------------------  THE  WOODLAND  HILLS  GRADEBOOK  -----------------





The GRADEBOOK is for use by the faculty members of the Woodland Hills School District, Allegheny County, Pennsylvania.   Faculty members have permission to make copies of this program for their own use or use by other W.H.S.D. Employees.   Direct distribution requests to other districts to Lee Schaeffer at Woodland Hills High School.   The information in this manual refers to the 1996 version 10.10�If you are using an older version of the gradebook, you should have your disk updated.


DISK BASED USERS


You should copy the programs on the original disk to a working disk and file the original in a safe place.


At the A: prompt type GRADES to run the program.


5-1/4" disks may require you to DELete the NEWYEAR.TBC program after the school setup is complete to make more room for files.  Make sure you have a backup copy in a safe place for next year.


HARD DRIVE USERS


DOS 


Insert program disk in your floppy disk drive.


Type A: or B:  depending on the drive.


Type INSTALL 


To run the program in the future type C:GRADES


 WINDOWS Version 3.1


Open the FILE MANAGER


Select RUN


Type A:INSTALL


Once installed you can create a icon with the path to c:\GRADES\GRADES


WINDOWS 95


Click on START on the TASK BAR


Select RUN


Enter A:INSTALL


Select: START, SETTINGS,TASKBAR, Start Menu, Add.  Then enter C:\GRADES\GRADES.EXE


NEW YEAR SETUP


Following the installation the GRADEBOOK program will run and a message will inform you that the PERIODS.DAT set up file is not present.  This is normal when running the program for the first time. PRESS ANY KEY continues the setup.


The next display is the main screen for the NEWYEAR setup.   Select BEGIN to setup the program for your school.   Confirm that you want to setup the files for a NEW YEAR. 


questions about your school: 


NAME,  SCHOOL YEAR,  SCHOOL COLOR


MARKING PERIODS is the number of report card grading periods in your school year.


PERIODS IN SCHOOL DAY is the number of class periods.  You will be saving your class files by their period number.   Heath, gym or music teachers may have different classes meeting the same periods on different days.   If so, they may need to select a number higher than the periods in the day so they can have a unique number for each class.


FINAL EXAM  Enter the percentage of the final grade is determined by the final exam if any


MIDTERM EXAM Percentage of the final grade determined by the final.


The NEWYEAR program is a selection at the Main Menu of the GRADEBOOK for making changes in your school information.  Rerun the setup if the PERIODS.DAT file or CLASS files are lost or damaged.


SYSTEM REQUIREMENTS


The GRADEBOOK will run on any IBM MS DOS compatible machine with 640K of RAM memory.  IBM compatible or HP LASER printers are supported.  Monochrome or color usually are automatically detected.   For machines with only 256k of memory, a smaller version is available from the AUTHOR.  If you are not familiar with DOS (Disk Operating System) or WINDOWS, there are lots of people who will be glad to give you a hand just to prove how smart they are.


OPTIONS FOR RUNNING THE PROGRAM


How you want to store your class files determines which method to use to run the program.�Type the following commands at your A: or C:  DOS prompt or from the RUN icon in WINDOWS.�Power WINDOW users can create an ICON to click on.


GRADES


Tying GRADES at the A:  prompt runs the program on a floppy disk.�The  a:INSTALL copies a batch file to the hard drive’s root directory, CD \ GRADES %1�C: GRADES runs the program and stores the data in the \GRADES directory.  


GRADES A:


Some teachers are constantly moving their data back and forth between school and home.�This method runs the program from the hard drive and uses a disk in A: to store the data.�The C: The hard drive becomes the backup drive so current files are available at both home and school.  





c:\GRADES name


Several teachers can share the same hard drive on a school computer.  At the NEWYEAR menu, select MULTI-TEACHER.   Entering a teacher's name creates a disk directory with that name.   The program is now able to run as c:\GRADES name.   You can also create your own directory  with the c: MD\name  DOS command.








-------------------  THE CLASS SELECTION SCREEN  ---------------





The first GRADEBOOK screen displays the CLASSES for the current marking period and a list of other program options.





To create a NEW CLASS, enter a PERIOD NUMBER.   Confirm that this is a NEW class.    Once created, a WINDOW on the MAIN MENU displays the class names.  Class selection is by number or by using the UP or DOWN arrow keys and <Enter>.   





When you create your second class, you will have the NEW option and also a MOVE option.  This is for elementary teachers who have the same students for several subjects.  They can MOVE the names from the first subject to another period and treat each 'period' as a different subject.   Enter student's names for the first class before trying to move the list to a second class.


