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250 Alexander Street
Rochester, NY 14607

Portal Access Guide
Getting Started

When first logging into SchoolTool, you'll need three things:
1. The website address or URL of your district's SchoolTool site:
https://gst1.schooltool.com/addison
2. A SchoolTool account provided by the district

This must be created by the district before you can log in. In most cases, your account

will be set up using the email address you provided to the district.

3. Access to the email address you provided to the district.
This will ensure you can receive email notifications and/or password resets via email
(you may have already received an email notification and/or password during the setup
process).

Logging In

1. Open your browser and navigate to the SchoolTool URL for your school.

LOGIN
USERNAME

PASSWORD

LOGIN

2. Enter the email address you provided to the district.

If you're a new user, you may have received your password via email. Before requesting a
new password, please check your email (be sure to look in the Spam folder too!) to see if
you've already received a password.
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If you already have a password, enter it now. Otherwise, skip to the “First Time
Logins/Forgotten Passwords” section. Remember that passwords are case sensitive.

w

Click the Login button to login.
4. If your district allows Google login, you can click the "Sign in with Google" button and

enter your Google account credentials instead.

LOGIN
USERNAME

PASSWORD

LOGIN

Sign in with Google

5. If your district has enabled integration with Microsoft, you will see the "Sign in with
Microsoft" button (note that this option only functions with district-managed Microsoft
accounts; personal Microsoft accounts are not supported at this time).

LOGIN
USERNAME

PASSWORD

LOGIN

@ Sign in with Microsoft

First Time Logins / Forgotten Passwords

If your district has enabled the “Forgot Password” link on login, you will see a link that allows you
to request a new password. If you don’t see this option, leave the password field blank and click
the Login button. It may be necessary to repeat this step more than once before the "Forgot
Password" link appears.

LOGIN
USERNAME

PASSWORD

LOGIN

New User or
Forgot password?

The screen will refresh and you will be prompted to enter your email address. Fill in the box and
click the Submit button.
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Enter your email below to receive a new password (existing users only).
For new users or non-email usernames, please contact your district for assistance.

Email:

SUBMIT

If a matching account is found in SchoolTool, you'll receive an email notification with a new
password. Be sure to check your Spam folder for this email! If you have any problems receiving
this email, please contact your school district for assistance.

SchoolTool Password
SchoolTool Password Recovery [SchoolTool@schooltool com]

Please login, go to the account tab and change your
password. Your password has been reset to: hIZg*WOH>1X[._

Copy the password exactly, including any numbers, capital letters, and special characters, and
enter this password into the appropriate field on the login screen.

Once you have logged in successfully, you'll see the main Home screen. Click on the Account tab
to change your password.

Enter the existing password, then type the new desired password (twice). Click on the Change
Password button to finalize the change.

STUDENT CAMPUS ACCOUNT MESSAGES

My Home

Change Password

0OId Password:
New Password:

Confirm.

CHANGE PASSWORD

Your Iast logins;

1/24/2022 2:47:59 PM
1/23/2022 1:41:20 PM

1/17/2022 1:38:19 PM

We recommend creating a new password that has the following characteristics, although your
district may have different password requirements:

« Greater than or equal to eight (8) characters.
« Combination of letters, numbers, and symbols (including upper and lower case letters)
» Something that can be remembered easily

Good passwords do not have to be hard to remember. "Late2School!", for instance, is a good
password that has upper and lowercase letters, a number, a symbol, and is greater than 8
characters long but still easy to remember.
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Using SchoolTool

SchoolTool is a historical application that holds all permanent record information on an individual
student by school year. SchoolTool also allows you to view past information about each student
such as classes, grades, attendance, and discipline information. Historically, SchoolTool also
keeps records for state reporting purposes.

Because SchoolTool is a real-time application, users may experience brief pauses while the
system updates itself from screen to screen. Be sure to watch your browser’s progress bar to see
when the refresh is complete.

