doced) Cyda 2 idazed)
Delete Category Nome Color | % Weight | #Drop | % Weight | ¥ Drop | % Weight i Drop
Maor Teme/Projest: | IS | S0 el o o o
Quaizlabe L= T 0 ] 0 ] o
Dy workHemawork -@ S o o [ o
Totalk 100 1]
P [ Al Cyeles Closed [0 WUR—
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Copy categories from one course-section to another:

Once you save the categories for a course, you can copy the categories to another course-section,

O From the Manage Categories page, use the Semester and Course-Section fields to select the

course-section from which to copy categories.

Selected Categories
Cycle 1
Category % 4
Delete Name Color | Weight Drop
x 6 Weeks a0 W]
Tests @
X Class 10 o
Participation ©
»® Daily Work 5 0
@
Totals 0
Copy categories to other course sections

Cycle 2
% #
Weight Drop
40 0
10 0
S0 4]
13

Cycle 3
% #
Weight Drop
40 0
10 ¢
50 ¢

100

O Click Copy categories to other course-sections.

The Copy Categories page opens.

2022/07/26 08.02 22
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Copy Categories
| Evim 1o Coagarin
From Coursa 61 ALGERRA 1 {0801-31)
To:
Semester 1 Semastor 2
Course Farlod Copy Courte Period
01 ALGEBRA 1 (DB0T-21) 01 2 01 ALGEBRA 1 (€801-31) o
1 ENVRONAMENT SYS 14216-31) [1]] 01 ENVIRONMEMNT 5Y5 {421¢-31} Ll
02 ENVIRCNMENT 5Y5 [4215-32 02 02 ENVIRONMENT §YS 4216-22
02 SCIENCE ENRICHM (421B-32) [Ready] 02 02 SCIENCE ENRICHM, {4213-32) {Ready]
03 EAMIRONMENT 5Y5 {4214-33) 03 03 ENVIRONMENT 5YS (1216-33) 03
04 ENVIRONMENT $Y5 {4234-34) ™ 4 ENVIRONMENT SYS (4216-34) o4
05 ENVIRONMENT SYS {4214-35) o5 DS ENVIRONMENT 5V§ (4214-35) "
04 ALGEBRA 1 {08135} - 6 ALGEBRA 1 (080136} [
08 ALGEBRA 1 {0301.38} - 08 ALGEERA, 1 10201.38) o8
08 INT FHY & CHEM {4202-38) OB UNT PHY & CHEM (4202-38) [
Pl Copy

Your active courses are listed.

From |[The course, period, and section from which you are copying categories is displayed.

Course|Click a course title to view the existing categories for the course. A window opens which
displays the categories for the course.

Categories Exist for: 01 ENVIRONMENT SYS {4216-31) £

Category
Major Tests/Projects i
Quiz/labs

Daily work/Homework

T i e

Click OK to close the window.
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Copy fSeIect one or more courses to copy the categdﬁeé to.

iNDTE: You cannot copy to courses that have categories with assignments; the check box
for the course is disabled.

PIN_[Type your four-digit personal identification number (PIN). e E

O Click Copy.

NOTE: if you attempt to copy categories to a course that already has categories (but no
assignments), a warning message is displayed stating that you will override any categories
that exist for the other course(s).

Click Continue if appropriate.

0 Click Return to Categories to return to the Manage Categories page.

During the school year:

The following tasks should be done at the beginning of the year but can be modified during the
year.

Create seating charts.

Settings > Manage Seating Charts

This page allows you to create and maintain seating charts for all of your classes. The seating
chart lists the student name, gender, and ID. The seats are color coded by gender.

Student seats can be rearranged at any time.
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You must create a new seating chart for each semester of a course. If the course is more
than one semester, you can copy the seating chart to subsequent semesters.

IMPORTANT: It is recommended that you set the Combine Courses in Attendance field

on your Update Profile page the way you want it for the semester before creating the
seating chart.

About combining and uncombining courses

If you change the setting of the Combine Courses in Attendance field, the data will be
preserved as much as possible; however, you must then verify that your seating charts are
correct for all periods, make the necessary changes, and then save the seating charts
again.

If you change the Combine Courses in Attendance field during the semester, the
following applies:

+ |f Combine Courses in Attendance was not originally selected and you have only
one course per period, you created a seating chart, and then you selected Combine
Courses in Attendance, the seating chart is not affected; however, you must re-
save the seating charts for all periods.

+ If Combine Courses in Attendance was not originally selected and you have some
pericds with multiple courses (each with its own seating chart), you created a seating
chart, and then you selected Combine Courses in Attendance, the following
occurs when you retrieve one of the periods on the Seating Chart Setup page;

= Only the seating chart for the first course in the list is preserved,
= The remaining students are displayed under Unassigned Students.

o If the first course in the list has no students enrolled, no seating chart is
preserved. You must recreate the chart.

¢ |[f Combine Courses in Attendance was originally selected and you have only one
course per period, you created a seating chart, and then you cleared Combine
Courses in Attendance, the seating chart is not affected, you must re-save the
seating charts for all periods.

« |f Combine Courses in Attendance was originally selected and you have some
periods with multiple courses, you created a seating chart for students from multiple
courses, and then you cleared Combine Courses in Attendance, the following
occurs when you retrieve a period/course on the Seating Chart Setup page:

= Only the chart dimensions of the seating chart for the first period/course you
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attempt to edit is preserved.

= Only seats for students enrolled in the course are preserved.

= The remaining students are displayed under Unassigned Students.

= You must recreate the chart for the other courses that were previously

combined in the period.

If a student transfers to the class, he is listed under Unassigned Students.

If a student drops the course, his seat is blank.

Front of Classroom

Date: 04/21/2020 Semester: 2 ¥
Parlod: 01 - ENVIRONMENT 5YS v
Layout Options: = Alphabetical by Row v I 4
Manage Seating Charts
Show Pictures
LAATA PLRES HAGFORL RANGEL
FAARIANLLA GABRIEL PEGHAN cUTIN
Qender F Dendar. M Gurdes: Ginder; bt
LUWARDS LNGLISH GANEZ MACUAS
MALVIF ANGEL GUADALUPE EMIUANG
Ganide: # Gender. b Gunder. F Getnder. A
COMILL LELEON Ch, BOISE T
LAYLEE HUNFER HUE® CANDACE
Lot Gender: 1 il Gender - F
BALDERRAMA BURFORD CADORLL TASOLLG JR |
DANNA LAWAHRER RILEY ALAN
Gender: IRACE Gendur: M Gender: M
Gendei. M v .

Preview Layout

9810 ODRIGHUEZ COLT (M
$93:478 SULLIVAN MICHAEL (M
993746 VAQUERA JACOB (M

992705 VAZQUEZ CHRISTIAM (M

iraate 3 Type a date in the MMDDYYYY format or click ™ to select a date from the calendar

The date is used to verify current enrollment in the class.
[NOTE: If you are setting up a seating chart before the first day of school, enter the
[date of the first class.

- -
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'Semester

The current semester is displayed by default. You can select another semester.

Period

k-

iSelect the period-course to create a seating chart for.

NOTE: If Combine Courses in Attendance is selected on your Settings > Update

_|Profile page, the courses are combined by period.

By default, the field displays the first period for which you have not posted attendance.

If a seating chart already exists for the period, the seating chart is displayed.

Layout
Options

Columns

Select a layout for the seafin{j chart:

Alphabetical by row - Students are placed in alphabetical order by last name
starting at the front-left corner of the room {from the teacher’s perspective) and
continuing horizontally, filling each seat until all students are placed. Empty seats
are at the back of the room.

Alphabetical by column - Students are placed in alphabetical order by last name :

starting at the front-left corner of the room {from the teacher’'s perspective) and

icontinuing vertically toward the back of the room, filling each seat until all students

are placed. Empty seats are on the right side of the room,

Numerical by row - Students are placed in numerical order by student ID starting at
the front-left corner of the room (from the teacher’s perspective) and continuing
horizontally, filling each seat until all students are placed. Empty seats are at the
back of the room.

Numerical by column - Students are placed in numerical order by student ID
starting at the front-left corner of the room (from the teacher’s perspective} and
continuing vertically toward the back of the room, filling each seat until all students
are placed. Empty seats are on the right side of the room.

{Random - Students are placed in random order. If there are more seats than
istudents, the empty seats are at the back of the room, Every time you click

Rows

|Preview Layout, the random order changes; you can try multiple random layouts
until you find one that works best.

Blank - A blank seating chart is displayed, and all students are listed either beside |
or below the chart {depending on the size of the chart). You can drag students from |
the Unassigned Students list to the seating chart.

If you previously saved a seating chart and return to this page, the student seats

are arranged according to your last saved layout; however, the Layout Options
field is always set to Random by default. Even if you selected an alphabetical or
numerical arrangement, you may have manually moved students; therefore, the
program assumes the students may have been moved.

Type the number of rows (horizontal) and columns (vertical) for the seating chart.

'You can have up to 11 rows and 11 columns.

0O Click Preview Layout,

The seating chart is displayed according to the criteria entered.

REMINDER: When you click Preview Layout, the changes are not saved. You must type
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your PIN and click Save Seating Chart to save the changes.

Unassigned If there are more students enrolled in the class than seats available, the
Students ‘extra students are listed either beside or beiow the seating chart
__|ldepending on the size of the chart).
Show Pictures ‘Select to display student photos in the seating chart. Photos are only

lavailable if they have been added by the district.

¢ Each seat lists the student's name, gender, and student ID.
* You can click the student ID to view the student's profile,

» The seats are color-coded by gender. Seats for females are shaded pink, and seats for males
are shaded blue.

[ You can manually arrange students as needed by dragging a student to a new location.,

* If a student is dragged to a new location that is currently occupied, the two students switch
seats.

+ If the student is dragged to an unoccupied location, his original location becomes
unoccupied,

* You can drag students to and from the Unassigned Students list. If a student is dragged to
a new [ocation that is currently occupied, the two students switch places. The student from
the list now has a seat, and the student who had a seat is now in the list.

* To re-sort the students using one of the layout options, select an option from the Layout

Options field, and then click Preview Layout. The students are sorted according to the
new layout.

Save changes:

PIN _[Type your four-digit personal identification number (PIN). o i o s

0 Click Save Seating Chart.

Print the seating chart:
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O Click Print.

The Seating Charts Report Selection page opens allowing you to make selections for running
the report.

Generate seating chart report,

Reports > Seating Charts

This report prints a teacher's seating charts for all periods or one period. For each period, the

seating chart is displayed followed by a list of students who are not assigned to seats. The
seating chart lists the student name, gender, and ID.

If printed for all periods, each period prints on a separate page.

NOTE: If that field has been changed, and the seating charts have not been re-saved on
Settings > Manage Charts since the setting was changed, a warning message is displayed
when the report is generated indicating that the reports will not be accurate until the
Manage Seating Charts page has been re-saved. You must review the seating chart for each

period on the Manage Seating Charts page, make any necessary changes, and then re-save
each chart,

0 Specify report options:
Semester [The current semester is displayed. You can select a different semester.

Period Select the period-course(s) to print the seating chart for, or select ALL CLASSES to |
print seating charts for all periods. |

If Combine Courses in Attendance is selected on your Settings > Update Profile
page, the courses are combined by period.
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‘width Select the width setting for the report.

[Fixed Seat Width

Select to print a report in which all seats are the same
width.

This setting works for small and average-size classes. For
[larger classes, some seats may not print on the page.

Auto-Adjusted Seat
Width

Select to print a report in which each column is adjusted to
the student name. Each column is only wide enough to i
accommodate the longest name in the column; therefore, |
some columns are wider than others. This setting is a betteri
option for larger classes.

For either width settmg, YOu can adjust the orientation when you prlnt Select
Landscape to increase the number of students that fit on the page.

Show  [Selectto display student photos in the seating chart. Photos are only available if
Pictures :they have been added by the district.

[ Click Generate.

« The report opens in a new window, and you can print the report from that window,
+ The report selection page remains open on your desktop.

Arrange student order.

There are two steps for arranging the order of students in your classes. First, specify the default
order for new students on the Update Profile page. Then, use the Arrange Student Order page to

arrange current students.

Settings > Update Profile

2022/07/26 08:02 30

ASCENDER TeacherPortal - Teacher Guide




TP

Update Profile

*Current Password:

Now Password:

Confirm Passward:
Maw PIN:
Phone Number:

Emall Address

Motas:

Combine Courses in
Attendance:

Update Hint Questions:

Student Order:

LYY YTy

[a

[chPassword l@]
[ - (=]
(5] )
(=] )

Update any fields you wish to change Blank fields will not be updated. Fields with an asterisk { * } are required.

Enter current password 10 continue,

4-9 characters using 3 of the following:
o UPPERCASE letters
o Lowercasa letters
& Numbers i[)-9)
o 'Special characters

“Passwords do not match

Four numbers required {e.g., 1234)

Maximum of 64 characiers (exampla
name@isdname.nat)

MOTE: Parents can view phone number and
email addrass in ParantPortal.

If changed, all seating chars must be re-
saved

If using custom student ordar, selact
whether 1¢ show naw students at tha 1op or
bottom of list.

Current
Password

For added protection of this information, you must type your current password to
update data on the Update Profile, even though you have already logged on to
TeacherPortal.
IMPORTANT: If you have three unsuccessful attempts to access the page (invalid
password), you will be logged out of your account. If this occurs, contact your
campus administrator to have your account reset, To exit without saving any
changes, click Home or any other menu item to go to another page.
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'Student
Order

O Click Next.

[Select where you want new students to be listed on the fallowing pages and

reports:

* Assignment Grades

* Cycle Grades

* IPR Comments

* Print IPR

* Assignment Grades Report
* Class Roster Report

Alpha (default} order - All students are listed in alphabetical order, regardless of
the custom sort order established on the Arrange Student Order page.

|

AAdd new students to the top of the list - Any new students who have enrolled in the
\course-section since you last saved a custom sort order are displayed at the top of
the list. If you have not set up a custom sort order, new students are displayed in
lalphabetical order.

1Add new students to the bottom of the list - Any new students who have enrolled
|in the course-section since you last saved a custom sort order are displayed at the |
{bottom of the list, If you have not set up a custom sort order, new students are
displayed in alphabetical order.

The setting is the same for all of your classes.

This field works in conjunction with Settings > Arrange Student Order and is only
available to users who are logged on as teachers. The field is not available to
administrative users,

IMPORTANT:

The setting of the Student Order field is only valid if you have created a custom
student order on Settings > Arrange Student Order. If you are not using a custom
student order, select Alpha (default) order.

NOTE:

If you select the option to list new students at the top or bottom of the list, but you |
have not set up a custom sort order for all course-sections, only classes that have

a custom sort order are affected. For all other course-sections, all students are
listed in alphabetical order,

The Student Order field allows you to toggle between displaying students in
alphabetical order and your custom sort order. If you have created a custom sort
order, you can temporarily change this field so your students are displayed in
alphabetical order. When you change the field again to add new students to the
top or bottom of the list, your custom sort order is retained.

