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**Uploading to Edline:

Be patient.  I’ll send out info on this later in the week.  Let’s get the basics down first (.  See me individually if you want to get started on that immediately.
PLEASE READ ME FIRST!

MtG is a pretty powerful grading program.  It can do A LOT of things.  As such, there are many complex options.  In this packet, I’ve given you BASIC instructions on the BASIC uses of the program.  There’s far more that it can do.  If you think it can do something but can’t figure out how, ASK me.  Mark Gouwens, Shannon Sanchez, Neil Dughetti, and Rick Mangun are also fairly experienced users of the product and may be good contact people as well.

Realize that MtG will be slightly MORE COMPLICATED than a normal grading program because we are ALSO trying to use Edline.  That means we’re not just talking about keeping grades, but also getting them synchronized with SASI and its files and the way it does things.  Thus, things like having file names that are your section numbers.  Be patient!  That’s why we’re “piloting” this – of course with 60 users, that’s a lot of pilots…

Good luck!  Ask lots of questions!  Use each other for help!  And remember, you’ve never “screwed up the program forever” – we can always fix it (
Happy Grading,

Dan
STARTING “MAKING THE GRADE”

1.
In “My Documents”, find the “MtG” folder.
2.
In the “MTG” folder, double-click on the red and blue “MTG” icon.

3.
A title screen will appear.  You can click on it to get rid of it, or wait 10 seconds and it will go away on its own.

4.
You should not currently have a password for MtG.  Click “ENTER” when it asks for one.
5.
An “Open a Class File” window will appear.  There should be a file visible for each of your classes.  Select the one you want to work on and click “OPEN”.


IMPORTANT NOTE:


When we first downloaded them, the class files come with the RBHS SECTION ID as a name because they are coming from SASI.  You may CHANGE this and rename the file safely – see “Renaming Classes” – but the first time will be a little trial and error making sure which class is which.

6.
The program may ask you if you want to update your classes using the master roster file.  While we may eventually want to do this, at this point click “NO”.

INSTRUCTIONS FOR THE VERY FIRST TIME YOU OPEN A CLASS ONLY:
1.
Go to “WINDOW”, then “THE DAILY RECORD”.

2.
Click “Import Entire Daily Record”.

3.
Select the “model class Q1 2004.mtg” file.


(We’ll put in more model classes later for quarter 2, 3, and 4)

4.
Click “OPEN”.  An attendance calendar will appear for your use.

5.
Click back onto your gradebook window.

6.
Go to “EDIT”, then “SETUP INFO”, then “CLASS INFO”, then “GRADING SCALES”

7.
Click “Import”.

8.
Select the “model class Q1 2004.mtg” file.

9.
Click “OPEN”, then “NEXT”, then “NEXT”.


You just imported the school’s standard grading scale.
RENAMING CLASSES

1.
Once you have opened a class and worked on it, you may wish to give it a more easily recognizable name.  You can do this and STILL interface with “Edline”.

2.
Within the class, click on “FILE” and then “SAVE CLASS AS”.
3.
In the “FILE NAME” field, type the new name of the class.


IMPORTANT NOTE:

Make names consistent!  Don’t name them “My Class” or something generic. 

4.
Click “SAVE”.

5.
DO NOT DELETE the original file, just hang onto it, but every time you want to work on your class, open the file with your NEW name.

ADDING A STUDENT
1.
Click on the first available BLANK name line on your gradebook.

2.
Type the last name, first name, and ID number into the boxes that appear.

ALSO, please enter the ID number in “Custom Field 10” – this will allow the new student’s info to go back and forth to Edline.  Scroll to the right to find “Custom Field 10”.
3.
If you want to alphabetize the new student into the list, select “ALPHA/SORT”.


Then click “SORT” and then “DONE”.
DROPPING AND DELETING A STUDENT

1.
Go to “EDIT”, then “STUDENTS”, then “DROP/UNDROP”.

2.
Mark the checkbox for the student you wish to drop.

3.
Click “DONE”.  The student is now “dropped” from the class.
4.
To permanently DELETE a student from the roster, you must first drop them.

5.
Then, go to “EDIT”, then “STUDENTS”, then “DELETE STUDENTS”.

6.
Mark the checkbox for the student you wish to delete.

7.
Click “DONE”.  The student should disappear from your gradebook.

SETTING BASIC GRADING PREFERENCES

1.
Go to “EDIT”, then “SET UP INFO”, then “CLASS INFORMATION”, then “ALL SETUP INFO”.

2.
The first screen allows you to change some identifying class information.


DO NOT CHANGE THE EDLINE ID.