Navigation

General navigation tips:

» Using multiple tabs within a browser to access SchoolTool is not recommended, as this can
cause unexpected behavior.

« Always use the buttons and links within the SchoolTool interface, and not those of your
browser. If you use the toolbar buttons and/or menus of your browser, this may cause
errors and impact your work. As a general rule, do not use the Back button on your browser
as this will halt your connection to the database.

 All navigation buttons are accessed with a single click, not a double click. Double clicking
may not produce the desired results.

» SchoolTool uses several pop-up windows for calendars, alerts, confirmations, and reports.
Please make sure to disable your pop-up blocker for the SchoolTool URL.

Navigation Buttons

SchoolTool uses simple navigation buttons that allow you to perform basic functions
with a single click of the mouse. The specific tool tips associated with each button may
be different from below, but the basic functionality remains the same.

+ Add/Create New[& Print or Report ®© cancel

[# Edit or Details |B Save/Submit X Remove or Delete

> Select or Details [& Update/Save/Refresh[*% Check Spelling

[~ Dashboard Email M Alert flag

'O History -> Next 4 Up or Show/Hide
|9 Show/Hide Help € Previous ¥ Down or Show/Hide
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Using the Side Menu to Navigate

All SchoolTool navigation is accomplished through the menu on the left side of the

screen. By default the menu is expanded; you can click on the Menu button E in the
upper right portion of the screen to collapse it.

S scHootTooL

A  Home ~

Batch User Defined ARA

Once the side menu is collapsed, you can click again to expand it. SchoolTool will
remember the last menu setting you used and will automatically expand or collapse it for
you the next time you log in.

S scHooLTooL

»

Batch User Defined

Curriculum Maps

Expanded Menu Collapsed Menu

Note: When the menu is collapsed, you can quickly access it by hovering the mouse over
the module icons. The menu will expand temporarily so you can select a screen to

navigate to, and will return to its collapsed state once your mouse moves away from the
menu area.

Tabs

Tabs are used extensively throughout SchoolTool. For example, your My Home view will
have tabs near the upper left part of the screen which give access to additional
information. However, if you are viewing a student record through a specific module or
sub-module, tabs may be located in the middle of the screen or towards the bottom of
the screen. No matter where you see them, they work the same.
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SEARCH CAMPUS ACTIONS MESSAGES

My Home
Welcome, Katie Copeland, today is Tuesday, January 25, 2022 Help @
4 Hide Cycle Day Information

Cycle day B in Mindex MS - Middle School
Cycle day T in Mindex ES1 - Elementary
Cycle day T in Mindex ES2 - Elementary
Cycle day T in Mindex ES3 - Elementary

Advanced Search

SEARCH

A typical user's My Home

To access information in a tab, click once on the tab label to open the tab
window/screen. When the window has opened, the tab name will change color and will
be underlined, letting you know which tab you are using.

Tool Tips (Mouseovers)

Throughout the application, you will find tool tips which are text boxes of information that
appear when you mouse over a button. For example, if you mouse over a Print @& button,
without clicking, a box will appear telling you what kind of report will be generated.

- | Print Selected Year History

In other cases, hovering over an icon will provide additional information and/or button
controls.

4 Turner, Patrick

First:

Last:

A @

Middle:

Gender:

DOB:

Patrick
M
Turner

Male

10/8/2004 (17 yr3

Medical Alert

Food Allergies: Peanut Allergy; carries epi-pe er

Font Size and Banner View

All users have the ability to adjust font size within SchoolTool by clicking on the font size buttons

in the bottom left of the system banner area.
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@ = Search Q [C 2

Welcome Parents!

Please download and review the attachments below. You may keep copies for your reference. If you have any questions please contact Mindex CSD Support Staff at
585-555-1234 for assistance.

-

Changing the font size will increase or decrease text and other elements throughout SchoolTool.
Note that not all images, icons, or buttons are scalable and therefore may not resize when the
font size is changed. In future releases of SchoolTool these elements will respect the selected
font size as well.