If you did not select Update Hint Questions, the Success page is displayed.

O Click Finish.
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You are redirected to the Announcements page,

Settings > Arrange Student Order

This page allows you to determine the order in which your students are listed on the following
pages:

s Grades > Assignment Grades

» Grades > Cycle Grades

» Grades > IPR Comments

* Grades > Print IPR

* Reports > Assignment Grades (listed as a sorting option)
¢ Reports > Class Roster

The order is set by semester. You must re-do the order each semester.

You must be logged on as a teacher to use this page. The page is not displayed for
administrative users,

IMPORTANT: Before using this page, you must set a preference for new students in the
Student Order field on Settings > Update Profile. The field must be set to add students to
the top of the list or bottom of the list. Otherwise, the order established on this page is not
utilized on the other pages throughout TeacherPortal.
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Semaester:

1 v Course-Section 02 ENVIRONMENT SYS (4216.32

Arrange Student Order

PIM:

Student List
| BALDERRAMA, DANNAP
BURFORD-ZAWAHREH, TRACE
CADDELL, RILEY D
CASTILLO IR, ALAN H
CORTEZ, ZAYLEEH

DELEDHN, HUMTER J

¥ Retnove

Save Arrangement

Once the Student Order is set on Settings > Update Profile;

Student List

VAZQUEZ CHRISTIAM R

VAQUERA JACOBD

SULLIVAN. MICHAEL G

BOORIGIIE? CONTG

O Specify the course-section:

Semester

Course-Section

The current semester is displayed by default. You can select another semester,

Select the course-section you want to arrahgé students for.

(1 Click Retrieve.

All students in the selected course-section are listed, including withdrawn students,

¢ If you have not previously arranged students in this course-section, the students are
listed in alphabetical order.

« If you have previously arranged the students, the students are listed in the last saved
order.

* To the right of the student list, a message indicates your current setting on the Settings

> Update Profile page regarding the placement of new students. A link to the page is
provided, allowing you to easily change your setting.
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* You can click the student ID to view the student profile.

0 Rearrange students using drag-and-drop. Click and hold the student ID, and drag the student to
the new position,

Student List
1 994254 BALDERRAMA, DANNA P
2 993037 BURFORD-ZAWAHREH, TRACE
3 981029 DELEON, HUNTER )
4 993929 CASTHLO JR, ALAN H
5 994450 CORTEZ, ZAYLEE B

6 981173 CADDELL, RILEY D

[ ]
7 I 9984 DUBOSE, RUBY A -
8  993rd DYE. CANDACE R

9 992457 EDWARDS, MALVIN E

10 991798 ENGLISH, ANGEL S

Save changes:

When you are satisfied with the arrangement, you must save your changes.

[I-"ii""]rﬁrﬁé -ﬁdf-féﬁr'-'di_git pérsonal identification number (PIN).

O Click Save Arrangement,

If your changes were saved successfully, the page reloads, and a message is displayed
indicating that the student list order was saved.

Combine courses in attendance,

Settings > Update Profile
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Update Profile

Current Password: cransnsae

Neaw PIN:
Fhone Number:

Emall Address

Mot
Combine Courses in #
Attendance:
Vinelata Hint Nugetinpe:
fi.lrren"t For added protection of this information, yaﬁnust type your current password
{Password to update data on the Update Profile, even though you have already logged on
' to TeacherPortal.

. IMPORTANT: if you have three unsuccessful attempts to access the page
| {invalid password), you will be logged out of your account. If this occurs, i
5 contact your campus administrator to have your account reset. To exit without |
jsaving any changes, click Home or any other menu item to go to another page.

Combine  |Select if you want to combine classes for attendance reporting. |
Courses in |
Attendance (If you have multiple course-sections that meet during the same period, this |

|option allows you to record attendance for all sections at one time. If you plan |
ito create a seating chart on Settings > Manage Seating Charts, it is highly
rrecommended that you set this field the way you want it for the semester
ibefore creating the seating chart.

I

{If you do not want to combine courses for attendance reporting (e.g., PK
icourses that meet morning and afternoon), do not select the field.

O Click Next.

If you did not select Update Hint Questions, the Success page is displayed.
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1 Click Finish.

You are redirected to the Announcements page.

Set a default due date for assignments.

Settings > Update Profile
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Update Profile

Current Password:

New Password:

Conflrm Password:

New PIN:

Phone Numhber:

Emall Address

Motes:

Combine Courses In
Attendance:

Update Hint Questions:

Student Order:

Use Indapendent Scroll Bars
an Asslgnment Grades:

Default Due Dato

Mo

(|

ELLE L L

Current

Password

For added protection of this information, you must type your current password to

TeacherPortal.
IMPORTANT: If you have three unsuccessful attempts to access the page (invalid |
password), you will be logged out of your account. If this occurs, contact your
campus administrator to have your account reset. To exit without saving any

\changes, click Home or any other menu item to go to another page.

\update data on the Update Profile, even though you have already logged on to
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Default Indicate if you want a default date to be displayed in the Date Due field on
Assignment |Settings > Manage Assignments.
Due Date

You can select no default date, the current date, or up to five days in the future.,

Default Due Date (.0 Date v)

| None
Current Date
{ Current Date +1
Current Date +2
| Current Date +3
Current Date +4
Current Date +5

Example: If you selected Current Date +2, and the current date is May 20, the
Date Due field on Settings > Manage Assignments will display May 22 by default.

if May 22 occurs on the weekend, the Date Due field will display the date of the
following Monday.

O Click Next.

If you did not select Update Hint Questions, the Success page is displayed.

Profile updated successfully. Click Finish.

Finish j

0 Click Finish.

You are redirected to the Announcements page.
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Add or update course notes,

Settings > Manage Courses

This page allows you to set course-wide information. Data entered on this page affects only the
selected course-section.

Course-Section 01 ENVIRONMENT 5Y5 (4216-31) S Retricve

Manage Courses

Course Note

Note will be visible in ParentPortal

O Specify the course-section:

Course-Section|Select the course-section you want to enter data for. The drop down lists the
two-digit period and course name. The course number and section number are
_|in parentheses.

O Click Retrieve.

Course Note|(Optional) Type comments and notes about this course, such as reminders, announcements, and other course-
:related information. These comments are viewable to parents In ParentPortal,

|

Only the teacher can add/modify a course note. An administrator cannot add or update a note on behalf of a
teacher.

NOTE: A course note must be added for each course individually, including courses that are part of a course
group. If the note applies to all courses in the group, it must be added for each course in the group,
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[PIN  [Type your four-digit personal identification number (PIN).

O Click Save.

Add teacher notes such as conference periods and contact information.

Settings > Update Profile

Update Profile

*Current Password: ssnsnaves

Phona Number:

Motes:

Current For added proteca)_r;-af_ this information, you mustufyb'é your current password to
Password update data on the Update Profile, even though you have already logged on to
TeacherPortal.

IMPORTANT: If you have three unsuccessful attempts to access the page (invalid
ipassword), you will be logged out of your account. If this occurs, contact your
campus administrator to have your account reset. To exit without saving any
~|changes, click Home or any other menu item to go to another page.
Notes \Use the field to provide additional notes to parents in ParentPortal, such as
\conference periods or any other general information they may need.

QO Click Next,

If you did not select Update Hint Questions, the Success page is displayed.

2022/07/26 08:02 41 ASCENDER TeacherPortal - Teacher Guide



™

QO Click Finish.

You are redirected to the Announcements page.

Create rubrics for grading assignments {if enabled for campus}.

The rubric feature is only available if enabled by the campus.

To use a rubric for grading an assignment, you must first create the rubric, and then associated
the rubric with a particular assignment.

Settings > Set Up Rubrics

This page allows you to create rubric charts that can be used for grading assignments. A rubric
chart is a set of criteria (i.e., skills) used for assessing a student's work or performance and
includes levels of potential achievement (i.e., scores) for each criterion,

Once a rubric is created, you can associate the rubric chart with an assignment on Settings >

Manage Assignments, Then, the rubric will be available for the assignment on Grades >
Assignment Grades,

Set Up Rubrics

Edit Rubric:

Add Rubric
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Your existing rubric charts {i.e., rubric charts created by you) are listed. Otherwise, the message
“No rubrics found” is displayed.

Add a rubric chart:

In the field next to the Add Rubric button, type a unique name for the new rubric chart, then click
Add Rubric.

Set Up Rubrics

Edit Rubric;
[ Save s
Essay Add Rubric
To add a rubric, entar the name and click Add Rubric.
The new rubric chart is added to the Available Rubrics list.
Available|Click “{ for the new rubric chart. !
Rubrics 1 ;
Set Up Rubrics
Awvailable Rubrics: Edit Rubric: Essay I
; Cptions Rubric Nama Senve A
RE co D
! =
(=0T ign
Poerts, Poirts
o O
Shoils
Total Paints: D
i i R
- The rubric opens on the right side under Editing Rubric: {Rubric Name}, where {Rubric Name}
| is the name you enterg_d_.____
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O Under Editing Rubric: {Rubric Name}:

A grid is displayed allowing you to enter criteria (i.e., skills) and scores for each criterion.

{1 Add Skills:

To add skills to the rubric chart, type the first skill name, up to 50 characters, and click Add
Skill. The skill is added to the grid, and a blank field is displayed allowing you to add another
skill.

Add Score

Scores

Fairts Pginks
Skills

Organizatior

Continue adding skills as needed.
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Scovet

High
Poirzs

4]

Shulis

TR ERTS

Fotus and Det sl
Sunterce Steuciure,
Gravoana, wd Spelling

Word Choiee

ot Pk

1 Add Scores:

Each rubric chart must have at least one column under Scores.

Establish a set of score names. For example, you could create the following set of five score
names: Not Attempted, Below Average, Average, Above Average, and Exceeds Expectations,

To add a score, type the first score name (e.g., Not Attempted), up to 50 characters, and then
click Add Score. The score is added to the grid, and a blank field is displayed allowing you to
add another score,

Scoret

Continue adding scores as needed.
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Add Score

Scores

Skills

.

X x x X
Below Average Auragn Above Averago
L High o High Lo Hugh Leonw High
Points Poinis F L] Points Padrts Paints Pointy Poirts
0 0

O Enter Low/High Points:

For each score, use the Low Points and High Points fields to establish a range of
possible points within each score. Or, you can assign a single point value for each score.

The fields can have up to three digits.

Scores

X X x x
Low Hig kow Higt Low High Low High
[ Pednrs Forts Points Poenis Poir1s Pents P 14
£ 4 £ 18 v 20

Skills

Example 1 {(with score ranges):
Within each score, you can establish a range of possible points:

The Not Attempted score may have Low Points and High Points both set to 0,
because 0 points would be awarded if the student did not attempt the skill.

The Below Average score may have Low Points set to 1, and High Points set to 10, so
a student who performed below average on the skill can earn between 1 and 10 points.

The Average score may have Low Points set to 11, and High Points set to 20, 50 a
student who had average performance on the skill can earn between 11 and 20 points.

The Above Average score may have Low Points set to 21, and High Points set to 30,
so a student who had above average performance on the skill can earn between 21 and
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30 points, The highest score a student could receive would be 30,

The Exceeds Expectations score may have Low Points set to 31, and High Points set
to 40, so a student who had above average performance on the skill can earn between
31 and 40 points. The highest score a student could receive would be 40,

In this example, if 10 skills were scored, the student could earn a maximum of 400
points for the assignment,

Example 2 (without score ranges):

To assign a specific number of points to each score, type the number of possible points
in the Low Points field and leave the High Points field blank. When you save, the High
Points field will automatically be set to the value in the Low Points field.

The Not Attempted score may have Low Points set to 0, because 0 points would be
awarded if the student did not attempt the skill. Leave High Points set to 0 or blank.

The Below Average score may have Low Points set to 1, because 1 point would be
awarded if the student had below average performance for the skill. Leave High Points
set to 0 or blank.

The Average score may have Low Points set to 2, because 2 points would be awarded if
the student had average performance for the skill. Leave High Points set to 0 or blank.

The Above Average score may have Low Points set to 3, because 3 points would be
awarded if the student had above average performance for the skill. Leave High Points
set to 0 or blank. The highest score a student could receive would be 3.

The Exceeds Expectations score may have Low Points set to 4, because 4 points would
be awarded if the student had above average performance for the skill. Leave High
Points set to 0 or blank, The highest score a student could receive would be 4.

In this example, if 10 skills were scored, the student could earn a maximum of 40 points
far the assignment.

[ Enter a score note:

(Optional) For each skill, type a note about the score as it relates to the specific skill, up to
255 characters. The note is used to further clarify the requirements for awarding points for
the skill.
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See Notes on Special Characters and Copy/Paste From Other Documents,

TIP: You can expand the size of the fields by dragging the bottom-right corner of the
field to the desired size. When you save the note, the field will return to its original size.

| Below Average
|

Scores must be entered in ascending order from left to right,

Scores cannot be out of sequence; however gaps can exist,

QA Click Save.

Total [The highesI E&gsib-le number 6f”pdfn'f:§ a student can earn for this as_signment is calculated and
Points|displayed in the bottom-right corner. The number changes every time you save changes that
affect the total possible points for the rubric chart.

{1 To save a copy of the displayed rubric chart with another name (e.g., to use the rubric chart as a
template for another rubric chart), type the new name in the field next to the Save As button,
then click Save As.
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Edit Rubric: Essay

Final Essay

Add Score
Scores
x x o X
Below Average Averany Above Average Exceeds Expeciations
/;
Low High Low High Low High Low H
Pcints Points Points Points Points Paints Ponts P4
1 ] 7 12 13 18 19 20

The new rubric chart is added to the Available Rubrics list. The new rubric chart can be
modified as needed.

Edit a rubric chart:

O Under Available Rubrics (left), click 4 for the rubric chart you want to change.

The rubric chart opens under Editing Rubric (right). Modify the chart as needed, and then
click Save.

NOTE:

If you attempt to edit a rubric chart that is in use, a message is displayed indicating the
number of assignments using the rubric chart; however, you are not prevented from
modifying some parts of the rubric chart:

» The skills cannot be changed.

* You cannot add a skill; the Add Skill button is not displayed.

+ You must keep at least one column under Scores.

¢ The score note field can be modified.

* You can add scores, but you must maintain the same Total Points.

Delete a rubric chart:
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(] Under Available Rubrics (left), click | % to delete an existing rubric chart.

[ You are prompted to confirm that you want to delete the rubric chart. Click OK.

NOTE: You cannot delete a rubric chart that is in use (i.e., associated with any assignment).

Associate a rubric with an assignment:

Settings > Manage Assignments

O Click Add new assignment to add a new assignment.

A blank row is added to the grid. Enter the assignment name and other details.

