Creating Assignments

Creating Assignments is both a required task (for Common Assessments) and a personal and
customized task. The assignments that you want to keep track of in your gradebook may differ from
your team members. Sapphire’s Gradebook is a version of how you would keep track of grades on
paper or in Excel. The nice thing about Sapphire’s Gradebook is that you don’t have to worry about
creating formulas and manually calculating grades since it does it for you.

To start creating
Assignments, select a
course (a subject) and click
on Go to Gradebook.

You will see your class roster.

Bring your mouse arrow over to
My Class.

Select Assignments.

Course ID:
[ 2Reading - 2 Reading | 3]

Section Number: Term:

| 001 - Period O(YR) % ]

Go To:

@ radeBookﬁ

Go to Class Attendance

| Go to Homeroom/Daily Attendance

I Go to Lesson Planner

I Go to Discipline

Elementary Assessment
I By Student l I By Subject I

2 Reading section@IIETRE) Marking Period FYIIE)

My Gradebooks ~ My Class ~ Options ~ Reports ~ Utilities ~

DEH R =X e

ID [Name Book #]_'L'f‘:'c';'Grade Total
1|58 & 300002 Bonchem. Ruper 02 0.00%
2/+8 &0 300004 Clement. James 02 0.00%
5[+ | 300000Donzldson, Colby 02 0.00%
|8 @ 300003 Lusth. Ozzy 02 0.00%
5/+8 0 300001 Mariano, Rob 02 0.00%

2 Reading section {TTEIXRE) Marking Period IRED

My Gradebooks ~ My Class < Options « Reports « Utilities «

Main Gradebook
Assignments
D Na.l S Total

Categories

8 300002 B_or] Mid-Quarter Progress
Final Grades

»g 300004 Cle End of Marking Period Comments

%8 |EH 300000Dot  Textbooks
Nicknames/Custom

»g e Student Grades/Comments

BE

Class Attendance
Seating Charts
Lesson Plans
Report Card Skills
Sign On Log




Note that the title says “Create New
Assignment.”

Fill out the required information for
your assignment: Assignment
Name, Assignment Code,
Category, Max Points w/o Extra
Credit.

(This is why you needed a Category
Code--so you can choose the
Category from the drop down Menu.
If you did not create custom
categories, just choose the Default.)

New Assignment

2 Reading section@IIEIZTRE) Marking Period TTHIE)

My Gradebooks ~

By

My Class <

Options ~ Reports = Utilities =

=X o &

Assignment Name

Create New Assignment

Test 1 | example: Quiz 1

Assignment Code example: Q1 or Qz1
Category /f (T

Max Points without Def
Extra Credit HW
Option

Why do | need an Assignment Code?

The Assignment Code is the short version of
your title that will be displayed when you’re
looking at your Main Gradebook. To view the
full name of the Assignment, you can hover
your mouse arrow over the Assignment Code
(when viewing your Main Gradebook).

The Date Assigned and Date Due is optional. You can always go in and change that if you wish.

Click the Save icon when you’re finished!

New Assir,nment

Books v My Class ~ Options ~

UEE =X e &

2 Re'ading section@ITEEANE} Marking Period TNED

Reports v

Utilities ~

SapphireSoftware GRADEBOOK

\ Create New Assignment

Existing Assignments:

For kindergarten, since you have an

AM and PM class needing the

SAME assignment, click the

Assignment Name example: Quiz 1
IHAssignmcm Code Tl example: Q1 or Qzl
IHCaIegory T

Max Points without

Extra Credit 9

Optx
(o). iU Report Card Skills
}Assignmem Description
ate Assigned @
ate Due 4
I MM/DD/YYYY [0or26/2011 | rSj
Optional @]
Max Extra
it Points 0
| Visible To Parents =] —1

“+Include other courses” blue bar

#001
+Include other courses
Select ALL other courses: (Al

p—
to reveal your other classes. You

can check off the other classes the

’Add to Section: ( All)

Spelling 3 (3Spelling) (A1) (1001

assignment applies to. This will
save you time so you don’t have to
create the same assignments for
your other class.




You can see that | have created 3 tests (T1, T2, T3) and I'm working on creating Test 4 (T4). If | want
to edit any assignment, | just need to go to the Assignment screen and select the Assignment from
that bank and then save my work.

New Assignment S'.pphireSoftware GRADEBODK

2 Reading section@TTESNE Marking Period TEE)

My Gradebooks v My Class ~ Options v Reports v Utilities ~

DHReX o &

74

[Assignment 13 has been added to Course 2Reading, Section 001. /
9 Existing Assignments:
Create New Assignment Eal R .
TZ To edit an assignment click
-, T3 on its code.
Assignment Name @ | Test 4 example: Quiz 1
Assignment Code T4 example: Q1 or Qz1
Category T
Max Points without
Extra Credit

A
Options Report Card Skills

Assignment Description

Date Assigned -
R josrzerzo11 | [
Date Due "(
MM/DD/YYYY log/26/2011 | m
Optional @)

[Max Extra

Credit Points o ]
Visible To Parents @]

Add to Section: (Al ) #001

Now, when | view my Main Gradebook (bring your mouse up to My Class, then select Main
Gradebook)....

New Assignment SapphireSoftware GRADEBOOK

2 Reading section @I AWE) Marking Period TEED

My Gradebooks My Class Options = Reports « Utilities +

ﬂ \ Main Gradebook ﬂ
H | o=

Assignments

Assignment 14 Das b gt Al Assignments [ Section 00T.
Categories

> Existing Assignments:
Mi-Cuartr Progres w Assignment =
I Final Grades T2 To edit an assignment click

: ing Peri 3 .
Assignment Name | En¢ of Marking Period Comments © cxample: Quiz 1 B on its code.