& »

Collapsing/Expanding the System Banner

Some districts provide information to users in the system banner area. This might include general
announcements, helpful links, and more. If your district has an active banner message, this will be
displayed in the banner area by default. You can collapse this area by clicking on the Collapse
button at the bottom right of the message area. Note that this will collapse the banner during your
active SchoolTool session only; the next time you log in the banner will automatically be
expanded again.

@ = Search Q ®

Welcome Parents!

| a~ Please download and review the attachments below. You may keep copies for your reference. If you have any questions please contact Mindex CSD Support Staff at
585-555-1234 for assistance.

o AAAA

When the banner is collapsed, you will still see a white bar at the top of the screen where you can
access the font size buttons or expand the banner content at any time.

Search

AAAA v

Logging Out

When it comes time to end the session, click the Logout button §F in the right corner of the screen
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Students Tab

show Courses

Rochester NY, 12345

[ STUDENTS CAMPUS MESSAGES ]
My Home
Help @

b Patrick Tumer Nephew &
4 William Drive Home: (555) 450-2370
Rochester NY, 12345

Show Courses

Michael Turner Nephew & O
4 William Drive Home: (555) 450-2370

Note: Students will see the My Home > Student tab, which is similar to the parent view but will
only allow students to access their own record.

To access the student record for an individual, click the View Student Record [§ button, or click on

the student's photo or name.

STUDENTS CAMPUS

MESSAGES

My Home

_

show Courses

Show Courses

Patrick Tumer
4 William Drive
Rochester NY, 12345

Michael Turner
4 William Drive
Rochester NY, 12345

Nephew
Home: (555) 450-2370

Nephew
Home: (555) 450-2370

Help @

& 0O

Student schedules are hidden by default; click the Show Courses link to expand a student's
schedule. Note that the options to view courses for Current Semester or All semesters will only be

visible when at least one student's schedule has been expanded.
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Campus Tab

All users see this tab. This tab lists any pertinent school information, cycle days, announcements,

etc.

STUDENTS CAMPUS MESSAGES

My Home

Welcome, Katie Copeland, teday is Wednesday, March 16, 2022

Powered by Bright minds.
Thoughtful execution.
AN g

MINDEX

www.mindex.com

schooltool Training Database

Help @

Account Tab

This tab is used to change passwords. When a parent logs in for the first time, they should
immediately access this tab and change their password. This tab may also show the date and

time of that user’s previous logins.

STUDENT CAMPUS ACCOUNT MESSAGES

My Home

Change Password

0Old Password:
New Password:

Confirm:

CHANGE PASSWORD

Your last logins:
1/24/2022 2:47.59 PM
1/23/2022 1:41.20 PM

1/17/2022 1:38:19 PM

Messages Tab

This tab displays any available messages. These messages may contain text, links, images, or
attachments. If the message has an attachment, an icon and the attachment filename will be
displayed at the bottom of the message. To download an attachment, simply click on the icon

beside the filename.
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CLASSES STUDENTS

SEARCH

CAMPUS

REPORTS ACTIONS

MISSING STUDENTS

MESSAGES

My Home
New Users

Welcome to SchoolTool!

If you are a new user, please refer to the Welcome Packet that was send to your email when this account was created. This information is specific to your
building role and is intended to be used as a reference guide as you begin using the application.

Additional training resources are available on the Technology Services Support site at www.mydistrict.org/techservices.

If you need additional assistance, please contact Tech Services at 585-555-1234 or email tech@mydistrict.org.

Help @

The Home > My Home > Messages tab will display a green circle when a new message has been
published on the current date.

Parent Portal/Student Record

Once you have selected a student, the screen will refresh with that student’s Personal Information
Record and several additional tabs.

Note: The specific tabs available to parents will depend on district settings. This document

provides a brief overview of the most common tabs that a parent user might see.