=

O In the Rubric column:

You can assign an existing rubric chart to the assignment, which allows you to grade the
assignment using a rubric chart. The rubric charts are created on Settings > Rubric Setup.,

+ If a rubric chart is not currently associated with the assignment, the & icon (three black
squares) is displayed.

« If a rubric chart is currently associated with the assignment, the == icon (four multicolored
squares) is displayed.
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0 Click the icon to associate a rubric chart with the assignment or to change the associated rubric
chart, '

The rubric chart window opens.

Available Rubrics: No Rubric

Options Rubric Nama

O No Rubric
‘ Essay
@ Final Essay

[ Assign Selected Rubric ]

T T L

A ) S 2 ki e

Under Available Rubrics, any rubric charts you have created that have at least one skill and
one score are listed.

Available Rubrics:  Previewing: Essay

Options . Rubric Name Scares
m No Rubric
Below Aversge Average Above Aversge Exceeds
Ei i
0 Essay i Low High  Low High | tow Hgh —
i . Points  Points Poipts  Points Ponts  Points Low  High
| Final Essay 1 S ? 12 13 18 Poiats Paints
[ 111 20
Skills
Organization ' The exsay lacks & The introduction | Tha introduction  The intreduction
clear states the main  states the man s inviting and
| introduction, topic. A topic The body  states the main
| bedy, and conclusion is is developed. A topic.
| conchusion. included. cenchusion is nformation is
included. refevant and
presuented
logically. The
conchutian it
sirong
Focus and
Detad ﬂ
Sentence
Structure, I
Grammar, |
and Spelling |
Word Choice |
|
Citation

Total Points Possible 100

| Assign Sefectad Rubric

|You can only change the rubric chart assigned to an assignment if no grades exist for the rubric chart.
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O Click Assign Selected Rubric.

The window closes.

IMPORTANT: The Total Points field for the assignment changes to display the maximum
possible points for the rubric chart (maximum possible points x skill count) and is read-
only.

[PIN__ [Type your four-digit personal identification number (PIN).

[ Click Save.

The icon changes to multicolored squares to indicate that a rubric is associated with the

assignment,
PIN: m
e
Totad Latrs Nat
Catagory Dats Astigned Dats Dus Points Credit  Rubrk  Drop  Notss
x H
i

Use a rubric to grade an assignment:

Grades > Assignment Grades

Once a rubric chart has been associated with the assignment, you can use the rubric for
determining the student’s assignment grade.
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Catagory:
Major Tests/Projects

i Student Name

FHHL
BALDERRAMA,
DANNA P
93 fa
BURFORD.

ZAWAHREH

ToacE

Assignment Grades

Cycla ¢
Averags  Max:100 1o

B

930

Avgignment:

Ohre Date:

All Assignmants v 05707 /2020

Semester: 2 Cyde: 1 Course Section, 01 ENVIRONMENY SYS (4216-31)

Major Terts/Profects Major Tests/Projects

Test ¢ Bioma Presentation

Dus:01/156/2020 Due:01723/2020
Mar100 o

Ll g 100

97 1 100

Student:

Show Withdrawn
=] All Studens v
Mafor Tests/Projects Major Teste/Projects
Ch.9 Vocabulary Hurman Populations Essay
Ous:02/12/2020 ¢ Due: 02714/ 2020 ¢
Max:100 Max: 400 o

(1 Select the semester, cycle, course section, and any other applicable criteria, and then click

Retrieve,

The assignment grades table displays all students currently enrolled in the course-section and
the assignments according to your selections.

If a rubric chart has been associated with the assignment, the multicolored squares icon =u is
displayed next to the grade field allowing you to grade the assignment using a rubric chart.

0 Click == to open the rubric in a window.

The window opens allowing you to type a score for each skill.

Rubric: Essay

Skills

Organization
Feotus and Detail
Citation

Word Choice

Max Points per Skill: 20

Sentence Structure, Grammar, and Spelling

Scores

!. Update Assignment Grade ] !
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O In the Scores field, type the number of points earned by the student for each skill.

For your reference, the Max Points per Skill field displays the highest number of points for a
skill, as indicated on the Rubric Setup page; however, you are not prevented from entering a
score above this number,

(1. When all scores have been entered, click Update Assignment Grade.

The grade (i.e., the sum of all scores entered) is calculated and displayed in the grade field.

(1 Type your PIN and click Save.

NOTES:

* You can type a grade directly into the grade field even if a rubric chart is assigned to the
assignment.

» When entering a score for a skill, you are not limited to the range specified in the rubric
chart. For example, if the score range is 0-5, you are not prevented from typing ¢ or 6.

« If the grade for the assignment should be zerg, you must type 0 for one of the skill
scores in the rubric chart.

« |f you type a score for some skills but not all skills in the rubric chart, the sum of the
scores entered is calculated and displayed in the grade field.

Generate rubric report (if enabled for campus).

There are two ways to access the rubric printing options:
« From the Manage Rubric Charts page, click Print.
* From the Reports menu, select Rubrics.

Print the rubric chart:

[ Click Print to print a report of the displayed rubric chart.
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Set Up Rubrics |

Avaitable Rubrics: Edit Rubric: Essay
Options Rubric Nama m
iy Esie e

The Rubric Report Selection page opens allowing you to make selections for printing the report,

This report prints a rubric chart which has been set up on Settings > Manage Rubric Charts. You

can print only the rubric chart (i.e., blank), or you can print the rubric chart with student grades
for a particular assignment.

Rubric Report Selection

Rubric Name: | Essay ¥ | Title [Optional):

i Title is left blank, the Rubric Name will be the title on the report

Ganerate

O Specify report options:

Rubric  |Select the rubric chart you want to print. Only rubric charts that have skifls and scores
Name  lalready set up are listed. g )
Title (Optional) Type a title for the report, up to 50 characters. If blank, the rubric chart
name is used as thetite. =~~~

Print  [Select to print the report with student grades. This field is only displayed if the

with selected rubric chart has already been used to grade an assignment.
grades

If selected, an additional field is displayed allowing you to select a course-section. Only!
course-sections that have a rubric chart set up are listed. '

'course-section|Once you select a course-section, another field is displayed aflowing

. : assignment/Once you select an assignment, a list of students in

1 the course-section is displayed, along with their grade

for the assignment., B[ | Y A il

, This |Select for the students you want to print

! ; Student the rubric for. You can select Check all at
: ; ‘the top of the column to select all

i l 'students in the course-section.

i |Fi
e e e
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(O Click Generate.

* The report opens in a new window, and you can print the report from that window.
* The report selection page remains open on your desktop.

Use Student Group Manager.,
Manage Student Groups

Settings > Manage Student Groups

This page allows you to create and maintain groups of students for reporting purposes, The
student groups can be campus-wide and are not limited to a particular course-section. Special
group reports are available to provide data for the student groups.

Teachers are given access by administrators to create student groups as follows:

* No access: (Teacher cannot create student groups.} If you do not have access, the
Student Group Manager page is not listed in the menu,

» Course-wide access: (Teacher can create student groups that include only students
enrolled in your courses.)

+ Campus-wide access: (Teacher can create student groups that include any students at
the campus.) If you do not have this access, an administrative user (impersonating you as

the teacher) can create groups for you. Groups can only be created for teachers who have
a TeacherPortal account.

Users can run group reports for their own groups, regardiess of who created the group.
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Manage My Science Club Group
Search Options
Within Grade Laval
Al v
By:
= Lost Name 0 Flrst Name U Student ID
=
Students Assigned to Teacher (107} Science Club Group (4}
Show 10 ¥ | entries m Show 10 v | entries
StudentID @ Grade 1 Last Mame * FitNama  § Student ID 4 Grade § Last Name *_ Firse Numa [ ]
1 12 AN TAYLOR m 125 10 ALANTS CARLOS
lal BALDERRAMA DANMA w2710 10 AlIUA CRYSTAL
t BELTRAN JENNIFER 2 2 BACA SERGIO
21 "2 BIENEK EYLEE 9 1 BALEMNCIA ATAN
10, i0 BRANDON MARIQ 3
11 BURFORD-ZAWARSEH TRACE
1% BYRD DALE
173 12 CADDELL RAEY
it CASROLL BAREY
1 n CARTER JESSERIA
Prérnous 1 2 3 4 5 k) Next

Create a group:

Group Manager

Your existing groups are listed. Otherwise, the message “No Student Groups

(left grid) were found” is displayed.
Group Reports [The available student group reports are listed; they are linked to the reports in
{right grid) the Reports > Student Group Reports menu. Some of the group reports mirror

other reports available in the Reports menu.

If no groups exist, the message “No Student Groups Exist"” is displayed in place
of any reports.

Group Manager
{left grid)

To add a new group, type a unique group name in the field next to the Add
Group button, then click Add Group. See notes on Special Characters allowed
when entering the group name.

The aroup is listed in the Group Manager (left grid) with a student count of 0.

’B Click B to add or delete students in the group. The Manage My Group
page opens,

From that page, add students to your group, save, and then click Return
to Student Group Manager to return to this page. The Count column is
updated to refiect the number of students selected.

I'J Click 0 to delete a group. You are prompted to confirm that you want to
delete the group. Click OK.
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'(_i"l:oup Reports
(feft grid)

Click a report title to run the report for a student group:
* The group Admin Student Grades page allows you to run the Admin Student |
Grades report for a student group. i

* The Attendance Summary report generates a summary report of student
attendance for a specified student group.

* The Student Grades Report (and UIL Eligibility) Report lists student working
cycle averages for all of their courses, which allows you to determine UIL
eligibility and locate students who may be at risk of losing eligibility. Courses in
which the student has failing grades are shaded pink.

Copy a group to another teacher:

This is only available for administrative users.

O Click Copy Group to Another Teacher to copy a teacher's student groups to another teacher.

The Copy Student Groups page opens.

Teacher Guide to ASCENDER TeacherPortal

Daily Tasks

Attendance tasks:

Post attendance.

Attendance > Post/View Attendance

This page allows you to record and post attendance for each period. You can also view
attendance data that has already been posted. You have seven calendar days to post

attendance.
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NOTE: You can post the data only once for each period-course. If you discover an error

after

you have posted, you must contact the attendance clerk to correct the record,

Flexible attendance cannot be posted from TeacherPortal.

A TEACHER -

Attendance

W 0b3 - VINETARD, TAMMY M

@ Home

& Attendance

Attendance Roaters

i FoxlView Atterdancs

& Giade

o5 P EPe

[ Retrieve the students.

Date

The current date is displayed by default. Type another date in the MMDDYYYY format, |

or click 9 to select a date from the calendar.

Courses are only displayed on the days met. For example, if a course meets only on
|Monday. it is displayed only when the attendance date is a Monday.

\You can select a Saturday if Saturday is a valid attendance date, even if the course
|does not meet on Saturday. This may be used for bad weather makeup days.

NOTE: Some campuses may not aliow you to post attendance for a prior date. In this
case, the Post button is not displayed for prior dates.

NOTE: You will get an error message, Attendance posting more than XX days prior not
allowed., if the posting date is greater than the number of days entered in the Days
field on Grade Reporting > Maintenance > Gradebook Options > Campus and the
Allow Prior Days Posting field is checked.

Semester The semester of the selected date is dishlayed by default.

Period

period for which you have not posted attendance is selected.

Attendance can be posted only once for each date-period. If you aiready posted
attendance for this date-period, the period is shaded in the drop-down list.

If you select a shaded period, a message indicates that attendance has been posted
for this date-period, and a view-only list is displayed.

The list of active students for the selected date and period-course is displayed.

Select the period-course for which to view or record attendance. By default, the first
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The columns can be re-sorted.

The columns can be sorted according to your preferences.

» An up arrow 4 indicates the column and order by which the table is currently sorted.

* If a column can be sorted, a sort box ¥ is displayed in the column heading.

* To resort the list by another column heading, click ¥ in the column heading. The column is
sorted in ascending order, as indicated by + in the column heading.

* To sort the column in descending order, click » again. The sort arrow changes direction

If you sort by the last name column, the table sorts by last name, then first name. If you sort by
the first name column, the table sorts by first name, then last name.

NOTE: Sorting the columns overrides the custom sort order established on the Arrange
Student Order page. However, if you ieave this page and return, the students are displayed in
your custom sort order. (This does not apply on the Post/View Attendance page.)

* If attendance is already posted for the selected date-period-course, the attendance data
is view only,

= Student absences and tardies are highlighted, and you can click the comments
icon ] to view any comments associated with the absence,

= If a student withdrew from the course since attendance was posted for the date,
his attendance record is displayed.

= If a student's enroliment date is after the selected attendance date, his
attendance record is not displayed.

» If you teach multiple courses for the selected period, by default, all students in all
courses are listed. This setting can be changed using the Combine Courses in
Attendance field on Settings > Update Profile,

* New students are indicated with the “new” icon next to their student ID. The icon
remains for one day only.

! Student ID $ Last Name First Name § Attendan
|
ABERCROMBIE CAEDENB (O Abse
BACA SERGIOC D O Abse
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« Attendance-only courses are included in the class list.

= Students whose attendance is excluded from reporting are listed, but you cannot record
attendance. (This is a rare circumstance.)

¢ Students who withdrew from the course are no lenger listed.

_'Studen_t_: ID [The student's ID is displayed. Click the student ID to view the student's profile, |

I;ZG_“ 1fh'é-'§fa|:6f Life icon is displayed for any student who has medical circumstances you
should be aware of, To view details, click the student ID to view the student's profile |
{Medical Alerts section).

Last Name

First Name The first and last names of the students in the selected course-period are listed.

0O Under Attendance:
By default, all students are set to Present. You will see these options if your campus chooses
to use Remote Asynch attendance, Remote Sync attendance, or Both.

Present - physically present in the classroom
Remote Synch - online at the time of class
Remote Asynch - will complete the assignment at a later time

As you mark students Absent or Tardy, the rows change color.

Student ID & Last Name * FirstName § Attendance  Please Select  ~ Grade CourseSection ¢
300215 ARDEN MACKENZIE A Absent @ Tardy Prosant Remata Synch Rorole Aspnch 10 01 BAKRD 21572501}
I BAXER JOSHUA D @ Absont Tardy Prosent Remate $ynch Remrote Asynch W0 DI BAND 25725 01

BLALOCK BRIYANNAE Absem Yandy Prasant Ramote Synch () Remote Asynch 10 01 BAND 2 (5725 01
BOGUE CARSON A Absant Tardy (8 Present Remote Synch Remote Asynch  0F 01 BAND 115715.01
BOUTIN GAVINS Absant Tardy (8 Present Remote Synch Remote Asynch 10 01 BAND 2 1572501
BRANSCOM DAVID T Absant Tardy (@ Present () Remote Synch Romote Aspnch 10 03 BAND 215725-0
CARTER BRAYDEN T Absent ) Tardy (@ Present () Romote Synch () Remote Asynch 09 01 BARD 1 51501

* Tardy students are shaded yellow.
« Absent students are shaded red.