CHANGING MARKING PERIODS


After the end of the first grading period, select MARKING PERIOD at then main menu.  Enter the number of the new marking period.   Selecting a period number of a class from the previous marking period will display a confirmation that the class should be CONTINUED.   Student names and final grades from the previous marking period move automatically to the new marking period.  If you need to access grades from a previous grading quarter, select the MARKING PERIOD  option.   If you are not starting  to use the GRADEBOOK at the beginning of the year, you will need to change the MARKING PERIOD before creating your first classes.


�
MAIN MENU UTILITY OPTIONS


  PRINT ALL 


GREAT TIME SAVER!  This option allows you to select and print any combination of printed reports for any number of classes while you are at lunch rather than accessing each class and printing individual reports.


  STATISTICS


Bottom line of the GRADEBOOK.   Options provided for the printing of a HISTOGRAM, RANKED LIST or CORRELATION between test scores for a selected list of classes. 





  COMMENTS


Allow the creation of a library of standard comment list.   Comment selection is by number from this list at the student's GRADE ENTRY screen.   Custom comments for each individual student are another option.   


  ATTENDANCE


Prints an attendance list of students marked as being absent in each class.  


  MARKING PERIODS


Change the marking period to begin a new report card period or to view files in past marking periods.


  TYPE OF PRINTER


Toggles between  DOT MATRIX and HP LASER printer codes


  DISPLAY MONITOR  


Toggle between COLOR and MONOCHROME monitor displays if not automatically detected.  On Monochrome, highlighted letters displayed as underlined.


  AUDIO BEEPS


Toggles audio feedback ON and OFF.   A few beeps will still function in the off mode for a special warning of emending doom. 


  BACKUP


Disks fail!   Use the BACKUP option to copy your data files to a backup disk.  Do this after entering every two or three tests if you are using a floppy disk.    There is an option to IMPORT grades from a floppy drive to your hard drive.


  NEW YEAR SETUP


Reruns the setup program to begin a new year or to recreate the start up information if the PERIODS.DAT file is lost or damaged


  AUTHOR


For information on contacting the programmer with questions, reporting errors, obtain an updated version or to suggest improvements.


  INSTRUCTIONS


VIEW this document on screen for a quick review.  The PRINTED copy will not have the fancy formatting of the word processed version.  See AUTHOR for WORD 6.0 file.





---------------------  CREATING A NEW CLASS  -------------------


CLASS INFORMATION


Prompts solicit information that will appear on printed page headings for each class.


    Course Name 	: Not too long


    Section number 	: Any format including letters


    Your name	: Mr. Mrs. or Ms. since this will be on student reports


�
-------------------  THE MAIN CLASS MENU OPTIONS  ----------------


MAIN CLASS MENU options are selected from a “pull down" window display.   Arrow keys or the highlighted letter of the name navigates the user to the desired operation.   Pressing <Enter>  activates the area selected.





  Grade entry             Tests              Print              Rosters              Statistics             Final%           Quit 





The options to the right are the most commonly used for data entry but the options to the left are the most valuable to the teacher at the end of the marking period.   The following descriptions are in the order first time users usually access these menus.





-------------------------  ROSTERS OPTION  ----------------------


ROSTERS


  ADD STUDENTS


Student names are entered as follows: (The ',' is required.)


Lastname, Firstname


When first entering names, you have the option to enter the student's RACE and GENDER.    The use of Race and Gender for each student helps balance the makeup of Cooperative Learning Teams and to produce a class profile.


Re-entering  ADD STUDENTS will again give you the option to add students Race and Gender to existing students if you decide to add this information at a later date.


<ENTER> only without a name ends the entry process.


VIEW / CHANGE�Used to check list or make corrections to names or race and gender.


DELETE�Remove students from rolls.


ALPHABETIZE�You may not want to alphabetize the list so you are consistent with your regular "grade book" you might want to keep new students at the bottom to match your school issued grade sheets.  When you receive updated copies, then you can alphabetize your lists.


ROSTERS�Prints a form that lists students with as many '___' lines across page as you select.�These are useful for keeping weekly attendance lists, recording book numbers, homework, grades, etc.


LABELS�Prints standard 6 line gummy labels.  Can print team names and a custom line on each label.


SEATING CHARTS�Creates a "floor plan" of your room and alphabetically assigns students. �A student's seat is changed "picking up" a student and moving him to another location with the arrow keys.  If a student resides in that seat, he is picked up in turn.   �REPORT CARDS are printed in seating chart order to speed distribution.