Student Record Overview

The top portion of the screen will provide basic information about that student. This includes the
student’s full name, age, date of birth, primary language, address, phone number, grade,

enrollment type, and building/school level. Depending on permissions, parents may also see that
student’s current location.
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Personal Information

B ¢ Bac
4 Turner, Michael 48150
First: Michael Address: 4 William Drive
Rochester, NY 12345
Middle: N
Phones: H: (555)450-2370
Last: Turner
Gender: Male
Grade: 7
DOB: 10/19/2009 (12yr 7 mo) .
Counselor: Willis, Joyce g
1st Language: Chinese (traditional)
Type: 0011-Regular School Year Enroliment
2nd Language: English .
Building: Mindex MS/Middle School
Email: RAdams@mcsderg g
Team: Team 1593
Cycle day G, Period 11 (1:28PM to 11:59PM) Home District: Home District A
SOC STUDIES 7 |anoom 27Tfacne[: Vmcgg‘tTurner Home District Student ID: 50124
Created by Heather Anderson on 3/6/2020 at 8:13 AM
Modiified by Margan Martin on 1/14/2022 at 9:49 AM
CONTACTS SCHEDULE ATTENDANCE DISCIPLINE GRADES ASSESSMENTS ASSIGNMENTS
Student
Contacts o
Ruth Carter & Mother f< e 4 °

4 William Drive
Rochester, NY 12345

Home: (555) 450-2370

Cell: (555) 428-3194 Unl
Text: (555) 431-5644 x2177
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Buttons available on the Personal Information section include the following:

e The Show / Hide information ¥ 4 buttons allow the user to show or hide the Personal
Information section.

o The € Back button will return to the user to the main Home screen

The bottom portion of the screen will show the Contacts tab by default, but will change when
other tabs are selected. Each of the tabs are described in detail on the following pages. The tabs
available to you are dependent on district settings, so you may not see all of these tabs.

Contacts Tab

The Contacts tab provides a list of contacts associated with that student. This will show parents,
guardians, and other adult contacts, and any siblings. The specific information that is displayed is
based on permissions set by the district.

ACCOUNTS CONTACTS SCHEDULE ATTENDANCE DISCIPLINE GRADES ASSESSMENTS ASSIGNMENTS LETTERS USER DEFINED HOURS NOTES

Student

Contacts & Help ©

Ruth Carter = Motner [543
4William Drive Home: (555) 450-2370

Rochester, NY12345 Call: (555) 428-3194 Unl

Text: (555) 431-5644 x2177

Anthony Carter Father B
4 William Drive Home: (555) 450-2370

Rachester, NY 12345 Cell:(555) 428-3189 Unl

Katie Copeland & Aunt faere

1682 Hawthorne St No phone numbers available
Rochester, NY 90210

sibiings
vincent Tumer 9/1/2003 (18 yr § mo)
Michael Tumer 10/19/2009 (12 yr 3 mo) Mindex Ms/7

William Turner 6/29/2015 (6 yr 7 mo) Mindex ES1/1

From the Contacts tab, a user may email any contact who has an email address listed. To send an
email to a contact, click the Send Email button. An email form will open, allowing the parent to
enter a subject and their desired message.
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Send Email

From:

Katie Copeland (kcopeland@mdx.com)

To:

Joyce Willis (JWillis@notscape.xom);

BCC:
Subject:

Body:

5

Importance: Normal w

Attachments must be smaller than 10 MB.

Choose File | No file chasen UPLOAD ATTACHMENT
Send to: SEND EMAIL

Note: The “From” and “To” fields will be pre-populated with the user’s email address in the “From”
field and the contact’'s email address in the “To" field. Parents may enter any additional recipient
email addresses in the “BCC” (blind carbon copy) field.

» Users may add attachments by clicking the Browse and Upload buttons near the bottom of
the screen.

« In addition, users may click the Check Spelling & button to check the body of their
message.

» When the message is ready to be sent, click the Send Email button at the bottom of the
screen.