If a student's absence is pre-posted (e.g., a scheduled band trip or a student who called in
sick), the student is shaded gray, and the Attendance field displays the reason for the
absence. Pre-posted absences are handled by the attendance clerk, so you are not able to
mark attendance for the student.
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(The O icon is displayed next to the attendance, if the attendance clerk entered comments
associated with a student's attendance for the date and period displayed.

{Click the icon to view the comments. The Comments window opens, and the comments are
idisplayed. The date-time and user ID of the person who entered the comments are also
idisplayed.

{Click Close to close the Comments window.

* The Absent and Tardy fields are disabled during the ADA period, on the first day of
school, and on the first day of enroliment.

* The Absent and Tardy fields are enabled during the ADA period if the student has a
withdrawal reason due to a status change.

The Tardy field may not be displayed depending on campus attendance settings.

if the district allows tardies during the ADA period, the tardies may only be valid during a
set number of minutes for the period. After this number of minutes has passed, the
student should no longer be marked as Tardy and should be marked as Absent, although
the program does not prevent you from marking a student as Tardy (except on the first
day of semester 1}. The number of minutes is determined by the district. If applicable, a
message is displayed above the table indicating when tardies are valid.

Attendance

Students who are on a track that does not meet on the selected date are listed; however,
the Absent, Tardy, and Present fields are replaced by a message indicating that the
date Is not a membership day for the student.

Students whose first day (or re-entry day) is not the official first day of school cannot be
marked absent during the ADA period on their first day. The Absent option is disabled.

Sipas [heistudent s grade;level is displayed Sae ik
Course Section|The course-section is displayed.
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# Students The total number of students enrolled in this period is displayed at the bottom of
the Student ID column.

Print Click to print the attendance roster for one period or all periods. The Attendance

_ 'Roster Report Selection page opens allowing you to make selections for printing
| the Attendance Roster report.

Post attendance:

O After you have recorded attendance for the course, review your input carefully.

Be sure to follow procedures established by the district for recording attendance.

When you are satisfied with your attendance input, you must post the data.

PIN Type your four-digit personal identification number (PIN).

For your convenience, the PIN box and Post button are displayed at the top and bottom of
the attendance list. You can use either box to post attendance,

_|NOTE: Once attendance is posted the PIN box and Post button will be disabled.

[ Click Post.

If you indicated that all students are present (and no absences were previously entered by the
attendance clerk), you are prompted you to confirm that all students are marked present.

[ Click Confirm to confirm.

Attendance is posted.

Generate attendance verification report.
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Reports > Attendance Verification

This report displays attendance for all of your students for a selected course-section and date
range. You can view data for up to one semester. You can also generate a summary report that
displays only totals for the selected date range.

The following codes are used:

s A - Excused absence

¢ S - School-related absences
* T- Tardy

¢ X - Truant

An asterisk next to the attendance code indicates that the absence or tardy occurred in a
course other than the course the student is currently enrolled in (e.q., if he transferred from one
course to another during the school year).

NOTES:

* Inservice work days are indicated with an | in the column heading.

+ Saturday may be a valid attendance date, even if the course does not meet on
Saturday. This may be used for bad weather makeup days.

* |f you are printing the report for more than three weeks, you shouid set the printer
orientation setting to landscape or the Page Scaling field to Shrink to Printable Area.
If the Shrink to Printable Area setting is not enabled, the landscape orientation will
accommodate up to six weeks plus the Total column per page. Additional weeks (up
to one semester) can be generated by entering the appropriate dates in the From
Date and To Date fields; however, the report will print on multiple sheets of paper
with a Total column on each page.

2022/07/26 08:02 64 ASCENDER TeacherPortal - Teacher Guide



P

Attendance Verification Report

Teachsc. Crassit . Jacquelne K

Student Count. 20

Attendance Code Legend
*: Gutdda curront course enroltment

Attendance Verification Report
Teathar: Onossis . Jacqueline K

Studwnt Counl: 20

Per- 01

ADA Reporting Period: 02

Per- 01

ADA Repotting Period: 02

Cra: ENVIRONMENT SYS {4216.31)

Campus: 001 - 001 Schaol

Cra: ENVIRONMENT SY$ {4214-31)

Campus: 001 - 003 Schoot

Sem: 2 From: 04/27,2020 To: 05/04/2020

Tst Week Total

27 28 29 30 1
Student Name Student IO Grade M T WETRT R L ErT AN S1aT.

BALDERRAMA, DANNA P 974254 11 o 0 o
BURFORD-ZAWAHREH, BURFORD-ZAWAHREH 993637 11 b 0 0
CADDELL, RILEY D 961173 12 9 60
CASTILLD JR ALANH 993929 10 0 0 o
CORTEZ, ZAYLEE 8. F3450 12 @ ¢ 0
DELEON, HUNTER J #81029 i1 @ 0.0
DUBOSE, RUBY A, 993384 t 0 o0 0
DYE, CANDACE R 93033 11 0 6 0
EDWARDS, MALVIN E 92457 12 0 00
ENGLISH, ANGEL § $91798 12 00 0
GAMEZ, GUADALUPE T, Ay Xrs ] 11 0 0 0
MACIAS, EMILIAND X 280083 11 000
MATA, MATA 982160 12 0D o0 o
PEREZ. GABRIEL A, 992158 11 0 00
RADFORD. MEGHAN A 992528 11 0 0 0
RANGEL, QGUINTIN M 992704 12 o 0 o
HOORIGUEZ, COLY G 231030 1 e 00
SULLIVAN, MICHAEL G 93478 12 > 0 0
VAQUERA, JACOS D 993744 i o 0o
WAZQUEZ, CHRISTIAN R 992109 12 D 00

TEACHER'S SHIHATURE

From: 04/27/2020 To: 050172020
Totak
Student Name Student IDGrade A S T
BALDERRAMA, DANNA P, e9a254 11 oo
SURFORD.-ZAWAHREH, BURFORD-ZAWAHREHS23037 111 Jooo
CADDELL, RILEY D, 9811731 12 000
CASTILLO JR, ALAN H w1922 10 Joao
CORTEZ, ZAYLEE B. 4450 12 D00
DELEON, HUNTER J. 1¥8102¢ 0 1 Jaoo
DUBOSE, RUBY A. 993384 . 1. 000
DYE, CANDACE R. 93023 1 poo
EDV/ARDS. MALVIN E w1457 12 060
ENGUSH, ANGEL 5. I8 §2 poo
GAMEZ, GUADALUPE T 993281 i1 poo
MACIAS, EMILIAND X 080043 11 Ipoo
MATA, HMATA 982150 12 000
PEREZ, GABRIEL AL 992158 11 000
RADFORD, MEGHAN A #2528 11 000
RANGEL. GUINTIN M FFET04 12 Dao
RODRIGUEZ, COITG 981030 N1 000
SULEIVAN, MICHAELG. - 93478 12 000
VAQUERA, JACOB D. 99374 11 laoo
VAZQUEZ CHRISTIAN R 92707 12 laog

Attendance Totals Legand TEACHER'S SIGNATURE
A: ABSENCES 5: SCHOOL-RELATED ABSENCES T: TARDIES

O Specify report options:

Semester The current semester is displayed. You can select a different semester.
Course-Section|Select the course-section and period for which to print the report.
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From Date : [Enter the beginning and ending dates. Both dates must fall within the

To Date ~ selected semester.

Include Withdrawn 'Wlthdrawn students are not automat;cally included. Select the field to

Students mclude withdrawn students in the report. s |

Summary Only 'Select to dlsplay only ‘totals for the selected date range. If not selected ,
the report lists all absences for the selected date range. |

1 Click Generate.

» The report opens in a new window, and you can print the report from that window.
» The report selection page remains open on your desktop.

Generate attendance rosters.

Attendance > Attendance Rosters

This page allows you to print attendance rosters for one course or all of your courses at one
time. A signature line is provided at the bottom of each period-course.

Date Type a date in the MMDDYYYY format, or click [ to select a date from the
calendar.

Semester The current semester is displayed by default. You can select another semester.

Period Select the period-course for which you want to print the roster. Or, select ALL

CLASSES to print rosters for all periods.

Sorting Options|indicate if you want to sort the rosters by student ID, last name, first name, or
course-section,

O Click Generate.

» The report opens in a new window, and you can print the report from that window,
» The report selection page remains open on your desktop.

Generate seating chart report.

Reports > Seating Charts

This report prints a teacher's seating charts for all periods or one period. For each period, the
seating chart is displayed followed by a list of students who are not assigned to seats. The
seating chart lists the student name, gender, and ID.

If printed for all periods, each period prints on a separate page.
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NOTE: If that field has been changed, and the seating charts have not been re-saved on
Settings > Manage Charts since the setting was changed, a warning message is displayed
when the report is generated indicating that the reports will not be accurate until the
Manage Seating Charts page has been re-saved. You must review the seating chart for each
period on the Manage Seating Charts page, make any necessary changes, and then re-save
each chart.

0 Specify report options:

Semester |The current semester is displayed. You can select a different semester.

Period Select the perlod-course(s) to print the seating chart for or select ALL CLASSES to
print seating charts for all periods.

If Combine Courses in Attendance is selected on your Settings > Update Profile
page, the courses are combined by period.

width Select the width setting for the report.
|Fixed Seat Width  Select to print a report in which all seats are the same
width,

This setting works for small and average-size classes, For |
arger classes, some seats may not print on the page.
Auto-Adjusted Seat Select to print a report in which each column is adjusted to |

g Width the student name. Each column is only wide encugh to

' accommodate the longest name in the column; therefore,

| some columns are wider than others. This setting is a better
' option for larger classes.

For either width setting, you can adjust the orientation when you print. Select
______|Landscape to increase the number of students that fit on the page.
Show 'Select to display student photos in the seating chart. Photos are only available if
Pictures they have been added by the district.

d Click Generate.

« The report opens in a new window, and you can print the report from that window,
+ The report selection page remains open on your desktop.

Generate class roster report.

Reports > Class Roster

This report provides a blank class roster by semester and course, including a list of students
enrolled in the course and up to 50 blank columns. You can choose the sort order and whether
to include the student’s birth date and contact information. The report can be exported in CSV
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format.

If exported in CSV format, the birth date information is exported; however, the contact
information is not exported.

If you print the report for a course group, the Course Section column is included allowing you
to identify the course-section in which the student is enrolled.

Class Roster Report

| A M. LAURIE

A 15004

Student (D Student Name Birthday

1

O Specify report options:

Semester
Course-Section

[The current semester is displayed. You can select a different semester,
Select the course-section and period for which to print the report. The drop

|down lists the two-digit period and course name. The course number and
isection number are in parentheses,

If course groups have been created on the Course Grouping page, the groups
are listed as well as the individual courses.

Type the number of blank columns to display on the report, up to 50.

EOl_l.l mns
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Display Options|Birthday =~ |Select to include the student's birth date. The Birthday
f column will be included in the report.
' Stu(_lent Emall s Select to include the student's email address. 2 (in
? |Contact Select to include the student's contact information. The
Information Contact Information columns will be included in the .
report, and all of the student's contacts are listed, ;

The contact's name, relationship, cell phone, home
iphone, business phone, other phone, mailing address,
)and e-mail address are listed.

|The contact information cannot be exported to a .csv

file.
‘Guardian Last Select to include the date on which a parent/guardian
Viewed IPR/Report [last viewed the student's interim progress report (IPR)
Card Date  |or report card online.

Sorting Options|indicate the order in which to sort the report data. You can sort by student |
iname (last name}, Student ID, course-section (for course groups), birth date (if !
iincluded), or custom student order.

Custom student order is the order specified for the course-section on Settings >
Arrange Student Order,

[ Click Generate.

« The report opens in a new window, and you can print the report from that window,
* The report selection page remains open on your desktop.

Grading tasks:
Create assignments.
Settings > Manage Assignments

This page allows you to add assignments for your active courses, including extra credit
assignments. You can also copy the assignments to other courses,

Categories must be established for the course on Settings > Manage Categories before you can
add assignments.

Different fields are displayed according to the type of course selected (category-based (i.e.,
regular) courses and standards-based courses).

You cannot make changes to assignments once the cycle is closed.
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Manage Assignments

O Specify the course-section:

EISemester

The current semester is displayed by default. You can select another semester.

Cycle

The current cycle is displayed by default. You can select another cycle.

\Course-Section|Select the course-section you want to add assignments for. The drop down lists

the two-digit period and course name. The course number and section number
are in parentheses.

NOTE: For courses that are part of a course group, any changes to an
assignment will apply to all courses in the group. An assignment can only be
modified or deleted if no grades exist for the assignment for any course in the
group.

[ Click Retrieve.

Assignments that have previously been entered for the semester-cycle-course-section are
listed. Otherwise, the message “No Assignment Exists” is displayed.

QO Click Add new assignment to add a new assignment.

A blank row is added to the grid,
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Assignment
Name

Type a name for the assighment (e.qg., Pop Quiz 1), up to 50 characters, that is unique within the category.
Assignment names can be changed at any time, as needed.

TIP: It is helpful to keep the assignment name as brief as possible; however, the name should be descriptive
enough to distinguish it from other assignments. Longer assignment names require more space on the
Assignment Grades page, which may result in a more cumbersome page.

See notes on Special Characters and Copy/Paste From Other Documents,

Category

Select a category for the assignment. These categories are established on Settings > Manage Categories,

If a color has been assigned to the category on the Manage Categories page, the drop-down list displays the
assigned color for the category.

This field is not displayed for standards-based courses; the Edit Standards column is disptayed instead.

Edit

Standards/Skilis

For standards-based courses, the number of standards currently associated for the assignment is displayed.

This field Is only displayed for standards-based courses.

# Standards(d Click the link.
The Editing Standards for Assignment: Assignment Name window opens.

An assignment cannot be saved unless it has at least one standard associated with it.

Avallable All available standard-sets and associated standards are listed.
Standards

Select the standards you want to associate with the assignment.

To select multiple consecutive standards, click the first standard, then
press and hold SHIFT while clicking the last standard in the range.

To select multiple nonconsecutive standards, click a standard, then press
and hold CTRL whife clicking the other standards.

O Click Add= to associate the selected standardis) with the assignment.

Selected StandardsThe selected standards are listed under the appropriate standard set
name,

[0 To remove a standard from an assighment, select the standard under Selected Standards,
and then click «Del.

The standard is moved back to the Avaitable Standards list.
NOTE: You cannot delete a standard if there are any assignment grades for the standard.

LI Click OK to close the window.
The Edit Standards field is updated to reflect the number of standards associated with the assicnment,

Date Assigned

Type the assignment date in the MMDDYYYY format, or click &3 to select a date from the calendar,
NOTE: This field is critical for running the Graded Assignment Count admin report. If this field is blank for an
assignment, and a date range is selected when running the report, the assignment is not included in the report,

Date Due

Type the assignment date in the MMDDYYYY format, or click i to select a date from the calendar.
NOTE: You can also set a defauit value for this field using the in the Default Assignment Due Date field on

Settings > Update Profile. Valid options are no default date, the current date, or up to five days in the future. You
can override the default date as needed.