3.
Click “NEXT”.

4.
The next two screens show the school grading scale.  Unless you wish to make changes, click “NEXT” twice.

5.
The next screen asks if you want to ROUND grades or not.  Select your preference and click “NEXT”.

6.
The next screen asks how you want to calculate grades.  Here are your options:


Total Points (NO CATEGORIES):


Every assignment is worth a variable amount of points.  You don’t differentiate between what’s a “test” and what’s a “quiz”, etc. etc.


Total Points (WITH CATEGORIES):

Every assignment is worth a variable amount of points.  You DO keep track of whether something is a “test”, or a “quiz”, etc. etc.

· If you choose this option, you’ll be asked to define your categories.  Give each category a 1-3 letter code and a description.


COMPOSITE GRADE:

You don’t keep track of total points.  You weight grades by type.  In other words, tests worth 25%, quizzes 25%, or whatever weights you want.

· If you choose this option, you’ll be asked to define your categories and how much they are weighted.  Give each category a 1-3 letter code, a description, and a % weight.  The %’s must total 100%.

When done, click “NEXT” and you’ll return to the gradebook view.

SEATING CHARTS

1.
Go to “WINDOW”, then “SEATING CHARTS”.

2.
On the grid that appears, click on the boxes that you want to represent your desks.

3.
Click “NEXT”.

4.
Starting from any point you wish, click on the seats in order, hitting the ‘enter’ key on your keyboard after each one,  to assign them numbers.

5.
Click “NEXT”.

6.
If you wish to assign students to seats MANUALLY, click and drag their names from the list onto the appropriate seat.


If you wish to assign students using a system (alpha, random, etc.), click “NEXT”.  Then mark the system you wish to use and click “PLACE” and then click “NEXT” again.


You CAN manually assign SOME students and then randomize the others.

7.
You should now be looking at a seating chart with names assigned.  You can click and drag names to change seating arrangements.  Click “NEXT” when you are done.  You’ll have a visible seating chart window available now.

ATTENDANCE
If you wish, you can keep attendance records on MtG.  They CANNOT be exported to SASI.  However, you COULD print these attendance sheets out as your paper copy for your gradebook.  Use at your leisure.

1.
You should already have a visible “Daily Record” window with a calendar.


If not, go to “WINDOW” and then “THE DAILY RECORD”.

2.
In any given attendance box, enter ‘1’ for absent or ‘2’ for tardy.


An “A” or a “T” will appear.

3.
If you want MORE attendance codes, you may create them yourself at the bottom of the daily record window.  Click on ‘3’ and create your new attendance code for yourself.

ENTERING ASSIGNMENTS

1.
In the gradebook window, click on the first open assignment title at the bottom of the screen.

2.
Type in a name for the assignment.

3.
If you are keeping track of categories, select a category for the assignment.


Click “NEXT”.
5.
In “Assignment Value”, enter the number of points the assignment is worth.

6.
Click “DONE”.

7.
You may now click on individual student boxes and enter the number of points the student earned on the assignment.


Enter “E” to excuse the student from the assignment.


Enter “/” to just give them a check mark.
PRINTING REPORTS

MtG includes so many possible reports, that it would take for more space that you probably want to look at to list them all.  Each one gives instructions and offers options.  However, for your benefit, here are the locations of the most useful ones:

Printing a “blank” gradebook
-BEFORE entering any scores, go to “REPORTS”, then “FOR THE TEACHER”, then “GRADEBOOKS”

-Follow on-screen prompts.

Printing a teacher copy of the gradebook

-As above.  Just run the same report AFTER you’ve entered some grades.

Printing a set of gradesheets to give out individuall to students

-Go to “REPORTS”, then “FOR THE STUDENTS”, then select from the following:

· From this class reports ONLY from the currently selected class.

· From multiple classes runs more than one class set of sheets at a time

· Summary report creates sheets that only list total grades, not individual assignments.

IMPORTANT:

The more options you select, the more pages of reports you might have.  You can get some pretty weighty sets.  I’d run a student sheet for ONE STUDENT first – make sure it looks like how you want it to look – then run the whole class.
