Instructions for Setting Up Gradebook in iNOW for Quarter 2 
1. Go to the “Gradebook” tab from the drop down menu under “Classroom”.  Since we are in the second quarter, it should automatically default to “Q2” under Grading Period. 
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Actve Date:
11/05/2018 [ 0 incude withdrawn Students
Grading Period: sortBy: Jr—
2 ] [period v —
Course(s): Teacher(s): Period(s):
— Al — 2| = 2| = z
AAS:Comm-Based Inst-Beyond 2 [ | Andrews, Tonya 1
AaS:Community Based Inst-10 Arde, Jordan 2
Grades AAS:Community Based Inst-11 Baker, Cherea D 3
AAS:Community Based Inst-12 Barnes, Pamela S 4
e AAS:Elective Beyond 1 Beavers, Linton L. s
Raster AAS:Elective Beyond 2 Bergdolt, Janette M 5
AAS:Engiish Languzge Arts-10 Berry, Jordan 7
Leribook AAS:English Language Arts-11 Borton, Tiffany Ann HR
Leaming Earmings Aas:Engish Language Arts-12 | |Boyd, Jerry C - -
Reports
Setup v,
| _lCourseSection ________________ [Description e lrem _ [ cl At lPrimaryTeacher ]
600542.001 AAS:Community Based Inst-10 1 Semester 1, Semester 2 o Kirton-Hardman, Kimberly
AAS:Community Based Inst-11 1 Semester 1, Semester 2 0 Kirton-Hardman, Kimberly
600544.001 AAS:Community Based Inst-12 1 Semester 1, Semester 2 3 v Kirton-Hardman, Kimberly
600514.003 Ads:Life Skils-11 1 Semester 1, Semester 2 1 v Kirton-Hardman, Kimberly
Aas:Life Skils) 1 Semester 1, Semester 2 1 v Kirton-Hardman, Kimberly
600513.002 1 Semester 1, Semester 2 1 v Kirton-Hardman, Kimberly
600522.007 1 Semester 1, Semester 2 1 v Kirton-Hardman, Kimberly
600521.001 AAS:Pre-Vocational- 1 Semester 1, Semester 2 5 v Pietrzak, Sondra
600422.002 AS:Reating 12 1 Semester 1, Semester 2 4 v Larkin, Corine H
600419.001 AdSiReading-9 1 Semester 1, Semester 2 0 Larkin, Corine H
653215.001 AAS:Vocational Beyond 2 1 Semester 1, Semester 2 1 v Kirton-Hardman, Kimberly
600532.001 AAS:Vocational-10 1 Semester 1, Semester 2 1 v Pietrzak, Sondra
600532.002 1 Semester 1, Semester 2 2 v Kirton-Hardman, Kimberly
1 Semester 1, Semester 2 2 v Pietrzak, Sondra
600533.002 AaS:Vocational-11 1 Semester 1, Semester 2 1 v Kirton-Hardman, Kimberly
210005.005 Algebra 1 1 Semester 1, Semester 2 16 ¥ King IIL, Tommy 8
Algebra 1, Honors 1 Semester 1, Semester 2 2 ‘Thoms, Amy
210008.001 Agebra 1A 1 Semester 1, Semester 2 2 v McGowan, Michelle
210009.001 Agebra 1B 1 Semester 1, Semester 2 1 v Mitchell I, Robert E
210017.001 ‘Algebra T1 With Trig 1 Semester 1, Semester 2 2% v Ties, Hanny Alson
210017.008 ‘Algebra I1 With Trig 1 Semester 1, Semester 2 2 ¥ Berry, Jordan
210015.001 ‘Algebraic Connection 1 Semester 1, Semester 2 2 v Gornto, Catherine C
210015.006 ‘Algebraic Connection 1 Semester 1, Semester 2 2 v Millr, Gerald C
210015.008 ‘Algebraic Connection 1 Semester 1, Semester 2 v Reeves, Jennifer
700016.001 ‘Algebraic Essentials A 1 Semester 1, Semester 2 3 v McGowan, Michelle
AnatomyPhysilogyH 1 Semester 1, Semester 2 14 v Hahn, Alyson
220027.008 AnatomyPhysilogyH 1 Semester 1, Semester 2 3 v Warten, Natalie
230054.001 AP Macroeconomics 1 Semester 1, Semester 2 1 Peterson, Robert .