TEAM GROUPS *�Select the number of learning groups.   Students are assigned to the teams balanced equally by Race, Gender and current grade average.   At the beginning of a marking period, the final percentage from the previous marking period determines the ranking.  You may then fine tune the groups as you would a seating chart by moving students from team to team.


HEADINGS�Make changes in page heading information.


DEMOGRAPHICS�Prints a profile of the class if you have entered RACE and GENDER information.


�



-----------------  TESTS NAMES & POINTS  -------------------


TEST NAME and POINTS ENTRY


Note: TEST NAMES must take place before entering scores.





ADD


Add test names and points at the prompts.


Entering  a point value of zero designates the test as extra credit.   An "*" is automatically entered for each student on the GRADE display.


CHANGE


When changing a test's name or point values,


<Enter> will leave current name or points unchanged.


A test can be "curved" by changing its point value.


TRANSFER


TIME SAVER  but be careful!


Use TRANSFER to copy the list of test names and points from another class period.    After adding tests to period one, call up your next class and use the TRANSFER function to copy the test list from the first class.


Do NOT use this function unless the classes you are transferring between have exactly the same tests and points.   If the current test names do not agree with the ones being transferred, you must confirm the transfer. (You might have changed the wording of a test in the first class.)   If you do make a mistake, you can select TRANSFER again and enter the current period number to recall your existing tests' names.


WEIGHT


To create several categories of scores and what percentage of the students average they should count. For example:


TESTS count as 50%, LABS 25%, QUIZZES 15% and HOMEWORK 10%�This removes the task of trying to guess exactly what point value to assign to each score relative to each other.   However, if you have not used WEIGHTING in the past, it can be confusing.


PRINT LIST


 This option prints a list of  TEST NAMES with the MAXIMUM POINTS and the class average and the high score.


MISSING TESTS 


OPTIONS:


Print a list of students who have <I>ncomplete test scores.


Print a list of tests and the students who have <I>ncompletes


Scores of  '0' or '*' are not considered missing.





�



 ---------------------  GRADE ENTRY  ----------------------


The program design is to make entering grades as fast as possible.   A condensed list of key functions displays at the bottom of the screen.   The <H>elp key displays detailed descriptions.


ENTER ALL


Sequentially displays the grade entry screen for all students.


INDIVIDUAL


Select students by number from the class roster.   When finished with each student, the roster is re-displayed until no number is selected.    This is useful when entering a set of scores directly from unsorted tests.   A request to print a REPORTCARD has the option of printing one for every marking period to data.   


USING THE GRADE ENTRY DISPLAY SCREEN


Keys for selecting STUDENTS or TESTS:


<down  arrow> 	- next student


< up  arrow > 	- previous student


<T>op         	- first student in class


<J>ump        	- to a student by entering their number, <?> for list


<right arrow> 	- next grade or from last to first test


<left  arrow> 	- previous grade or from first to last test


<G>oto        	- jump to particular test number


<ESC>         	- exit grade entry





ENTERING SCORES


To save key strokes, we assume that most students will not make the maximum score.  Therefore, a 100 point test accepts two digits (10-99) and a 10 point test accepts 1 digit (0-9).  To assign the maximum score, use the <F1> or <-> on the numeric key pad.  To assign less then 10 points for a test with 10 to 99 points, enter the score as "9".


Scores greater than the maximums require a confirmation.   Respond with <Y>es to record the score or <N>o to reenter the score.


To mark a score as NON-APPLICABLE use the <F2> key or <*> on the key pad to enter an "*".


Items designated as "extra credit" with “0” points will have had an “*” automatically entered.�Any points entered for extra credit items add to a student's total points, but NOT to the POINTS POSSIBLE.


Running totals can be kept under one test name such as "Class Work".   Use the <+=> key followed by a # 1-9 to add them to the current score.





3. OTHER COMMANDS:


<F>inal grades.  Switches the display to the final grade entry screen.


<S>ame score to give ALL students the same initial grade on a quiz.


<V>iew a matrix of all students and their scores.


g<R>aphs the tests scores as a bar graph with a class average marker as a comparison.


<B>ase change.   If a student has only taken part of a test, the points are re-computed to reflect what they would be for a completed test. 


<C>omments from your custom list are displayed and you select those to be printed on the students report card.  Individual comment may be added as well.


<P>rint report cards for individual student.  A “message” can be entered before the first card is printed.   Report Cards will not “page up” from printer untile GRADE ENTRY is exited.