« To cancel the message, click the Done €= button in the upper right corner of the screen to
return to the Contacts tab without sending.

Schedule Tab

The Schedule tab provides a complete list of the student’s schedule for the current school year.
This list shows which course the student has during each period, which section number the
student is in, the days that course meets, the room where the course meets, and the teacher who
teaches that course.
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Note: Depending on user permissions and settings in Maintenance, student schedules may not be
available until after a specified date. When this is the case, a message will appear in place of the
schedule to indicate that schedules are not currently available.

ACCOUNTS CONTACTS SCHEDULE ATTENDANCE DISCIPLINE GRADES ASSESSMENTS ASSIGNMENTS HOURS
Student
View:| Schedule -
Help @
@® Standard View O Grid View
Fall Semester - Mindex HS : High School
Period Section Course Days Room &= Teacher
BUSINESS LAW G 220 & Ms. Parker
STATISTICS B 206 = Mr Martin
= Ms Copeland
2 ENGLISH 12/AMER LIT B 64
= Ms. Anderson
2 CHILD DEVEL/PARENT G 101 = Ms Webb
3 SUPA PUBLIC AFFAIRS B 154 & Mrs. Hyphen
3 16 PHYSICAL EDUCATION G Gym = Ms. White
4 1211 BG

Parents may use the Send Email & button to email any teacher who has an email address listed.
To send an email use the process described under the Contacts Tab section.

The schedule may be viewed in Standard View, or in Grid View. Parents may switch between
views by clicking the appropriate radio button and waiting for the page to refresh with the new
view.

Clicking on the Print Schedule & button will allow users to print Student Schedule report in a new
window. If multiple report formats are available, you will be provided with a drop-down menu
where you may select the appropriate report format to be generated.

Note: The specific report formats available in this area are determined by the district. The
following are samples of two commonly used reports.

Standard Grid Report Sample
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High School

Student Name: HEMINGWAY, Greg Student Number: 902046 Grade: 9 Homeroom:
111 Main 5t. Locker: Combo: Counselor:
Rochester, NT 20210
Semester: Fall
1 2 3 4 5 6
ALGEBRAII ALGEBRAII ALGEBRAII ALGEBRATI ALGEBRAII ALGEBRAII
Period 1 Wilson(359 ) Wilson(359 ) Willson(359 ) Wilson(359 ) Wilson(359 ) Wiilson(359 )
Time 8:00- 8:45
EARTH SCIENCE EARTH SCIENCE EARTH SCIENCE CONCERT BAND 1T EARTH SCIENCE EARTH SCIENCE
Period 2 Rofrigue2(266 ) Rofriguez(266 ) Rofrigue2(266 ) Bonner218 ) Rofriguez(266 ) Rofrigue2(266 )
Time £:50- 9:35
SOCIAL STUDIES 9 FRENCHZ SOCIAL STUDIES 9 SOCIAL STUDIES @ SOCIAL STUDIES 9 SOCIAL STUDIES 9
Period 3 Permy(104 ) Lee(410 ) Perry(104 ) Pemy(104) Permy(104 ) Pemy(104 )
Time 9:40 - 10:25
SKILLS LAB SKILLS LAB SKILLS LAB SKILLS LAB SKILLS LAB SKILLS LAB
Period 4 Rollins(315) Rollins(315) Rollins(315) Rollins(315) Rollins(315) Rollins(315)
Time 10:30 - 11:15
LRR LRR LRR LRR LRR LRR
Period & Walker(352 ) Walken(352 ) Wialker(352 ) Walker(352 ) Walken(352 ) Wialker(352 )
Time 11:20 - 12:06
FRENCH 2 ES FRENCHZ ES FRENCH 2 ES FRENCH Z ES FRENCH 2 ES AWV & GOVERNMENT
Period 6 Briggs(404 ) Briggs(404 ) Briggs(404 ) Briggs(404 ) Briggs(404 ) Faimow(201
Time 12:10 - 12:56
ART OF ART OF ART OF ARTOF ART OF ART OF
Period 7 COMMUNICATION COMMUNICATION COMMUNICATION COMMUNICATION COMMUNICATION COMMUNICATION
Time 1:00- 1:45 Yellow(319 ) Yellow(318 ) Vellow(319 ) Yellow(319 Yellow(318 ) Yellow(319
PES-10B PSYCHOLOGY PES-10B PSYCHOLOGY PES-10B PSYCHOLOGY
Period 8 Baily(G YM) Shean(326 ) Baily(GYM) Shean(326 ) Baily(G YM) Shear(326 )
Time 1:50 - 2:35
Student Schedule
Mindex HS : High Scheol : 2021-2022 04/27/202
Effective as of 04/27/2022
Studant D Stadent Namse [ Comuelor Gender | Grads | Homerom DOB
‘ Swith F ‘ n Q13 07272005
51318 Davis, Sandra ] I
1 Ridge Crest Court = Ehonz Locker
Rochester, NY 12345 U 2209
(533) 537-62
(533)337-6284 (17.24-19)
CourseID |Sact | Semesters Course Name Room Period | Days)lat Teacher
00227 1 TA 5P ADV SPANISH GRAMMAR 87 1 B Hyphen
00312 TATF HEALTH 151 T G Garcia
QKT £ TATF GEOMETEY 213 2 Thichell
TO0TS T TSP ENGLISH 1IR. T TG Fiphen / Morales
0T TP DREEWING & PATNIING T 3 Hyphen
WE T TLIF CHILD DEVEL/PARENT ToT TG WeEE
TOT70 L EARTH SCIENCE R T T Tadkson
O0TTT 7 FA EARTH SCIENCE 1200 pry Bl G Jackson
T0310 3 5P PHYSICAL EDUCATION Grm kS G Phillips