2. Select Your First class to bring up the Gradebook for that class.  You will always work under the “Manage” tab when configuring your grades. It is ALWAYS a good idea to check your categories to make sure they are correct. iNOW automatically carries them over from Quarter 1, but it is always good to double check to make sure they are set up with the correct percentages 
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B Grade Book of Teacher: Wilson, Vonda L
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[Semester ) [

] [200018.061 - Engish 12 Honors
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564873 Blevins, Robin Heather
565116 Boone, Alexander Willam
564798 Colquitt, Levi Dean
$65210 Dennis, Taylor Nicole
$64710 Dooley, Cassidy Elyse
508043 Harris, Anna Kari
565124 Hollon, Jonathon Caleb
564480 Jennings, Joseph Robert
$71517 Kirk, Erin Caitlin

565177 Lee, Hannah Marie
564792 Meeks, Ashlen Lee
s70714 Meeks, McKenzie Lynn
565045 Nixon, Jared Wayne
564750 Postell, James Brent
564823 Powell, Ef Stephen
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$101256  Schroeder, Nora
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3. Next, under “Manage” go to “Options” and make sure all that is checked is correct.
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If you do a weighted average (Homework is 5%, Tests are 65%, etc.) then you need to select “Category Average” If you select “Average” then it only averages all the grades without regard to the percentages for each category. Click “Okay” and Close. 
4. Next, you need to make sure to click on “Average Setup” under the Manage tab and select “Q1” 
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5. When this screen is brought up, you need to check and un-check a few things. This is VERY important. 
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You need to make sure to CHECK “Allow Higher Alpha Grade Rounding” and “Weight Maximum Scores”. You need to UNCHECK “Allow Incomplete to Drop”. You can click “Show in Gradebook” only if you want it to show in your grade book, but it is not required. Click “Okay”   “Recalculate” “Refresh” 
**You need to do the exact same thing for Q2 for Quarter 2 and for S1 for the Semester Average to come out correctly!!** 

If you want to go ahead and set up Q 3 and Q4, you can do so. 

6. *** This is VERY IMPORTANT FOR SEMESTER AVERAGES AND MIDTERMS**** 

Your grade book for Quarter 2 will bring up an Error in Blue at the top regarding “Ex 1” 

[image: image9.png]@ rits/inowadhoenetInformationNOW/Teacherview/GradeBoold/StudentActities aspySize=1024,T638.S,SECTION_NAME= Englshs 12+ + Honors&from=Clsfoom8iend=12522119%0201480s ACTVE DATE=10%227%21 @

B Grade Book of Teacher: Wilson, Vonda L

Term: Grading Period: Section Number - Name:
[semester 1 ] [z ] [200018.062 - Engish 12 Honors

plan Scores Comments
Tasks
Print Screen d) Gradebook must be recalculated to apply changes.
Copy Grade Books. i) Average Setup is required for Ex 1

Change Activity Dates .
Copy Scores G
Email
Email History
Help

Categories
Seating Chart Blackmon, Zachary Bryant | @
Post Standards

Post Grades $1321 Brown, DeVon Malik >
Student Averages 64911 Bullock, Waylon Gage 2
Student Grading Scales — T

Comment Setup 598200 Casalduc, Patria Liz el

Average Setup 564900 Chandler, Carlee Carter %

Lo 565046 Corbett, Laken Ashley et
$64713  Dawson, Andrew Christo...

Reports
Gradie Book $65062 Donaldson, Jamie Lee —
Report Cards 599596 Dubr, Alexis Danielle

i i [Primary Teacher |
Comprehensie Progress 565052 Harris, Elizabeth Primary Teacher
Birthday Listing $101527  Hatch, Amber Nicole X Wison, Vonda L

Lesson Plan . .
Standards Report Card 565156 Hess, Brian Scott Clair Wison, Vonda L

Worksheet Report 564836 Shadaryl Rishae 8 Y Wison, vonda L

Missing Assignments 565066 Lucas, John Todd B . ‘Wison, Vonda L
Student Listing

Standardized Test 564835 May, China Monique A . ‘Wison, Vonda L
Portrait Style Report Card S64788 May, Ricki Lauren —
Two Column Report Card p— N g
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Before you go to Average SetUp, you need to plan your Midterm in your Gradebook. 

Usually exams are the week we get out for Christmas break.   It will make you select a category for it. 
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Next, go back to “Average Setup” and Click on “Ex 1” check and uncheck the items like I did for Q 1, Q 2, and S 1.  However, for the EX 1, click on the “Averaging Method” Tab. The choice “Single Activity” should be already selected for you. This means that the Ex 1 will be a stand-alone grade to average into the semester average. Click on the Blue Link “Single Activity”
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In the new Screen select the Midterm Exam you created in your grade book and Click “Okay” Click “Okay” Click “Okay” then Recalculate and Refresh. 
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YOU MUST REPEAT THIS PROCESS FOR EACH CLASS. 

This should be all you have to do in order for everything to calculate correctly. However, for everyone else, this is how it should be completed. If you have any questions, please email me or come to me, and I’ll be happy to sit down and help you with this. It is vitally important that you do not wait to complete this process. 

I cannot emphasize enough how important it is that you have your grade book set up correctly and that you regularly check it to make sure it is calculating correctly. If something looks off, then check it by hand, then check the above to make sure all the correct things are checked. If there is still a problem, then please come to me immediately and we will find the solution to the problem together.  

One last thing, please make sure when you are setting up your assignments that you click the “Visible in Home Portal” check box. This means that it will show up in Home Portal so parents can see the grades for those individual assignments.   [image: image13.png]&) InformationNOW (65.14) - Webpage Dialog
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