VIEW ALL


This option displays 10 students by 10 grades at one time.   Enter the number of the student and then the number of the test to make changes.


COMMENTS


A master list of report comments may be maintained and then selected by number.  Custom comments can be entered for each student.  New comments can be added at any time but if the comments list is deleted then all comments currently entered for students will be erased.  There is an option to remove all current comments for all students.


ATTENDANCE


The students' class attendance information can be recorded and updated.  This is recommended only if you have access to a computer at school on a regular basis. (In your room or office!)��A "TODAY" date is set at the student selection screen.


As each student is selected, their past attendance record is displayed so you can enter:


<A>bsent to record them absent for the "today" date.


<D>ate can be selected to enter other dates for that student


<C>hange is used to update or remove past entries.


To change past entries, the dates are selected by number from a list to save retyping dates.


On entering or updating a date they can be listed as:


<U>nexcused 


<E>xcused


<?> if you don't know


PHONE & BOOK NUMBERS


Two data bases can be maintained.  While they are called PHONE and BOOK NUMBERS, they can be used for any data such as LOCKER NUMBERS.





SAVING UPDATED FILES


After entering or changing data, you must record your data on the disk.   When you finish entering grades you will be asked if there is some reason to "Do <N>ot save at this time".  If you answer <N>o you will be asked again when exiting the class.  A <N>o at this point will result in the loss of any changes.








------------------------  PRINTED REPORTS  -------------------------


GRADEBOOK PAGE


Print out of students and their scores in standard GRADEBOOK page format.


This should be done after every grade entering session so that you always have a hard copy.   The page provides a space for recording the next grade.


In addition to the standard heading information, you may add a custom heading line to the printout.   If final marking period grades have been entered, you have the option of displaying them.  If so, you then have the option of NOT printing the calculated percentage.


REPORT CARDS


 Slips for students that include:


Their score on each item.


The maximum possible score for each item.


Current average.


MISSING scores are listed by name with the possible points.


FINAL % at the end of the marking period.


Comments selected from pre-defined list or customized.


The slips are printed seating chart order to speed class distribution. Slips can be printed for the whole class or INDIVIDUALLY.  If the Individual option is selected, you may select to print all marking periods to date in case you need the information for a conference or report.


MISSING TESTS 


OPTIONS:


Print a list of students who have <I>ncomplete test scores.


Print a list of tests and the students who have <I>ncompletes


Scores of '0' or '*' are not considered missing.


INSTRUCTIONS


PRINT or VIEW this document as a TEXT file without highlights and fancy formatting.








-------------------------  STATISTICS  ------------------------


STATISTICS ARE THE BOTTOM LINE OF THE GRADEBOOK PROGRAM.


You can print a histogram or ranked list of your class or classes in less time than it takes to find your calculator!   You can do all the things you learned in statistic's class but never used because of the math involved.


HISTOGRAM


Prints a 'curve' of the students ranked by their average.


The MEAN, MEDIAN and STANDARD DEVIATIONS are printed on the base line.


RANKING


Lists students in order of their averages.


CHANGE CUTOFF %


One or two students may have a '0' or very low percentage due to missing scores.  These low scores can drastically effect statistics such as class or test averages and standard deviations.   The option is given to select a CUTOFF percentage so that scores below this point are not computed in group statistics.


TEAM AVERAGE  *


Prints as list of cooperative learning teams, the team members, their individual average and the team average.


OPTIONS:


Teacher list with percentages for individual students 


Student lists with team percentage only.


IMPROVEMENT POINTS  *


This is a method for rewarding students and or teams based on their 'improvement' on a current test compared to their average on a list of previous tests.


A TEST is selected from the test list then one or more tests are selected to be used as the BASE score for the comparison.


There are always tests where the whole class scores very high or low.     Consequently there is an option to calculate the comparison as if the class average  were the same for both THE TEST and the BASE tests.


�






----------------- STATISTICS for MULTIPLE CLASSES ---------------





STATISTICS for Multiple-classes is selected at the Main Screen Display.


One of the most valuable tools in the GRADEBOOK is the ability to produce a histogram of several combined classes.  This produces a "curve" that allows you to judge the performance of the classes as well as individual students.


Multi-Class Statistics allows you to combine classes to obtain an analysis based on all your students in the same subject.   Follow the screen prompts to select the class periods to evaluate.   The classes should be for the same subject but they do not need to have the same number of tests.  The statistics for the histogram or ranking since students are based on the student's average in their own class.