Attendance Tab

The Attendance tab shows a summary of the student’s total absences for the current year (if
any). Users may view a summary of Daily Attendance, All Course Attendance, or Missed Course
Attendance by selecting the appropriate radio button. Use the year drop-down to review historical
data for a previous year. Keep in mind that not all districts are configured the same way, so some
of these options may not be available for all users.

» + The Daily Attendance view shows users all daily absences. This may also include early
dismissals, late arrivals, and in/out records.

« The Course Attendance options (All, Missed Courses, and Attendance Letter) allow users to
see a summary of course attendance for that year:
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» All: shows all course absences, including those that are tied to daily absences.

» Missed Classes: shows all period misses where the student was marked absent by a
teacher (this view only includes period misses for times when the student was
expected to be in class, and does not include period absences that are tied to daily
absences).

» Attendance Letter: shows a list of period attendance that may contribute to
attendance policy letters.

ACCOUNTS CONTACTS SCHEDULE ATTENDANCE DISCIPLINE GRADES ASSESSMENTS ASSIGNMENTS NOTES

Student

(@ Daily Attendance () Course Attendance A -~

School Year: | 2020-2021 v Help @

Type Date Reason

Absent 6/21/2021 Unexcused Absence

Early Dismissal 6/18/2021 9:00 AM Early Dismissal

Absent 6/17/2021 Unexcused Absence

Absent 6/16/2021 Unexcused Absence

Early Dismissal 6/15/2021 10:35 AM Early Dismissal

Early Dismissal 6/14/2021 12:08 PM Early Dismissal

Absent 6/11/2021 Unexcused Absence

Early Dismissal 6/10/2021 12:08 PM Early Dismissal

Note: Each summary view is controlled by its own permission; if you do not have permission to
view a specific option, the radio button for that option will not appear. In addition, depending on
your school’s settings, newly submitted absences may not be visible immediately.

Discipline Tab

On the Discipline tab, parents can view a list of all discipline incidents the student has received for
the selected year. Users may view incidents from past years by selecting a different year from the
drop-down menu at the top left corner.