Assignment Code | Nicknames/Custom le: Q1 or Qz1
Student Grades/Comments

Category

Max Points without Class Attendance

Extra Credit Seating Charts

Lesson Plans [ Ol _____|

WL Report Card | oo card skills

Sign On Log
ssignment Descri] T

... can see my Tests that I've just | 2 Reading sectionEIIERME] Marking Period (Tl

Created They are hlgh“ghted My Gradebooks ~ My Class ~ Options ~ Reports ~ Utilities
. f 5 N\
pink because that’s the color | 2 s X e
chose for my Test Category. L o B/ 1
If I hover over an assignment | rade Mz Mz ey 105 4 - Not visible to Parents

) : 4 ID |[Name Book #{", 1. (Grade Total . e e ™
will see more information as seen fovel pe:o o Gleco BRG]

. .. i 300002 Boneham. Rupert 02 0.00%
on Test 4 in this image. | can

&
BB

|

. A - 2.v§ 300004 Clement, James 02 10.00% |

alsq click on it to edit the 3+ |2 300000 Donaldson. Colb 02 000% |
assignment. 4 [vg |20 [300003|Lusth, Ozzy 02 0.00% |
5. %§ |EE [300001 Mariano. Rob 02 0.00% |




You can see that I've now created Homework assignments and they are highlighted in a purple color
since that is the color | chose for my Homework Category.

‘ 2 Reading section ISR} Marking Period [FTIE}

My Gradebooks My Class + Options < Reports + Utilities +«

T1 T2 T3 T4 HWI1 HW2

09/26 | 09/26 | 09/26 | 09/26 & 09/26 | 09/26

Grade Max: 20 Max:20 Max:20 Max: 20 ax: 10 3l

ID Name Book # ., Grade Total.. J[E)C: 0 Jusc; 0 JEC: 0 J 10 _|[Bc: 0/[3]
1.|%§ |2 300002 Boneham. Rupert 02 0.00% [
2.%§ |EH 300004 Clement, James 02 0.00% [
3.8 |2F 300000 Donaldson. Colby 02 0.00% |
4. %8 |2H 300003 Lusth, Ozzy 02 0.00% [
5. »§ |0 300001 Mariano, Rob 02 0.00% [

Entering in Grades for Assignments

You can auto fill a grade for all the students and then go back and make changes to the students that
need a change.

For example, | will give everyone a grade of 20 on the first Test since the majority of my class
received 20/20. Then go in back and make changes to the students that received a different score.
To do this, click the Fill Down Grade button (it has an orange arrow on it).

2 Reading sectionTIEIZERAN Marking Period )

My Class ~

ax“ .....................

| 9T 09726 | 09726 | 09726
) (mdc Mac - Wge 20 Max: "D fax: 20
ID Name ook £ rade Total . @’ ic: "J"‘ ‘, ;0 [§] 0@ n@

1.| Boneham. Rupert 02 pm% | FI'"'(;O:*:n.g,r ey l
E‘EE 300004 Clement, James { 02 pm% =l

58 |E 300000 Donaldson, Coloy| 02 0.00%
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When | click the Fill Down Grade button, it will ask me what score to give.

Enter the grade you wish all students to have for this assignment.

(20 J

Once entered, | can now make changes for the students that received a different grade.

2 Reading sectionIIERE) Marking PeriodFTHE)

My Gradebooks My Class +~ Options <= Reports + Utilities <

Name

Boneham, Rupert

Clement, James

IDonaldson, Colby

ILusth, Ozzy
Mariano, Rob

BB BB B

2 Reading sectionTTEIZRE Marking Period {SYHE)

| need to click the Save Gradebooks>  MyClass =  Options >  Reports © Utilities ©

button in order for it to @ 2 X @

calculate the grade. Right ~—_[Your grades have boon saved.

now, I've only entered in BwsiCalculated on 09/26/2011 at 11:31 AM EST

scores for the first / N IL

assignment so their grades o — oo PR Grade Totl [

are low.
300002 Boncham, Rupert 02 |19.04% 20 |
300004 Clement, James 02 |15.23% 16 [
300000 Donaldson, Colby. 02 |19.04% 20 [
1 [300003 Lusth, Ozzy \ 02 [16.19% / T
300001 Mariano. Rob 02 |19.04% |




Now that I've entered in grades for all my assignments and saved my work, their grade total reflects
the average of all the work.

My Gradebooks ~ My Class +~ Options « Reports <« Utilities <

O H R & X @

'Your grades have been saved.
Last Calculated on 09/27/2011 at 10:35 AM EST

09/26 | 09726 | 09/26
Max:20 [Max:20 [Max: 20 ax: 20

N G

Grad . ax:

ID Name Book#u"’v'cchradeTotalEc:(,@wO@wU@ ic:0 3] :o'_lg;o'@l
15

TL | T2 | 13 | T4 |HWI | HW2
/26

1/+g | 300002Boncham, Rupert 02 99.04% b S T 2 |

2[vg | [300004]Clement, James 02 [81.90% & | ® [ w® |5 |9 | 8
5|+ | 300000/ Donzldson, Colby 02 9238% | @ | » | @ | 2 |80
| vg | @0 300003 [Lusth. Ozzy 02 [76.19% o [ [ | e |
|5. +& |3 [300001 Mariano. Rob 02 91.42% 2 0| 18 2% 9 9

For 3rd grade only, assignments that will count for the students overall grade need to
be entered in the gradebook. This is because Sapphire will pull their grade from the
gradebook and transfer it into the report card.




