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AERIES Gradebook Session
C. Generating Reports to Monitor Student Progress
( Assignments by Student

1.) Click on “Grades” and then go to “Gradebook”.
2.) Find “Reports” listed under the menu found on the left side of the page.

3.) Click on “Assignments by Student”.
4.) A “printing options” page will come up.  Choose from the different options listed to create a report to your specifications. (The very first pull down menu lists all your classes. Make sure you highlight the specific class you would like to view/print.☺
5.)  Click on “Next” when you’re finished creating your specific report

6.) A 2nd “printing options” page will come up.  All the assignments for the class you chose will automatically be highlighted.  

a. To print all student reports for that specific class: click on “preview report” and print from the page that comes up.
b. To print an individual student report: click on the name of the student so just that name is highlighted and click on “preview report”. Review the report that comes up and then print from this page.
( E-mail Assignments
1.) Click on “Grades” and then go to “Gradebook”.
2.) Find “Reports” listed under the menu found on the left side of the page.

3.) Click on “E-mail Assignments”.
4.) Enter your school e-mail on the page that comes up.
5.) An “E-mail options” page should come up.  Choose your specific options to create a report to your specifications. ( Again, don’t forget to choose the specific class you wish to view/send before leaving the page. ☺

6.) Click “next” when you are finished creating your report.
7.) A 2nd “E-mail options” page will come up. 

a. To e-mail all students/parents a report: click on “preview e-mail” and then click on “send e-mails”. 

b. To e-mail a specific student: click on the name of the student you wish to e-mail and then click on “preview e-mail”. Review the report that comes up and then click on “send e-mail”. 
( Gradebook Roster

1.) Click on “Grades” and then go to “Gradebook”. 

2.) Find “Reports” listed under the menu found on the left side of the page.

3.) Click on “Gradebook Roster”.
4.) A “printing options” page will come up.
5.) The first box and pull down menu will list all your classes.  Highlight the specific class you would like to print.

6.) Choose your options to create a roster to your specifications.
7.) Click on “review report”.
8.) Review and then print from this page.
( Gradebook Summary

1.) Click on “Grades” and then go to “Gradebook”.
2.) Find “Reports” listed under the menu found on the left side of the page.

3.) Click on “Gradebook Summary”.
4.) Create a summary to your specifications from the “printing options” page.
5.) A 2nd “printing options” page will come up.  Follow the directions found in the parenthesis to create your specific summary.
6.) Click on “preview summary.”

7.) Print/view from this page.
( Assignment Analysis

1.) Click on “Grades” and then go to “Gradebook”.
2.) Find “Reports” listed under the menu found on the left side of the page. 

3.) Click on “Assignment Analysis”. The screen will show a stats breakdown for all your assignments for that specific class and semester.

4.) To view a different class: Go to the top pull down menu and click on the class you wish to view.

( Final Mark Analysis

1.) Click on “Grades” and then go to “Gradebook”.
2.) Find “Reports” listed under the menu found on the left side of the page.

3.) Click on “Final Mark Analysis”.

4.) Highlight the class/classes that you wish to view from the “Final Mark Analysis Report Options” page.
5.) Click on “preview report”. ( A class breakdown of all final marks should come up for you to view/print.

D. Grade Reporting at the End of Each Grading Period.
( Entering Grades

1.) Click on “Grades” and then go to “Grade Reporting”.

2.) Click on the period you wish to view (they are highlighted in red). Large classes will listed on more than one page. 
3.) To load grades directly from your gradebook click on “load from gradebook”.

4.) To enter grades individually for each student you must go to the pull down menu for the current progress report/semester (the column is highlighted in bright yellow) and select a grade for each student.  

5.) Always, always, always click on “Submit Grades – do this before leaving this page!” before leaving this page. ☺
( Entering Citizenship Marks

1.) Click on “Grades and then go to “Grade Reporting”.

2.) Click on the period you wish to view.

3.) Click on “CI” to view/print a list of citizenship marks made available to you.
4.) For each student you must use the pull-down menus found in a column marked “CI” to select a citizenship mark.

5.) Once you have entered a citizenship mark for each student, click on “Submit Grades-do this before leaving this page!” before moving to the next page of students or class.

( Entering Comments
1.) Click on “Grades and then go to “Grade Reporting”.

2.) Click on the period you wish to view.

3.) Click on “C1” to view a list of comments made available to you.
4.) For each student you must use the pull-down menus found in the columns marked “C1”, “C2”, and “C3” to select the comments you wish to post. You can select up to three separate comments for each student. 
