August 2009

AERIES Gradebook Session

B. Entering students, assignments, and scores during the semester:

( Adding & Dropping Students
1) Click on “Grades” and then go to “Gradebook”.

2) Click on “Gradebook Maintenance” (left hand side of screen).

3) Look at the headings along the top: the default page should be “Enters/Leaves.”  If it’s not, click on it.  If a student has changed classes, the program will notify you here.  Follow directions to confirm the change. 
4) To complete the change, find the heading “Manage Students”. Here you should see a list of all students who are in your classes.  If a student has dropped a class, you need to drop them here too.  Check the box at the top before making any changes!  Sometimes students move back and forth between sections—AERIES will save and transfer their assignment information, but I always print it just in case!!

( Adding New Assignments

1) Click on “Edit Assignment Types” (left hand side).  If you want to do weighted scoring or label types of assignments (i.e. homework, quizzes, vocabulary, etc.), do it here first.  If you choose to label assignments, when you print out a grade update for a student it will show overall grade as well as the breakdown per category—so it’s easy to see that someone gets A’s on tests but does no homework, for example.  Labels (even basic ones) are also helpful to parents because they may not know what “5th Amndt. comp/cont” is, but they know what “Homework” is. 

2) Click on “Edit Assignments” (left hand side).  Find the yellow bar at the top or bottom and click on the plus sign next to “add new”.  Fill in the appropriate information and click “Add”.  You don’t have to fill in everything—the minimum would be “Type” (if you’re doing them), “Description,” and “Max Score.”  The rest is fancy stuff. 
a. Note: if you select a date in the future, the assignment and its due date will show up on a student’s page when a parent logs in.  If you don’t select a date, it will default to today, even if that is not when the assignment is due.  
b. Note:  Checking “Visible to portal” 
means that parents and students can see the assignment when they log in to AERIES from home.  
c. Note: If you want to change any of this information later, you can do so by clicking on the icon of a pencil and paper, from the “Edit Assignments” page. 
d. Note: The assignment score will not affect a student’s grade until you check the box next to “Grading Completed”. You can do this here or after you enter scores.


( Entering Scores

1) This can be done from five different pages: 

a. From the “Edit Assignments” page—click on the assignment number or name.

b. From the “Scores by Class” page. (Can see larger picture.) 

c. From the “Scores by Student” page. (Good for new students.)

d. From the “Scores by Assignment” page. (Easiest, usually.)

e. From the “Quick Data Entry” page. (Not so quick…)

f. From the “TA Mode” page.  (Lets you limit assignments able to be modified.)
2) A word about scores: if you enter a zero for a missed assignment, a zero shows up on the page. BUT, if you don’t enter anything, the score box turns red, which makes it easy to visually see patterns when you’re on the “Scores by Class” page.  It’s also a strong visual for parents.  
3) Excused assignments?  Just enter “NA” and the assignment won’t affect a student’s grade. 

4) Extra credit?  Just enter more than the assignment was worth, or enter a new assignment called “Extra Credit” and give it a Max Value of zero.  

5) Want to change the weight of an assignment without doing weighted scoring or reentering data?  Go to “Edit Assignments” and click the pencil icon.  Then change the Max Value to what you want.  AERIES will ask you if you want to “Leave alone or adjust proportionately?”  Choose adjust proportionally.  This will give students the same percentage for the assignment, but change the overall weight in relation to other assignments. 
6) Teaching the same course with the same assignments and don’t want to reenter?  First backup your gradebook using the backup function.  Then make a new, blank gradebook.  Use the restore gradebook function to restore all assignments, assignment types, options, etc. from the one you just backed up to the new one you just created.  Then just re-add students.  (I haven’t actually tried this, but in theory it works!) 