Total Points

Type the total number of possible peints for the assignment. Do not type zero uniess it is an extra credit
assignment. The field is set to 100 by default.

This field is not displayed for standards-based courses.

NOTE: If you have assigned a rubric chart to this assignment, this field disptays the total possible points for the
rubric chart and cannot be updated.

If you are using percentage-based weighting, and if the field is not set to 100, the warning icon Uis disptayed
next to the field. When you click 1 a warning message opens indicating that you shouid review the Help for
Calcutating Averages {Calculate Averages guide} to understand how the grades are calculated in this situation.
This warning is also disptayed when you click Save if the points are not set to 100,

Select Do not show this message again if you do not want to receive this reminder every time you click Save.
WARNING: If all assignments in a category do not have the same total points value, then the calculations for
dropping a specified number of assignments for the category {as indicated in the # Drop field on Settings >
Manage Categories) may resuit in an average that is different than expected. If the total points value varies, the
grade with the loweast number of points may not necessarily be the lowest grade.
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Fr_a' Credit

ISelect if the assignment is for extra credit.
NOTE if the assignment is for extra credit, the Total Polnts is set to zero and cannot be changed.

Extra credit assignments add points to the average for the category selected. If a student has no grade or a zero
for the extra credit assignment, it does not count against him when his average is calculated.

See the Extra Credit section of the Calculate Averages guide for an explanation of calculating averages with extra
-credlt for each weighting type,

This field is not avaifable for standards-based courses or assignments that have a rubric chart assigned.

Do Not Drop Select if you do not want to drop that particular assngnment This field relates to the # Drop field on Settir g5 =
Manage Categories,
If Do Not Drop is selected, the assignment grade is not dropped even if it is the student's lowest grade, and you
have specified te drop one or more of the lowest grades in a particular category.
- This field does not apply to standards-based courses. IE
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Rubrlc

You can assign an existing rubric chait to the assignment, which allows you to grade the assignment using a
rubric chart, The rubric charts are created on Settings > Rubric Setup.,

* If a rubric chart is not currently associated with the assignment, the 8% ican (three black squares) is displayed.

* If a rubric chart is currently associaied with the assignment, the se icon (four multicolored squares) is displayed.

(1 Click the icon to associate a rubric chart with the assignment or to change the associated rubric chart.
The rubric chart window opens,

Awvaitable Rubrics: No Rubric §

Options | Rubrle Name

O Nao Rubric
E Essay

u Final Essay

Under Available Rubrics, any rubric charts you have created that have at least one skill and one score are
listed.

Available

RSBAS Click ﬁfor the rubric chart you want to use. If the rubric is selected, the box becomes yellow O

Available Rubrics:  Previewing: Essay

Options . Rubric Name Seores
m No Rubric
Below Average Average Abave Average Exceeds
E tat
O s g Low High | Llow High | Lew High —
. Points  Points Points  Points Points  Paints Low  High
E Finat Essay 1 & 7 12 13 18 Points  Pointy
9 29
Shitks

Organization The essay lacks a  The introducion  The inteaductian  The introducticn

clear states the man states the main  is inviting and
mntroduction, Lopic. A topic. The bady  states the main
body, and canclusion Is is developed. A topee.

conciusion, included conchision 1s

included.

nlormauon is
relevant and
prasented
legicaily, The [E
¢anclusion is

strong.

Focus and
Datad

Sentence
Structure.
Grammar,

and Spelling
Word Choke

Ciration

Total Points Possible 100 H

Assign Selected Aubrie

You can only change the rubric chart assigned to an assignment if no grades exist for the rubric
chart,

0 Click Assign Selected Rubric,
The window closes.

IMPORTANT: The Total Points field for the assignment changes to dlsplay the maximum possible points for the

- brcchar-lmadrmurs-pessiblepeinisyrsldllcountlnaddsreadonl
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Notes ienal notes for the assignment.

Important: Parents will be able to view thes
note

If entered, these notes are viewable in ParentPortal.

The notes above on special characters for the Assignment Name field also apply to this field.

[ Add or update the note in the Note window and click OK.
The Note window closes, and the note icon is yellow » to indicate that a note was entered.

[1 0r, to clear an existing note for the assignment, click Clear.
The Note window closes, and the note icon is gray | to indicate that no notes exist.

x Click to delete an assignment,
NOTE: You cannot delete an assignment if grades have been posted for the assignment.

If you delete grades on the Assignment Grades page in order to delete an assignment, you must be sure to delete
the grade for any withdrawn students too.

Save assighments:

PIN [Type your four-digit personal identification number_“{_lfl_lﬂ.

O Click Save.

Copy assignments to another course-section:

Once you have saved assignments for a course, you can copy the assignments to another course-
section.

O Use the Semester, Cycle, and Course-Section fields to select the course-section from which
to copy assignments.
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T Z REVIewW UaTy WOTR/ HOTMEWOT R ¥ e
Ecolagical Footprint Quiz/labs ¥ | Date:
Ch.2 Test Major Tests/Projects ¥  Date:

Add naw assignment

Copy Assignments to Another Course-Section-Cycle  aliemmesesm—

1 Click Copy Assignments to Another Course-Section-Cycle,

The Copy Assignments page opens.

Once you establish the assignments for a course on Settings > Manage Assignments, you can
copy the assignments to other course-sections,

» |f you are copying assignments for the current semester-cycle, the entire assignment
record is copied, including the assignment date and due date.

« If you are copying assignments to a future semester-cycle, the assignment record is
copied without the assignment date and due date.

This page is only accessible from the Manage Assignments page,

2022/07/26 08:02 75 ASCENDER TeacherPortal - Teacher Guide



™

Copy Assignments
1ab Safety Poster S
1Atz S a
MEDS Assignment
Course Period
MSDS Poster
0% ENVIRONMENT 55 [4214-31) 01
Cell Vocabolary 02 ENVIRONMENT SY$ 1421472 0z
Mazromalacule Vocabulary 02 SCIENCE ENRICHM 14218-22) [Ready 0
Macromolecule foldable 03 ENVIRQHMENT $73 (4218-33) 03
Vocabulary Quiz 0% ENVIRONMENT S5 (42 16.34) -
Food Poster 05 ERVIRGHMENT $¥5 (4216351
Enryme Workshaet OBiMNT PHY & CHEM 1202-38
Enzyme Drawing
Enzyms Test
From Course The course-section, semester, and cycle selected on previous page are |

displayed. This is the course- -section you are copying categories from, |

Assignments to Copy All assugnments for the selected course-section are listed. Select
specific assignments, or select All Assignments to select all.

Copy To Course- All course-sections for all cycles are listed. Closed cycles are disabled.
Section

Select specific course-sections to copy assignments to, or select the
cycle check box to select all course-sections for the cycle.

PIN__[Type your four-digit personal identification number (PIN). S

O Click Copy.

The list of assignments and the courses to which the assignments were copied is displayed.

0 Click Return to Assignments to return to the Manage Assignments page.

Enter assignment grades,
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Grades > Assignment Grades

This page allows you to view and enter assignment grades for students by semester, cycle, and
course-section. You can enter comments and indicators for each assignment grade (e.q.,
excluded, late, or re-do}, and you can print grades by assignment. You can also accept transfer
students into a course and enter a walk-in average for those students,

NOTE: Students are not listed on this page prior to the first day of school,

Semester: 7 v Cyde | v CowneSwtion  Of PRI ARCH 11 (Rasdp] v Asuignments per paga: 5 zs.m
Cotegory:  AlCategormi ~  Asignment: Al Astigamants v Students AN Studest v

Assignment Grades Semester 2 Cyelert urse-Section: 01 PRIN ARCH B890-01| Ready

PN, m Cakeuiste Averages BRELLRLE STl

Hudet O Stedent Nama Cyth Amregr  HE DAAY HE DARY M5 AANOR ME DLy M WAROR

4t e Part coapl Partaoep? Pacoosd | Pricospt
+ Durtitito/tdt b Deaient ) Corews I Duetiane e Nt
Man 100 M 59 a0 s 158 Man 09

11 [4]
0 n

I D acuiaa cevn w2 [1}
(180504 TTANT N [ o %0

t {9 FUSTEN FTHAR S an %0 g8

L] oY)

@2k e
Lo | |

e =D
[~ |

AvignmentiperPage 5 v <xPreviam 1.% Hea

» @f |

L "

a =

Oversil Avarages

E"s::
=
3]

Orata Dur inct o Arconding [ Descanding! order

. oo oo

£ Select the course-section you want to enter assignment grades for:

Semester [The current semester is displayed by default. You can select another semester. |
Cycle The current cycle is displayed by default, You can select another cycle.

Course-SeEtioNSelect the course-section you want to enter assignment grades for. The drop

.down lists the two-digit period and course name. The course number and
isection number are in parentheses.
NOTES:

If the course is marked as ready to post on Grades > Cycle Grades, the message
“[READY]" is displayed next to the course.

If course groups have been created on Settings > Manage Course Groups >
Course Grouping, the groups are listed, as well as the individual courses. Any |
group that does not have courses associated with it is not listed, |

3 Click Retrieve.
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The students and assignments are displayed according to your selections in the previous steps.
Students are sorted by last name, unless you have specified a custom sort order on Settings >
Arrange Student Order.

[ You can further filter the students and assignments displayed:

Category [Select the category to enter assignment grades for, or select Afl Categories. These
\categories are set up on Settings > Manage Categories.

If a color has been assigned to the category on the Manage Categories page, the
; assigned color is displayed.

u_Ass_l_gnment Select the assignment you want to enter grades for, or select A/l Ass_:g_nments
|Student Select the student you want to ﬁlter by, or select Al Students

The grid lists all students currently enrolled in the course-section and the assignments according
to your selections.

The columns can be re-sorted.

The columns can be sorted according to your preferences,

* An up arrow + indicates the column and order by which the table is currently sorted.

* If a column can be sorted, a sort box © is displayed in the column heading.

* To resort the list by another column heading, click ¥ in the column heading. The column is
sorted in ascending order, as indicated by # in the column heading.

* To sort the column in descending order, click » again. The sort arrow changes direction

If you sort by the last name column, the table sorts by last name, then first name. If you sort by
the first name column, the table sorts by first name, then last name.

NOTE: Sorting the columns overrides the custom sort order established on the Arrange
Student Order page. However, if you leave this page and return, the students are displayed in
your custom sort order. {This does not apply on the Post/View Attendance page.)

xudet The student’s ID Is dhiplayed. Click the student ID (o view the s=,dercs srate,

The Star of Life icon is displayed for any student who has medwal Cirumstandes you should ke swsre of. To view delails, dick the student ID tg view the (=dsn 2o ls Mdtical Adarts sexiion).
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] Next 2 the student's name, chick the kon Lo view of add & course note about the student. The note icon is yellow = (f & Course Hote already #xists for the student.

[The Student Course Note pop-up windaw opens akawing you Lo enter or update comments.

Student Coursa Nota

MOREND, RAYMOND L
Saad Noter b
Dabete Cat Mo Aathos - Laat Upested !
owbeee (47 1 aar sy 220007 i
Add Note:  (AT)ATTENDANCE .

e

MNOTE: Thesa notes are not displayed to parentsfpuardians.
The student's name Is displayed, Yerify that you are aklinghrpdating the nate for the correct student.

11 Under Savad Notes:
Any existing notes Jor the student are istad. You can view all notes for Cowses to which you have access.

, Cat: Note categosy codes:

* AT - Altengarce

* D5 - Discigline.

+ GN - Genaral o
= HL - Heakth

* 5P« Supplies.

Mote: If you credted the note, you cah update i, up to 3269 characters.
Author. The last name of the person who entered the note is disptayed based on the user kg
iLast Updated: The data on which the note was last updated Js displayed.

Dalate. Select to defete an existing nate. You €an only delete 2 aote if you created it, of if you are the Teacher of Record for the course. For example, the Teacher of facord can gelete & nole entered by an Assistant
[Teather lor the course.

) Urder Add Hote:
To 80d a tew hote, select the categery code indicaling what the few note |8 relsted tb, such 83 AT for attendante.

In (ke text boux. type the new note. up to 3269 characters per nate.

Click Save.
NOTE: The Studest Notes report provides & repor of these course notes.
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Beside each student's name is the transfer kon  {i.e., 2 gray THindicating that he Is pot a transfer student. i & student transfers into Lhe class. the red transfer icon O ks displayed next to his name.

HOTE: The student wilf only have a red T8 i he Is transferring Irom one section to another section within the same caurse. Otherwlse the T widl remain Qray.

1 2 student transfers Into the cowrse, you must Actept the student Into the course ardd enter his wakdn transfer verage and welght, The campus, student 1D, semester, and cycle must all be the same for the
average to transfer.

1 To accept the transfer student into the course-section. dick & .
(The Transfer Walk-In Average window opens.

Transfer Walk-In Average

MUELLER MOMNTANA )

Dua Date: DL 212020 a2
From: Orassrs, Jacqaohne X
e
Average:  5I0
Wialght: [ %

Date: The student’s transfer date Is displayed by defsult. You can type over the date in the MMDDYYYY format. O, cick & ko selact a date from the calencar,

From: The tzacher name, coursa number, and section are displayed For the caurse from which the student transferred, This data is only displayed if the student transterred from a different section of the same
course and has a transfer average,

Avarnge: The student's Uanfer average Is diplayed i avallsble, Otherwise, you £an typs the student’s walicin average.

This Is the student's Average in the dass from which he transfermed. You Can enter a fumeric grade or an alphabetical {ABCD or ESNU) grade,

MOTE: if  student transferred from a course that posts letter Qrades Lo & courss that posts numeric grades, and & better grade is entered for his Lansfer average, the student's working cycle average is displayed as.
4 smerd grade,

See the Calculate Averages quide fof an of calculabing

ges for 2ach weighting type for an of averages for transfer studeats.

Welght: The Rield displays D for a transler student who has not yet been accepted inte the class.

To Breept the student into your class, type the welght you want to apply to the student's transfer avarage. For example, §f a student transferred three weeks inta & sivavesk tythe, you may want to enter a weight of
50%. The maximum weight you €an enter |5 100.

T student’s transier dcon remalns ned untl & weight (s entered and saved,

Once you entes and save a weight, the studeat's transter ion turas blue T The hue icon remaing until the end of the semester,

[ ik Ok,

H yau entered and saved the transter averags data for the student, his walkn average Is calcutated in his working cycie average.

MOTE: The changes ate not sctually saved until you type your PIN and chick Save Grades.

Clear: Clear all data previously entered far the transter student,

HOTE: Any course Bssignenents that were due prioe Ro the student's transter date are excluded for the student, and the Exclude indicator Bis. displayed for the assiqnments, You can override the exclusion if you
want the transfer student to complete an assignment that was due priof to his transler date.