RANKING and HISTOGRAMS


Statistics can be computed for the students current averages or the score on an individual test.  The RANK or HISTOGRAM can be viewed on the screen or sent to the printer.


TEACHER COPY 	Lists names and class period as [SMITH  4] (4 is the period number) . 


STUDENT COPY  	Names are replaced by [XXXXXXX 4] The STUDENT COPY can be posted so students can find their standing from the percentage grade on their REPORT CARD with out the rest of the class knowing their grade.  


RANK


Students listed in order of their average or test grade.


HISTOGRAM


Display includes Mean, Median and Standard Deviations.


CORRELATION 


Two tests can be compared by a graphical  the "scatter diagram" and the correlation coefficient.


A correlation can also be made between an individual test and the average of all other tests.� Use the <PRINT SCREEN> key on your computer to print out the scatter diagram.


You will be asked to specify a "graphics resolution" for your computer.  If you enter a value that is not supported, the program will crash!   Sorry about that.








-------------------  FINAL MARKING PERIOD GRADES -------------------


MIDTERM and FINAL AVERAGES


ENTERING END OF MARKING PERIOD GRADES


The student's average is displayed but not automatically entered. 


You have several special keys on the final entry display:


[F1]	- Enters 100%


[F2]	- Enter    0%


[F3]	- Enter the average for the current marking period.


<G>rades	- Displays the GRADE ENTRY screen for the student.


<V>iew	- Displays the compacted final % view screen. See below. 


MIDTERMS and FINAL EXAM SCORES


When a Mid-Term or Final Exam % has been entered, the Final Marking Period Grade is computed using the values entered during the setup phase.  If no final test scores are entered then the grade is the average of the marking periods.   If only the Mid-Term score has been entered, the computation is based on the combined percentage of the Mid-Term and Final to better reflect a student's final average.


 For example:  If the Mid-Term Exam is counted as 10% and the Final Exam is counted as 10, then the Mid-Term only is computed as 20%.  The assumption is that the student will score about the same on the final as on the midterm.


FINAL EXAM  -  TIME SAVER! 


When entering FINAL or MIDTERM EXAM scores, you have the option of entering the maximum raw score for the exam.   The raw final score entered for each student now converts to a standard 100% score.  This saves the computing the percentage score of the exam for each student.   You can record it on the exam as you enter the scores into the computer.


As MARKING PERIOD and FINAL EXAM grades are entered, the program will calculate each student's Final Grade.   You may then "fudge" the quarter grades in order to achieve the desired course Final Grade. Some school computer systems do not ROUND OFF their averages properly! We believe that these are rounded correctly.   However, be aware that they may differ by +/- 1% from your data center's computations.


VIEW


The screen displays students and their final grades in a manor similar to the screen for viewing test grades.  This is useful for a quick check.


PRINT


A printout can be made of ONLY the Final Grades for each marking period and any midterm or final exam scores.   This is useful when transferring these scores to the school's main computer or grade entry forms.


When you print marking Period Grades on the GRADEBOOK pages or the REPORT CARD, there is the option of NOT printing the raw average grade.   (So your curving is not obvious to the administration!)


�



Notes from the author:


Currently the AV director of at WHHS with 1400 students.  In 32 years of teaching, I have taught Physics, Photography, Computer Science I & II and currently Television Production.   1992 Fellow of the Christa McAuliffe Institute for Educational Pioneering of the National Foundation for the Improvement of Education of the National Educational Association for my work in the educational uses of Community Cable Television.


There are 'bugs' to be found hiding somewhere in the program since I am constantly being asked to add new features to the program.  If you find any errors or corrections, you will not hurt my feelings by letting me know.


This program developed over many years with the input from Herb Todd and teachers of Churchill & Woodland Hills High Schools who were regular users of the program.


Started on Ohio Scientific computer, then Apple for one year befor Radio Shack Color Computer.�The for many years on IBM format PCs first in basic and then BORLAND Structured BASIC.





 We welcome your input on the operation, style or documentation of the program.   It is written from a “left brain” point of view so I particularly welcome those who see things from the other side.   


This documentation is my first attempt to use MS WORD 6.0 under WINDOWS 95.


Those of you with e-mail access can contact me regarding the above or just for the fun of getting teachers connected.      Address E-mail to:


Schaefer@nb.net	 (current: lee@schaeffersite.


Schaeffer@Genesis.duq.edu   - First e-mail at DUQ


LeeWHHStv@AOL.com        - Short Lived Weekly  (Do you have the special NEA rate?)





Those of you who are more traditional in your communications resources can contact me at:
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