Depending on district configuration, these may include classroom incidents and/or referrals. The
list shows the student’s grade, the date seen, the date of the incident, the incident type, the
offense type, the disposition assigned for that incident, and any related disposition points. This
tab will also show the total points accumulated for that year.

Note: Not all districts use disposition points. If your district does not use points, this information
will not be displayed.

Portal Access Guide
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Depending on user permissions and district settings, users may be able to see all incidents for
that student or only those for which a “Date Seen” has been entered.

CONTACTS SCHEDULE ATTENDANCE DISCIPLINE GRADES ASSESSMENTS ASSIGNMENTS USER DEFINED HOURS NOTES
Student
+ Help @
2021-2022 v
Date Seen Incident Date Incident Type Offense Disposition
> 10/14/2021 10/12/2021 Referral Unexcused Lateness to Class Warning
> 10/1/2021 10/1/2021 Referral Inappropriate Language Out-of-School Suspension
> 9/28/2021 9/27/2021 Referral Inappropriate Behavior Detention - Central
> 9/20/2021 9/17/2021 Referral Harassment (Sexual, Racial) In-School Suspension
> 9/20/2021 9/17/2021 Referral Unexcused Absence from Class In-School Suspension

Grades Tab

The My Home > Grades tab shows grades in each class based on the selected view. The Grade
column displays the word “None” until grades have been published. To view grades, select the
appropriate view from the drop-down menu.

CONTACTS SCHEDULE ATTENDANCE DISCIPLINE GRADES ASSESSMENTS ASSIGNMENTS USER DEFINED HOURS NOTES
Student
5 : Help @

School Year | 2020-2021 w View Marking Period Grades v | |for | Marking Period 4
8

Course Teacher MP Days Peried Section Grade Comments

ALGEBRA 2 &= Ms Davis FASP G 2 2 a5

CRIMINAL JUSTICE &= Mr. Anderson FASP B 3 2z 98

ELEMENTARY ITALIAN 1 & Ms. Hyphen FASP G 1 83

ENGLISH 11 & Mrs. Turner FASP G 4 4 Ll

PRIN OF MARKETING = Ms. Moore FASP G 3 1 96

Available views include the following:

» Marking Period Grades

Progress Report Grades

Marking Period Average

Assessment Grades

Final Grades
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Marking Period / Progress Report Grades

The Marking Period Grades and Progress Report Grades views allow users to see marking period
grades and/or progress report grades for each grading interval. For both views, the screen will
show grades for the current grading interval by default. Whenever grades are not available, the
Grade column will display “None.”

Descriptor-based course grades may also be visible on the Marking Period Grades view if the
district is using them. Descriptor topics for each course will be listed, with any available grades,
grouped alphabetically by course name.

Users with the appropriate permissions also have the option to print report cards and/or progress
reports from these views. If more than one report format is available for printing, a drop-down
menu will appear and the user must select a report format to print. Any configurable options will
default to the values set in Counseling. To print, navigate to the appropriate Marking Period or
Progress Report Grades view and click the Print & icon.

CONTACTS SCHEDULE ATTENDANCE DISCIPLINE GRADES ASSESSMENTS ASSIGNMENTS USER DEFINED HOURS NOTES

Student

School Year | 20202021 v |  View Marking Period Grades v for | Marking Period4 Help ©

Course Teacher MP Days Period Section Grade Comments

ALGEERAZ &= Ms. Davis FASP G z 2z 95

CRIMINAL JUSTICE & Mr Anderson FASP B 3 2 98

ELEMENTARY ITALIAN 1 & Ms. Hyphen FASP G 1 83

ENGLISH 11 &= Mrs. Tumner FASP G 4 4 N

PRIN OF MARKETING = Ms Moore FASP G 3 1 96

Marking Period Average

To view the marking period averages for each course, select the appropriate year from the drop-
down menu and choose the Marking Period Average option from the View drop-down. This view
will display the current grade book average for that course.
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Page 17 of 21 © 2023 Mindex Modified 3/13/2023



