STI  Gradebook  Setup Instructions

By Jeff Hargett
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1.  Click on the STI Classroom icon on your desktop.  (In order to see the icon you have to log on to windows as rhsteacher). 

2. Type in your user name and password.

Press the tab key.

Click  OK.
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3. Next you will see a screen that lists your homeroom and classes.
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Select the class that you want to set up  and click the gradebook button (fourth button beside 1st semester).

It may tell you that the gradebook contains dates from last year and auto display may not function properly.

Press OK and ignore this.

[image: image4.jpg]Course Default Edi
Grading Period: 1 Actiy SortOider Average Method
Couse# 4041100205 | @ 1Datescendng | | C Poits C Cotegoy Fts)
svgScdewt [ | 2DsteDescendng | | € Average © “Caegoy
W [ioup by Caisgay | | I Inchude Previous Grading Perids

™ Incude Wihdiawn Students ™ Display Previous Grading Period Grads
I™ uto Display Current Grading Period [~ Display Total Points
™ Use Weight Ml on Score Orly I™ Round Displayed Average:

™ it Class Averages O Progress Repart [~ Display Letter Grade for Average
™ Show Nickname Instesd of Formal Nare:

‘Comment Enty By: [Number =

Aversges Updted

Grads Posting

At | =] Heading [ =
At | <] - Headng [ =
At | =] > Headng [ =

z‘ oK Cancel




[image: image5.jpg]Qi 5 Dt i bk U] =i
ErTEEy

%

|
Tacha e Madean fise

AR S

R

T w1 08 78901




[image: image6.jpg]aschariisns

Nadssmn Hinz

[ s [

g i

R





[image: image7.jpg]/A o oot s st e

x| 5




4. Select the first 9-weeks in the upper left-hand corner.  It should then display your class roster in the column on the left.
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5.  Click on the “gradebook” button in the toolbar at the top of the screen and click on “class defaults”.  This is a very important step!
6. Set the class defaults.
The only thing that you have to change is the average method.  All RHS teachers are to use the category avg method.

You may choose date ascending or date descending (date ascending will look more like your old-fashioned gradebook).

If you want all your tests, homeworks, etc. grouped together check “group by category”.

Leave the Avg. Scale Wt. Alone.

Click OK.

It will ask you if you want to copy class defaults to all grading periods for this term.  Click yes.  This only copies to the next 9-weeks, not to your other class periods.  You will still have to set or copy class defaults for each separate period.


7. Define categories.  You may use the toolbar button in the gradebook menu at the top or click on the 
second box beside “1st 9 weeks”.


This will allow you to set up categories like:  daily grades, lab, tests, homework, etc. 

8. Click on insert and type the category.  The value should be 100.  (If you plan to have some activities that will be less than 100 points, we will put that in later.) The percent should be whatever you put on your course description for the percentage of their grade for that category.  Example:  Tests = 60%,  Labs = 20%, Classwork = 20%

Please make sure that your categories don’t add up to more than 100%!!!


When finished, exit by clicking on the door in the lower right-hand corner.


9. Define Activities:  This may be done by clicking the first button or by selecting “define daily activities” from the gradebook menu in the toolbar on top.

If you keep the names of your categories and activities fairly vague (you can add, change, or edit later) by using names like Test 1, Test 2, etc., you will be able to copy the activities from one class or course to another.  It will automatically insert today’s date but you can edit that later also.

10.  Insert activities, choose category, choose value (here’s where you can choose to put in a 40 point quiz) Then click OK.  You can add notes later or edit activity names and dates.


11.  Exit gradebook to go back to the first screen to select another class.  This one is done!

To copy categories and activities to other classes do the following:

1. Select the new class.

    Click on Gradebook   (4th button)

2. Go to the “Class Defaults” option in the    

    Gradebook menu on the toolbar.  Set the class       

    defaults as before and close.

   It may ask if you want to copy categories from  

   another class.   Choose OK, click copy, and close.

   If not, you can go to the gradebook menu in the top    

   toolbar and select  define categories or click the second button.

2. Copy Activities:  Go to the toolbar menu at top.  

Select copy activities.  

Go to copy from box and select the class you have already done.  
To select all activities click all, or just click on all

 the ones you want.  

Press the left arrow button to copy.  

Click save and OK.

3.  Repeat this procedure for each class period.