To gveride the eaciusion, chek I chear the Exclude fleld. CKk OK and save,

NOTE: For standards-base courses, accepting  transfer student s a manual process. The transter lcon Is not dsplayed.

‘Calculating tha sverage for a transfer studaat:

U a student transters inta the eourse during a cycle, the following calculations ane used to detarming his working cycle average:

Formula for transfer student;
For the transfer grade. multiply the Transter Average by the Transfer Welght;

Tranater Average x Transier Welght = Transfer Vatue

For axamphe:

13

. | The studént's Transter Average is 74,
The student's Transfar Weight is 55%.
T4 x 55% w 40.7

[Tha student’s Transfer Valus i &7,
‘Calculate the average of the student's grades {for the [ of the cyche} usirg the steps described above under Percent-based, Point-based, ar MuRiplier-based.

~

. [For axample:

The precentsbased example above shows a Warking Cycle Average of B7,
Calculate the weight for the Working Cycle Average:

I

100% - Transfer Weight = Working Lycle Average Weight
For examplat

i The student’s Transfer Waight is 55%.

100% - 55% = 45%

| [Tov student's Working Cycle Aversge Wiight Is 45%.,
Calcutate the Working Cycle Average Value,

Warkdng Cycle Average x Working Cycle Average Welght = Working Cycle Average Value
For axampha:

4. | The student’s Warking Cycle Average is 87,

The student’s Working Cipcle Average Weight I 45%,

BY x 45% w 39.15

The student’s Workdng Cycle Average Valus 15 39,15,
Take the sum of the Transter Value and Uve Working Cycle Average Value,

]

Trangfar Valye + Warking Cycle Average Vakie = Actual Working Cyche Average
For axample:

5. [Th# student’s Transfer Value is 40.7.

{Tha student's Werklng Cycle Aversge Value |5 39.5.

40,7 + 39,5 m B0.2

The student's Actual Working Cyelé Average is B0,
H 2 studert transferred from a course that posts letter grades to a course that posts numeric grades and a letter grade |s enteved for his transfer average. the grade lon table is wied to the
numerts vake,
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I-(Tcle_ iv_e?ag_e-ﬁhe student's wnrk_ing cycle average is displayed. The aEm_g-e?updated every time you access 'ih'eFa'g_é. click CilEuiié_]
Averages, or save grades. If the student does not yet have a working cycle average, the field is blank. [
* The working cycle average is calculated according to the weighting selected on Settings > Manage Categories, as well as
calcutations described in the the Calculate Averages guide.

+ The working cycle average Is rounded to a whole number, If the decimal value is .5 or greater, the grade is rounded up.

+ If you use percentage-based categories, and you have a category that does not yet have grades (e.qg., if it is early in the
[ cycle and you have not administered any tests), the student's werking cycle average is calculated based on the percentages

for the categories that have grades. For more information on calculations, view the Help for Weighting Type on Settings =
| Manage Categories.

:-Sﬁw if the course is set up to post alphabetical grades, the field is displayea. = = T I
|Avarages as
|Alpha + Select the field to display averages as alphabetical grades.

+ Clear the field to display the averages as numbers,
INOTE: For courses that use alphabetical grades, a cookie is set to remember the setting, and the page will always display

laverages according to the setting by default. Averages are also displayed on the Cycle Grades page according to the
isetting. Courses that use numeric grades will always display grades numerically.

Sort Assngnments “are listed left to nght in ascendmg order by the due date. {If there is no due date, they are displayed by the
Assignments date assigned. Otherwise, the date entered is used.}
by Date Due In|

[Fo change the assignment display order to descending, change this setting to Descending.

Category The category for the asmghment is dlsplayed first in the column headmg row, above the assignment name.

The assignments are color-caded according to the category. If a color is assigned to the category on Settings > Administer |
|Categories, the column displays the selected color.

i::f'l]genment The assignment name is displayed in the column heading below the category name. J
bi_le The assmnment due date is d__lsplaye_d i entered on Semngs > Manage Ass1gnments L |
Max (The total points possmle for the assignment is displayed if entered in the Total Points field on Settings > Manage
Assignments.
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For campuses that use curriculum and test taking systems {e.qg.. elnstruction and Eduphoria), click the icon to import a data
file that only includes the student's |D, assignment grade, first name, and last name.

Choose File

[ Concl

+ Only .csv and .txt files can be imported. The text file must be comma-separated data with one student per row,

+ Attempting to import for students not in the course will create exceptions errors that cause the import to fail. Deleting
these rows should allow the import to be successful.

* You can only import assignment grades for existing students.

* You can only import grades where students has blank grades for the particular assignment. If the student already has
grades, the data is displayed in red and crossed out,

Steps for importing the data file

0 Click = to import grades for the assignment,

The Import Assignment Grades window opens allowing you to upload the data file, review the data, and import the file.
0O Under Step 1, click Browse to select the data file. Locate and open the file,

The file name is displayed.

0 Click Upload File,

When the upload is complete, the “Success” message is displayed indicating the name of the uploaded file.

O Under Step 2, review the default file format and adjust the columns of your data if necessary:

1 Under To Column, the default file format is {isted, The farmat is determined according to the type of data found in the
uploaded file, For example, a six-digit string of numbers is assumed to be the student ID, and a string of up to three
characters is assumned to be an assignment grade, There are four columns:

+ Student ID
* Assign Grade
* First Name
* Last Name

NOTE: For the six-digit student ID, inciude all leading zeros.

1 Under Frem Column, make adjustments as needed.

For example, if the default file format has the first name before the last name, and you want the Jast name before the first
name, you ¢an change the columns under From Column accordingly (i.e., change column 3 to 4, and change column 4 to
3). NOTE: The order of the first and last names is not important when uploading this file.

(I If you assign the same column number to more than one column, the message “duplicate” is displayed by the duplicated
column, You must correct this before proceeding.

O As you make any changes under Step 2, the data displayed under Step 3 changes accordingly. Review the data under
Step 3 before importing the file.

[0 When the data under Step 3 is being refreshed, the message “validating” is displayed. Wait until the message goes away.

* If errors are encountered, the records with errors are displayed in red with a strikethrough. The number of errors found is
listed below the grid. Errors may include mismatched or invalid data.

= Currently, the only acceptable error is an emror due to the student already having a grade for the assignment. Exception
errors due to invaid records will cause the import to fall.

0 When you are satisfied with the data under Step 3, click Import Now under Step 4. The data is imported, and the
assignment grade fields on the Assignment Grades page are populated with data from the import file,

The Jmport Now button is disabled if there are no valid records to import.

NOTE: If the course has any withdrawn students, the import file has a record for the withdrawn students, Therefore, you
must select Show withdrawn students on the Assignment Grades page to import the grade for the withdrawn students. if
you do not select Show withdrawn students, the import file will generate errors for the withdrawn students.
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Assignments per |By default, the page displays only the first five assignments. You can change
Page the number of assignments displayed.

To print all assignments, select All from the drop-down menu or select the
number of specific assignments to be printed.

A

Previous/Next If there are more assignments, use the buttons to view the other
assignments.

O Enter the grades in the grid.

NOTES:
+ Only whole numbers can be entered for numeric grades.
* To add extra credit points, you can add points to the assignment grade.

+ When you enter or change a grade, the table cell turns gray to indicate that the
grade was changed but not yet saved. Once you save the assignment grades, the
cell is no longer gray.

¢ [f you type an invalid grade, such as a letter grade that does not have a conversion
value, the cell is shaded red. You must correct the entry before you can save the
grades.

» Dropped grades are italicized.

» If the course is set up for alphabetical or ESNU grade pasting, you can type letter
grades or numeric grades. If you type a letter grade, it is automatically converted to
a numeric grade for calculating the working cycle average, according to the
cenversion values set by the campus.

« Other codes can be typed in place of a grade:

o M - Missing

o | - Incomplete (If you type | for any grade, the student's working cycle average
will be | until a grade is entered.)

= X - Excluded (The X functions the same way as clicking the note icon and
selecting Exclude from the Grade Properties window.)

= Only one shortcut code can be entered per assignment grade.

= |f the campus has disabled posting of grades for prior cycles, you cannot make
changes to assignment grades for previous semesters-cycles. The Save Grades
button is disabled.
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» Grades can be entered in the shaded fields for the selected skills on the Assignment
Grades page. The field will change from gray to white and the grades will print on
the report card. However, grades should not be entered in the shaded fields for the
selected skills for the Semester and Cycle that appear gray on the Assignment
Grades page.

* You can navigate through the grade fields using the keyboard
Press ENTER after you type each grade to move down the list to the next student.

You can press SHIFT+ENTER to move up the list. You can also press the up and down
arrow keys to move up and down the list.

Press TAB to move across the list to the next assignment. You can press SHIFT+TAB
to move back to the left,
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Next the grade field, click L to open the Grade Properties window where you can add
comments or indicators (e.g., excluded, {ate, re-do, or accommodated) associated with an
assignment.

Enter comments and/or select the appropriate indicator(s}.

If there is no grade for the assignment, it cannot be marked as late or re-do.

The Micon is displayed if the assignment grade is excluded (e.g., for a transfer student). The
rade will continue to be displayed in the field,

Print commentiSelect if you want the indicators andfor comments to print on the
student's IPR and display to parents in ParentPortal.

Click OK to close the window.
WARNING: Your comments and/or selections are not actually saved until you type your PIN
and ¢lick Save to save all data on the Assignment Grades page.

The following icons are displayed in the grade fields according to the comments and/or
indicators entered:

Indicators:

H - Excluded

. Late (not excluded)
A - Re-do (not excluded)
A . Accommodated

Notes:
(il - Exciuded with comments
ill - Late or re-do with comments
n - Comments only
- No comments
NOTE: if an assignment is excluded for a student, and you have entered a number in the #
Drop field on Settings > Manage Categories (indicating that you want to drop a specified

RUMDer of assignments 10f a category), the assignment grade does not count toward the
number that will be dropped. Only non-excluded grades are dropped.

2022/07/26 08:02

85 ASCENDER TeacherPortal - Teacher Guide




Uz

If a rubric chart has been associated with the assignment, the = icon is displayed next to
the grade field allowing you to grade the assignment using a rubric chart.

(1 Click the icon to open the rubric in a window where you can type a score for each skill.

8 When all scores have been entered, click Update Assignment Grade. The score {i.e.,
the sum of all scores entered) is calculated and displayed in the grade fieid.

NOTE: When entering a score for a skill, you are not limited to the range specified in the
rubric chart, For example, if the score range is 0-5, you are not prevented from typing 0 or
6.

If you type a score for some skills but not all skills in the rubric chart, the sum of the scores
entered is calculated and displayed in the grade field.

If the grade for the assignment should be zero, you must type 0 for one of the skill scores.

You can type a grade directly into the grade field even if a rubric chart is assigned to the
assignment.

Exclude
All

Click to mass exclude grades for an assignment for all students.

The button for the column turns red, all indicator icons are red, and the fieild turns gray to
indicate that the grade is excluded for the student. To override the exclusion for a specific
student, click 1], unselect Exclude, and then click Ok.

Fill

Use the button and adjacent field to mass enter an assignment grade for all students.

For example, if you entered grades for ali students who turned in the assignment, and you
want to enter zeros for all other students, type 0 in the field, and then click Fill. All blank
grade fields for the assignment are changed to 0.

Or, to mass replace blank grades with a value (e.g., 100), type the grade in the field, and
then click Fill. All blank grades for the assignment are changed to the entered grade.

To change all assignment grades to blanks, delete any data from the field, and then click
Fill. All grades for the assignment are changed to blank.

Overall
Averages

The overall averages (i.e., class averages) for the working cycle average and each
assignment are displayed in the bottom row of the table. The overall averages are updated

every time you click Calculate Averages and every time you save grades.

Print/Use

this option instead of the browser's print option. This printout contains formatting to

handle the features on the Assignment Grades page.
To choose the number of assignments that will print per page, use the up/down arrow.

Assignments per paged 10 3 /({5 - 25)

Assignments can also be printed using the Assignment Grades Report,

Save Data:

Any data that has changed since the last time you saved your grades is indicated by gray shading
in the table cell.
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NOTE: Be aware that you may have changed data that is not currently displayed on
the page. All changes are saved, including those that are not visible on the page. For
example, if you are currently viewing assignment grades for one student, but you previously
entered grades for other students, the grades for all students are saved, regardless of what is
displayed on the page at the time you save the data.

(1 Click Save.

Generate assignment grades report.

Reports > Assignment Grades

This report lists assignment grades for all students in a course according to options entered on
this page. The overall assignment average and class average are also displayed.

= Excluded grades are indicated by Ex in place of the grade.
» Dropped grades are indicated by D next to the grade.

NOTE: The Category Legend as it appears on the report matches the Cat ID {category
ID} column {in the Assignment Legend) to the corresponding category name and
category weight. The Assignment Legend matches the assignment ID heading to the
corresponding assignment name, total points, and Cat ID.

O Specify report options:
Semester [The current semester is displayed. You can select a different semester.
Cycle 'The current cycle is displayed. You can select a different cycle.

Course-Section Select the course-section for which to prir_\t the report. Or, select All to produce
the report for all of your course-sections. The drop down lists the two-digit

period and course name. The course number and section number are in
parentheses.
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Viewing [view Student |Select to display the student names on the report, Otherwise, the
Options  \Names names are not printed on the report, and students can only be

: iidentified by their student IDs. The student IDs are always
.dlsptayed on the report.

View o |W|thdrawn students are not automatlcally dlsplayed Select the
(Withdrawn field to display them. The message “W/D" and the withdrawal
Students date or “Dropped"” are displayed by the student's name. The

iwithdrawal date may be the student's withdrawal date from
ischool or his withdrawal date from the class.

Sorting |Indicate the field to sort the report by.

Options .Custom Student \This option is only dlsplayed if Student Order on the Update
.Order IProfile page is set to add new students to the top of the list or
| \bottom of the list.

Select Custom Student Order to sort the report in your customI
'sort order.

|{f you have not specified a custom sort order for a particular
:class the students are sorted by name..

U Click Generate.

» The report opens in a new window, and you can print the report from that window.
* The report selection page remains open on your desktop.

Review student notes (report),

Reports > Student Notes

This report displays any of the following notes for one or all courses, and for one or all
students.

» Course Notes: Notes entered in the Course Notes field on Settings > Manage
Courses. These are comments and notes entered by teachers about their courses, such
as reminders, announcements, and other course-specific information. These notes are
displayed to parents in ParentPortal.

« Student Course Notes: Notes entered by clicking the note icon next to the student's
name on Grades > Assignment Grades, These are course-specific notes entered by
teachers about the student, and the notes are associated with specific categories.
These notes are pote displayed to parents in ParentPortal.

* Course Assignment Notes: Notes entered in the Notes field on Settings > Manage
Assignments. These are notes entered by teachers about their assignments. The notes
are displayed to parents in ParentPortal,

« Student Assignment Notes: Notes entered by clicking the note icon next to the
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student's assignment grade on Grades > Assignment Grades, These are assignment-
specific notes entered by teachers about the student. The teacher has the option to
display the note to parents in ParentPortal.

* IPR Notes: Notes entered in the Note field on Grades > IPR Comments. These are
student-specific notes entered by the teacher about the student relative to the IPR.

These

notes are printed on the IPR that is distributed to parents.

Semester: 2 ¥

IPR Notes

Generate

Cyde FI Course-Section | ALL v

Student Notes Report Selection

Notes Selection Options

Student ID:  ALL Enter a specific numeric student 1D or ALL to include all students.:

Select Note Type: (select one or more)
Course Notes
Student Course Notes
Course Assignment Notes

Student Assignment Notes

Viewing Options

Include Withdrawn Students

Page break between courses

0O Specify report options:

Semester

Cycle

entire year,
{The current cycle is displayed. You can select a different cycle.

The current semester is displayed. You can select a different semester.

The selected semester affects the courses listed in the Course-Section drop-
down list, but it does not affect the notes displayed; the notes are not semester-
specific. For example, for a two-semester course, the notes are displayed for the

Course-Section

Select the course-section for which to print the report. Or, select ALL to produce
the report for all of your course-sections. The drop down lists the two-digit
period and course name, The course number and section number are in
parentheses,

O Under Notes Selection Options:
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Student ID égé'i'r_fﬂ(_ﬁi_rig the student's ID. As you begin typing the ID, a drop-down list displays
students whose student ID matches the numbers you have typed. From the drop-
down list, select a student.

Select  [Select one or more note types to be printed. The descriptions for each note type are
Note Type |listed above.

If you select Student Course Notes, the following fields appear:

Note Category Select the category of notes you want to view. Or, select ALL to
include all categories.

Notes Created By|Select a user name to see only notes entered by that user. Or,
select ALL to include notes from all users.

! 'Sort Order Indicate if you want these notes sorted by note éétégory or
! I user name on the report.

(] Under Viewing Options:

Include withdrawn \Withdrawn students are not automatically included. Select the field
students to include withdrawn students in the report.

Page break between |Se!ect to print one course per page. Otherwise, the data will pnnt
courses |continuously.

O Click Generate.

* The report opens in a new window, and you can print the report from that window.
e The report selection page remains open on your desktop.

Award extra credit.

There are several ways to award extra credit:

* Create an extra credit assignment on Settings > Manage Assignments
* Add extra points to an assignment grade on Grades > Assignment Grades
* Add extra points to the cycle average on Grades > Cycle & Semester Grades

Create extra credit assignment:

Settings > Manage Assignments
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Semester: 2 ¥ Cycle: 1 v Course-Section (2 ENVIRONMENT 5Y5 (4216-32} v

Manage Assignments

Semaester:2 Cycle:1 Course Section:02 ENVIRONMENT SYS [4214-32

Total Extra
Delete  Assignment Name Category Date Assigned Date Dus Paints Credit
Australia EC Journal D v Dae: 01/07/2 & Date: 01/08/2t & o Y

Australia Cause of Fire Sum D v  Dae: 01/09/2 [B | Date: 0L/0%/2 B 100

o Ai = fioran N4 4L [, Pl Dose, N4 4L pouly ANN

Extra 'Select if the assignment is for extra credit,
Credit NOTE: if the assignment is for extra credit, the Total Points is set to zero and
‘cannot be changed.

Extra credit assignments add points to the average for the category selected. If a
student has no grade or a zero for the extra credit asstignment, it does not count
against him when his average is calculated.

See the Extra Credit section of the Calculate Averages guide for an explanation of
calculating averages with extra credit for each weighting type.

| This field is not available for standards-based courses or assignments that have a
rubric chart assigned.

For extra credit assignments, the Max on Grades > Assignment Grades is 0.
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Assignment Grades

Category: Assignment: Due Date:
All Categories v All Assignments v 04/29/2020

Semester: 2 Cycle: 1 Course-Section: 01 ENVIRONMENT SYS (4216-31)

Daily Daily B
work/Homework work/Homework Major w
9 Australia ES 4 Australia Cause of § Tests/Projects L
Journal Fire Summary Biome U
Student Cycle Due:01/08/2020 Due:01/09/2020 Due:01/16/2020 (»
[} Student Name  Average Max:0 o Max:100 Max:100 . M
94254 80.0 0 ]
BALDERRAMA, R L 0 ug L
DANNA P

Calculations for extra credit assignment:

IMPORTANT: See Calculate Averages for additional information.

Percent-based weighting:

If the student has extra credit points, include the extra credit {(EC) points in the Total Points
Earned.

(Points Earned 1 + Points Earned 2 + Points Earned 3 + EC) = Total Points Earned

For example:

The Homewaork category has three assignments. The student earned a 70/100, 80/100, and
90/95 for those assignments. He also has 1¢ points for the extra credit assignment.

(70 + 80 + 90 + 10) = 250

In this case, the Total Possible Points for the Homework category is 295.

250/ 295 = .847
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The student's average for the Homework Category is 85,

Points-based weighting:

If the student has an extra credit assignment, add the points for the extra credit (EC)
assignment to the Category Points:

Category Points + EC = new Category Points

For example:

The Homework category has three assignments, each worth 50 points, The student earned
a 40, 45, and 50 for those assignments.

40 + 45 + 50 =135

The student’s Homework Category Points is 135. The student was awarded 5 points for a
homework extra credit assignment,

135+ 5=140

In this case, the Total Possible Points for the Homework category is 150.

140 /150 = .933
The student’s average for the Homework Category is 93,

Multiplier-based weighting:

If the student has an extra credit assignment, add the points for the extra credit {EC)
assignment to the Actual Category Points:

Actual Category Points + EC = new Actual Category Points

For example:

The student’s Homework Actual Category Points is 240. The student was awarded 5 points
for a homework extra credit assignment.

240 + 5 =245

In this case, the multiplier for the Homework category is 2.
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245 x 2 = 490

The Homework category has three assignments, each worth 100 points.

100 + 100 + 100 = 300
300 x 2 =600

490 /600 = .816
The student's average for the Homework category is 82.

ANOTHER OPTION: If you want to give an extra credit assignment that will be incfuded in the
cycle average for the students who do the assignment {but not for those who do not do it),
create a regular assignment (not extra credit}, and then exclude the grade for all students

who do not complete the assignment.

Add extra points to an assignment:

Grades > Assignment Grades

Assignment Grades

Catagory: Assignment: Due Date: Student:
All Categories v Al Assignments v 04/29:2020 E All Students ¥
1 02 ENVIRONMENT SYS (4216-32)
Daily Daily Daily Major Daily
work/Homework work/Homework Major work/Hamewaerk Tests/Projects work/Homewor
§ Austrafia ES § Australla Couse of § Tests/Projects  § Land Blomes of  § Biome § Presentation Pe
Journal Fire Summary Biome u.s. P: Evaluati
Student  Student Cycle Dus:01/08/2020 Due:01/09/2020 Due:01/16/2020 Due:01/1742020 Due:01/23/2020 Due:01/23/202]
[[+] Name Average Max:100 . Max:100 . Max:100 o Maxi100 o B Max: 100 o Max: 400 .
BACA, 8793 70 100 77 10 M oA
SERCGIQ D
81,65 70 100 93 b 100 Mo
BELTRAN,
JERNIFER A
1 5522 103 1001 el 10 100 .- M

if you enter an assignment with the Total Points field set to 100, you can enter a grade that is
greater than 100. In this case, it is not necessary to enter an extra credit assignment.
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Add extra points to cycle average:

Grades > Cycle

Cycle Grades

Semestar: 2

Course-Sectlon 01 ENVIRONMENT $YS (4216-31

PIN:
Calculate Semester Avaragas
Show Withdrawn Students Show Pravious Semaster Datall
Pasted
i Sem 1 Current Semester: 2, Cycle: 1
Avarage ¢ 8 Report Card Working Semetter Waorking Fi
I Name Avg Anite Grag Cveeride Citizenship Comments Average Grade
994254 BALDERRAMA, DANNAP 90 80 /r‘"‘ 80
§93037 BURFORD-ZAWAMREH, 80 %0 o0
TRACE
981173 CADDELL, RILEY D 54 79

"

Override|This field allows you to override a student's working semester average with a different
grade {e.g., if the student's working cycle average is 69, you may give the student a
:‘cycle grade of 70, depending on district policy).

IF you enter an Override grade, click Calculate Semester Averages to see the
|impact of the change on the semester average before saving.

Generate seating chart report.

Reports > Seating Charts

This report prints a teacher's seating charts for all periods or one period. For each period, the

seating chart is displayed followed by a list of students who are not assigned to seats. The
seating chart lists the student name, gender, and ID.

If printed for all periods, each period prints on a separate page.

NOTE: If that field has been changed, and the seating charts have not been re-saved on
Settings > Manage Charts since the setting was changed, a warning message is displayed
when the report is generated indicating that the reports will not be accurate until the
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Manage Seating Charts page has been re-saved. You must review the seating chart for each
period on the Manage Seating Charts page, make any necessary changes, and then re-save
each chart.

O Specify report options:

Period

Semeste_r_ '

'The current semester is dlsplayed You can select a different semester.

ISelect the period-course(s) to print the seatmg chart for, or select ALL CLASSES to
iprint seating charts for all periods.

If Combine Courses in Attendance is selected on your Settings > Update Profile
.page the courses are combined by period.

width

|Select the width setting for the report.

|Fixed Seat Width [Select to print a report in which all seats are the same
width.

i This setting works for small and average-size classes. For
| larger classes, some seats may not print on the page.

|Auto-Adjusted Seat |Select to print a report in which each column is adjusted to |
iWidth the student name. Each column is only wide enough to

- accommodate the longest name in the column; therefore,
some columns are wider than others. This setting is a better
option for larger classes.

For either width setting, you can adjust the orientation when you print. Select
Landscape to increase the number of students that fit on the page.

Show
|Plctures

Select to display student photos in the seating chart. Photos are only available if
they have been added by the district.

O Click Generate.

* The report opens in a new window, and you can print the report from that window.
» The report selection page remains open on your desktop.

Generate rubric report (if enabled for campus).

There are two ways to access the rubric printing options:

» From the Manage Rubric Charts page, click Print.
¢ From the Reports menu, select Rubrics.

Print the rubric chart:
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O Click Print to print a report of the displayed rubric chart.

» G

Set Up Rubrics

Available Rubrics: Edit Rubric: Essay
Optians Rubric Name Sava As
Qo Exiay T

The Rubric Report Selection page opens allowing you to make selections for printing the report.

This report prints a rubric chart which has been set up on Settings > Manage Rubric Charts, You
can print only the rubric chart (i.e., blank), or you can print the rubric chart with student grades
for a particular assignment.

Rubric Report Selection

Rubric Name: = Essay ¥ | Title (Optional):

H Title is left blank, the Rubric Name will be the title on the report

O Specify report options:

Rubric  |Select the rubric chart you want to print. Only rubric charts that have skills and scores |
Name  |already setuparelisted. |
Title (Optional} Type a title for the report, up to 50 characters, !f blank, the rubric chart |
i name is used as the title.
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Print 'Select to print the report with student grades. This field is only displayed if the

with iselected rubric chart has already been used to grade an assignment.

grades | |

If selected, an additional field is displayed allowing you to select a course-section. Only|

course-sections that have a rubric chart set up are listed. i

course-section|Once you select a course-section, another field is displayed aliowing
ou to select the assignment that was graded with a rubric chart,

assignment Once you select an assignment, a list of students in |

; _ the course-section is displayed, along with their grade

é | for the assignment. Bl eh

| This Select for the students you want to print

Student [the rubric for. You can select Check all at

the top of the column to select all

students in the course-section.

O Click Generate.

* The report opens in a new window, and you can print the report from that window.
* The report selection page remains open on your desktop.

Generate class roster report.

Reports > Class Roster

This report provides a blank class roster by semester and course, including a list of students
enrolled in the course and up to 50 blank columns. You can choose the sort order and whether
to include the student’s birth date and contact information. The report can be exported in CSV
format.

If exported in CSV format, the birth date information is exported; however, the contact
information is not exported.

If you print the report for a course group, the Course Section column is included allowing you
to identify the course-section in which the student is enrolled.
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Class Roster Report

Student ID Student Nameo Birthday

O Specify report options:

Semester [The current semester is displayed. You can select a different semester,

Course Section Select the course-section and penod for which to prmt the report. The drop
\down lists the two- d|g|t period and course name. The course number and
section number are in parentheses.

If course groups have been created on the Course Grouping page, the groups
are listed as well as the individual courses.

Columns  [Typethe number of blank columns to display on the report, up to 50.

Display Options Blrthday

column will be included in the report,

'Student Email

Contact
Information

_ [Select to include the student’s email address.

|Select to include the student's birth date. The Birthday |

Contact Information columns will be included in the
report, and all of the student's contacts are listed.

Select to include the student's contact information. The |

The contact's name, relationship, cell phone, home
phone, business phone, other phone, mailing address,
and e-mail address are listed.

The contact information cannot be exported to a .csv
file.

Guardian Last
Viewed IPR/Report
Card Date

Select to include the date on which a parent!guardlan
last viewed the student's interim progress report (IPR)
or report card online.

Sorting Options!indicate the order in which to sort the report data. You can sort by student
name {last name), Student ID, course-section (for course groups), birth date (if
included), or custom student order.

Custom student order is the order specified for the course-section on Settings >
Arrange Student Order.,
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O Click Generate.

* The report opens in a new window, and you can print the report from that window.
* The report selection page remains open on your desktop.

Generate blank/missing grades report.

Reports > Blank/Missing Grades

This report lists blank, missing, and incomplete assignment grades according to options entered
on this page.

[ Specify report options:

Semester )

Cycle

Course-Sectlon

in parentheses,

Grade
Selection
|Options

[select the items you want to include in the report For example to include all
student assignment grades for which no grade has been entered, select Show
Blank Grades. Ta include all items, select Select All.

The current cycle__ls dlsplayed You can select a different cycle,

Select the course-section for which to print t the report The drop down lists the
two-digit period and course name. The course number and section number are

|The current semester is dlsplay_ed You can select a different semester

Vievrlng
'Options

students

Page break between|Select to prmt one student per page Othenmse the-deta

will print continuously,

View Student
Names

Select to display the student names on the report.
Otherwise, the names are not printed on the report, and
students can only be identified by their student IDs. The
student IDs are always displayed on the report,

View all
assignments due
aﬂer ..........

'Select to narrow assignments by date, and enter a valid
'schoof date.

'View Current or All
_Course Sections

Current|Select to narrow a55|gnments to oniy course-
sections for the current semester-cycle,

LAl Select to show assignments for all course-
sectlons

0 Click Generate.

* The report opens in a new window, and you can print the report from that window.
* The report selection page remains open on your desktop.
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Other tasks:

Accept transfer students.

Grades > Assignment Grades

' m

Semester; 2 ¥ Cyce 1 r Course-Section 05 GEOMETRY {2501-35
Assignment Grades
Category: Assignmant: Dus Date:
All Categories v All Assignments v 2212020
Semester: 2 Cyde: 1 Course-Section: 05 GEOMETRY {2101-35)
Daily Work
7-1 Angles of Cally Work Dally Work Dally Work
* § Polygons # 41 Exit Slips & 72 Parallalograms §  4-2 Exit Ships
Student  Student Cycle | Due01/10/2020  Duei01/10/2020 . Due@IA/2020  Due:01/12/2020
I Name Average  Max:100 Max:100 Mani100 | Maxi100
1122 [d] 8148  an Y M7 a5
ALANIS,
CARLOS J
1R flaarne, a9 20 50 £} 50
HILDA A
3152 [} 100 0 £
BROWN.
EVELYN
ITZELE
228 1375 . gg 70 M 90
CORONADO d d a
JR.RUDY R
" 8334 1165 85 100
FONSECA, d a a
CHRISTIAN A
i 87.82 B8O ) BA 100
HERNANDEZ, a a a
CECILLAN
FLITY 31.63 80 80 7 95
FHNEON a a a
DAMIEN £
wa M 50 N 5
KEEUNG a a * 4
SEBASTIAN L
LURETIY Bl M B0 50 ¢ Mo ay ¢
CHARLES W e

Studert:
Show Withdrawn
All Students v
Tt/Project Daily Work Daily Work
4 71 Quiz § 43 EnltSiips § 7-4 Rectangles
Due:01/ 1272020 Due:0/23/2020 Dux01/23/2020
Maxc:100 o Max: 100 Max100 5
0 7 1
190 S0 1
a
00 100 M A
0 M Wi 4 A
82 £ 100 (L |
74 1 B0 (]
.4 M
0 100 1] 700

Beside each student's name is the transfer icon ' (i.e., a gray T} indicating that he is not a
transfer student. If a student transfers into the class, the red transfer icon @ is displayed next to

his name,

NOTE: The student will only have a red T @ if he is transferring from one section to another
section within the same course. Otherwise the T will remain gray,

If a student transfers into the course, you must accept the student inte the course and enter his

2022{07/26 08:02 101

ASCENDER TeacherPortal - Teacher Guide




P

walk-in transfer average and weight. The campus, student ID, semester, and cycle must all be the
same for the average to transfer.

[ To accept the transfer student into the course-section, click @ |

The Transfer Walk-In Average window opens.

i

|[|

Date: The student's transfer date is displayed by default. You can type over the date in the
MMDDYYYY format. Or, click £ to select a date from the calendar.

From: The teacher name, course number, and section are displayed for the course from
which the student transferred. This data is only displayed if the student transferred from a
different section of the same course and has a transfer average.

Average: The student's tranfer average is diplayed if available. Otherwise, you can type
the student's walk-in average.

This is the student's average in the class from which he transferred. You can enter a
numeric grade or an alphabetical {ABCD or ESNU} grade.

NOTE: if a student transferred from a course that posts letter grades to a course that posts
numeric grades, and a letter grade is entered for his transfer average, the student's
working cycle average is displayed as a numeric grade.

See the Calculate Averages guide for an explanation of calculating averages for each
weighting type for an explanation of calculating averages for transfer students.

Weight: The field displays 0 for a transfer student who has not yet been accepted into the

2022/07/26 08:02 102 ASCENDER TeacherPortal - Teacher Guide



™

class.

To accept the student into your class, type the weight you want to apply to the student's
transfer average. For example, if a student transferred three weeks into a six-week cycle,
you may want fo enter a weight of 50%. The maximum weight you can enter is 100,

The student’s transfer icon remains red until a weight is entered and saved.

Once you enter and save a weight, the student’s transfer icon turns blue [T. The blue icon
remains until the end of the semester.

O Click Ok.

If you entered and saved the transfer average data for the student, his walk-in average is
calculated in his working cycle average.

NOTE: The changes are not actually saved until you type your PIN and click Save Grades.

Clear: Clear all data previously entered for the transfer student,

NOTE: Any course assignments that were due prior to the student's transfer date are
excluded for the student, and the Exclude indicator B is displayed for the assignments. You
can override the exclusion if you want the transfer student to complete an assignment that
was due prior to his transfer date.

To override the exclusion, click Fﬂ, clear the Exclude field. Click OK and save.

NOTE: For standards-base courses, accepting a transfer student is a manual process. The
transfer icon is not displayed.

Calculating the average for a transfer student:

If a student transfers into the course during a cycle, the following calculations are used to
determine his working cycle average:

Formula for transfer student:
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For the transfer grade, multiply the Transfer Average by the Transfer Weight:
Transfer Average x Transfer Weight = Transfer Vaiue

For example:

1.|The student's Transfer Average is 74.

The student's Transfer Weight is 55%.

74 x 55% = 40.7

The student's Transfer Value is 40.7.

Calculate the average of the student's assignment grades (for the remainder of the cycle) using
the steps described above under Percent-based, Point-based, or Multiplier-based.

‘|[For example:

The percent-based example above shows a Working Cycle Average of 87.

Calculate the weight for the Worktng Cycle Average:
100% - Transfer Weight = Working Cycle Average Weight
For example:

The student's Transfer Weight is 55%.

100% - 55% = 45%

The student's Working Cycle Average Weight is 45%.
Calculate the Working Cycle Average Value.

Working Cycle Average x Working Cycle Average Weight = Working Cycie Average Value
For example:

4./The student's Working Cycle Average is 87,

The student's Working Cycle Average Weight is 45%.

87 x 45% = 39.15

The student’s Working Cycle Average Value is 39.15.
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Take the sum of the Transfer Value and the Working Cycle Average Value.

Transfer Value + Working Cycle Average Value = Actual Working Cycle Average

For example:
5 The student's Transfer Value is 40.7.

The student's Working Cycle Average Value is 39,5,

140.7 + 39.5 = 80.2

[The student's Actual Working Cycle Average is 80.

If a student transferred from a course that posts letter grades to a course that posts numeric

grades and a letter grade is entered for his transfer average, the grade conversion table is used to
determine the numeric value.

Enter discipline referrals.
Discipline > Discipline Referrals

This page allows you to view and enter discipline referrals. The referrals are submitted to an
administrator for review and further action. The page is only available if the campus allows
teachers to enter referrals in TeacherPortal; otherwise, the Discipline menu is not displayed.,

NOTE:

You can only view your own referrals, if you are logged on to TeacherPortal as an
administrator, you cannot see a teacher’s entered referrals on this page; however, you can
view your own referrals.

Inquiry-only users cannot submit referrals.

Your existing referrals for the school year are listed, as well as the following statistical data:

Draft The number of referrals you have created but not submitted is displayed.

Pending |The number of referrals you have submitted that are awaiting review and further
~ |action from an administrator is displayed.
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Reviewed [The number of submitted referrals that have been reviewed by an administrator, for
which the administrator is taking no further action, is displayed.

Completed|The number of submitted referrals that have been reviewed by an administrator, and
for which further action was taken, is displayed.

Up to five referrails are displayed at a time. If more referrals exist, you can page through the list to
see the others.

{0 To retrieve a referral for a specific student and/or a specific status, do one or more of the
following, or leave all fields blank to retrieve all referrals sorted by status:

Student ID [Begin typing the student's ID. As you begin typing the ID, a drop-down list displays |
students whose student ID matches the numbers you have typed. From the drop-
______ down list, select a student. |

Student -Begln typlng the student's name in one of the following formats: |

* Last name, comma, first name
+ Last name initial, comma, first name initial

As you begin typing the name, a drop-down list displays students whose names
match the letters you have typed. From the drop-down list, select the student. ent.Gy |

Status  |Select a status to view only referrals for the selected student with that status. Or, |
|select ALL to see all referrals for the selected student. E

1 Click Search.

The referrals grid is redisplayed according to the criteria specified.

3/ Click to view or edit the details of a referral, The Record Detalls section is dlsplayed

11|Click to print the discipline referral. The report opens in a new window, and you can print the
report from that window.

£3 [Click to delete the referral. You are prompted to confirm that you want to delete the referral.
Click OK.

Only Draft and Pending referrals can be updated or deleted. The Reviewed and Completed
referrals can only be viewed and printed,

Enter or update a referral:
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{0 Click Add Referral.
O Or, click % to edit an existing referral.

The Record Details section is displayed.

O Under Record Details, retrieve the student(s) involved in the incident:

Student ID  [Begin typing the student's ID. As you begin typing the ID, a drop-down list displays
students whose student ID matches the numbers you have typed. From the drop-
down list, select a student.

Student Begin typing the student's name in one of the following formats:
Name

 Last name, comma, first name
* Last name initial, comma, first name initial

As you begin typing the name, a drop-down list displays students whose names
match the jetters you have typed. From the drop-down list, select the student,

Add Another |Iif more than one student was involved, click Add Another Student to
Student ‘retrieve the next student. A blank row is displayed allowing you to retrieve
the student.

O To remove a student from the list, click @ﬂ

O To see a student's schedule, click Schedule next to the student's name.

The Schedule window opens and displays the student's schedule, including the course-section,

period, course title, teacher name, withdrawn indicator, room number, and days the class
meets.

Severity indicate the severity of the offense. For example, select High if the nature
of the offense is very severe.

Offense Description [(Required) Select the offense code describing the offense.

NOTE: Only offense codes allowed by the district are listed.

Referrer Comments |Type comments related to the offense, up to 2000 characters including

spaces. A character counter below the text box allows you to see the
number of remaining characters available.

These comments will be read by the administrator who reviews the
discipline referral.

See Notes on Special Characters and Copy/Paste From Other Documents.
Incident Date The current date is displayed by default. Type another date in the
MMDDYYYY format, or click £ to select a date from the calendar.
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'Incident Time The current (i.e., s}stem) time is displayed by defauit. You can tyﬁém
; another time in the HH:MM:S5A format, where HH is the hour, MM is the
i \minutes, S5 is the seconds, and A is a.m. or p.m.

Sent to Office _Sele_ct ﬂ!‘f student(s) were sent to the office Eé63u§e of the incident.

Teacher's Course L i
Section | = )
I_n__t_;.id__ent Location __(_l%equiredi_Setect the location in which the incident occUrEd_.___

Select a course-section if the incident occurred during class.

Save data:

d Click Save Draft to save a draft of the referral, which allows you to finish and submit the
referral at a later time.

0 Or, click Submit Referral if the referral is complete, and you are ready to submit the referral to
an administrator for further action.

The referral will appear in the administrator's discipline referral list with a status of Pending.

The button is only displayed for a saved referral. Click to print the discipline
referral. The report opens in a new window, and you can print the report from

____that window. i
|Add Another |.,. il ¢ : i
iSt“dET}F Ec_hck to add an adtﬂﬂonai row in the .I}ecord Details sectlon._ ] |
Other Reports:

Generate special programs report.

Reports > Special Programs

This report is only available to users who log on to TeacherPortal with a district- or
campus-level security administrator user ID, or to teachers who have access to run the
special programs report.
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This report lists of the special pragrams for each student in the class.

Only the special programs selected by the campus are included. If enabled, the Generic column
appears in the report and displays program information.

0 Specify report options:
‘Semester The current semester is displayed. You can select a different semester. 'i
Course-Section |Select the course-section for which to print the report The drop down lists the |
two-digit period and course name, The course number and section number are
PRI S
As Of Date Type a date in the MMDDYYYY format. Or, or click [ % to select a date from the
e ——— - Calendar = e s e b v s e s -
Viewing i\hew Student Select to display the student names on the report. T
Options (Names 'Otherwise, the names are not printed on the report, and
students can only be identified by their student IDs. The
. |studentiDs are always displayed on the report. BiE- A8
View Current or(Select one: R L
_ All Course Current|Select to narrow student data to only course-
: Section(s)

sections for the current semester-cycle.

All Select to pr{nt student data for all coui‘se-sectgpns. i

These options are disabled if you are Iogged on as an administrative user and L
select Across Campus under Admin Options.
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{Admin Options [These fields are oniy displayed if you are logged on as an administrative user:
; Across |Select to view data for all courses across the campus. Otherwise,

i Campus |data is only displayed for the selected course-section or for the
impersonated teacher's courses.

If you are impersonating a teacher for whom no courses are defined,
the message “No courses defined” is displayed at the bottom of the
page, and the fields are disabled. However, once you select Across
Campus, the message is removed because it may not apply to all
teachers at the campus, and the fields are enabled.

View Without This field is enabled when Across Campus is
Course/Section |[selected.

I|& Instructor in
iGrid Format If selected:

! If View Without Course/Section &

' Instructor in Grid Format is selected, the
report data is displayed in a grid format, and
the course-section and teacher are not il
displayed. The default sort is by student name; ||
however, the grid can be re-sorted. i

. Student ID[Student  |Grade Special
! ' | [Name | Program

If not selected:

If View Without Course/Section & .
, Instructor in Grid Format is not selected, the

, report is grouped by course-section. The report
i is similar to the report for non-administrative
users; however, the teacher is listed for each

| course-section. For non-administrative users,

| | the teacher is listed once at the top of the

i : report.

Sample:

Course Nbr-Sec

Teacher Name

Student ID|Student  Grade Special
Name ’ Program

Course Nbr-Sec
Teacher Name

........ z - ==

Program

O Click Generate, =
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» The report opens in a new window, and you can print the report from that window,
» The report selection page remains open on your desktop,

Generate student group reports.

Settings > Manage Student Groups

Group Manager
(left grid)

{right grid)

__|were found" Is displayed.
Group Reports

'Your existing groups are listed. Otherwise, the message “No Student Groups

The available student group reports are listed; they are linked to the reports |
in the Reports > Student Group Reports submenu, Some of the group reports
mirror other reports available in the Reports menu.

If no groups exist, the message “No Student Groups Exist” is displayed in
place of any reports.

|Group Reports
(left grid)

Click a report title to run the report for a student group:

+ The group Admin Student Grades page allows you to run the Admin Student
Grades report for a student group.

|* The Attendance Summary report generates a summary report of student
\attendance for a specified student group.

+ The Student Grades Report {and UIL Eligibility) Report lists student working
cycle averages for all of their courses, which allows you to determine UiL
eligibility and locate students who may be at risk of losing eligibility, Courses
in which the student has failing grades are shaded pink.

2022/07/26 08:02

111 ASCENDER TeacherPortal - Teacher Guide



™

ASCENDER

TEACHER

PORTAL

T T T T T T T T e T e Tt T e b Ry e

ASCENDER GUIDES

74 ASCENDER

Back Cover

2022/07/26 08:02 112 ASCENDER TeacherPortal - Teacher Guide