CONTACTS SCHEDULE ATTENDANCE DISCIPLINE GRADES ASSESSMENTS ASSIGNMENTS USER DEFINED HOURS NOTES
Student
View Marking Period Average ~ | for  Marking Period 4 v Help @
Course Average Categories
ALGEBRA 2, Section 2 Category Weight Average
= Ms. Davis 95.24 Assessments: 92.68
Meets: Sem FASP Days G Period(s) 2 Classwork & Homework: 96.06
CRIMINAL JUSTICE, Section 2
. Seeton Category Weight Average
= Mr. Anderson 97.65 N . 0768
Meets: Sem FASP Days B Period(s) 3 ssignments. o
Category Weight Average
Listening / Reading - 90.91
ELEMENTARY ITALIAN 1, Section 1
- oeeton Culture - 8421
= Ms. Hyphen 82.74 s & Vocsbulan - 7563
Meets: Sem FASP Days G Period(s) 1 rammar & Vocabuian - :
Speaking : 82.98
Wiiting - 88.06

Assessment Grades

To view assessment grades, select the appropriate school year and select the “Assessment
Grades” option from the View drop-down. The screen will refresh to show all assessments
assigned to that student for the selected school year. Any available grades will display in the
“Score” column; for exams where scores have not yet been entered, the word “None” will display

instead.

CONTACTS SCHEDULE ATTENDANCE DISCIPLINE GRADES ASSESSMENTS ASSIGNMENTS USER DEFINED HOURS NOTES
Student
View  Marking Period Average | for = Marking Period 4 + o ()
Course Average Categories
ALGEBRA 2, Section 2 Category Weight Average
= Ms. Davis 9524 Assessments: 92.68
Meets: Sem FASP Days G Period(s) 2 Classwork & Homework: 96.06
CRIMINAL JUSTICE, Section 2
Category Weight Average
= Mr. Anderson 9765 A . -
Meets: Sem FASP Days B Period(s) 2 Ssignments: ?
Category Weight Average
Listening / Reading : 90.91
ELEMENTARY ITALIAN 1, Section 1
’ Culture - 84.21
& Ms. Hyphen 8274 5 & Vorsbul 2563
Meets: Sem FASP Days G Period(s) 1 rammar & Vocabulan -
Speaking - 8298
Wiriting - 88.06

If a student has received an assessment note for any assessment, the short code of the note may
display instead of the score, depending on yearly configuration options.
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Final Grades

To view final course grades, select the appropriate school year and select the “Final Grades”
option from the View drop-down. This view will display the final grade for all courses for which
grades have been submitted. This view is year-specific and is not limited to a specific marking
period or progress interval. If grades are not available for any course, the Grade column will

display “None” for that course.

CONTACTS SCHEDULE ATTENDANCE DISCIPLINE GRADES ASSESSMENTS ASSIGNMENTS USER DEFINED HOURS NOTES
Student
View | Marking Period Average | for =~ Marking Period 4 Help @
Course Average Categories
ALGEBRA 2, Section 2 Category Weight Average
= Ms. Davis 9524 Assessments: 92.68
Meets: Sem FASP Days G Period(s) 2 Classwork & Homework: 96.06
CRIMINAL JUSTICE, Section 2
 secton Category Weight Average
= Mr. Anderson 97.65 N " o765
ssignments: 97.
Meets: Sem FASP Days B Period(s) 3 g
Category Weight Average
Listening / Reading - 90.91
ELEMENTARY ITALIAN 1, Section 1 Culture - 8421
& Ms. Hyphen 8274
Meets: Sem FASP Days G Period(s) 1 Grammar & Vocabulary: 7563
Speaking - 8298
Wiriting - 88.06

Assignments Tab

The Assignments tab shows a list of all graded assignments for the current year. This list may be
filtered by school year, marking period, and/or course. If multiple teachers are assigned to a
course, all teachers’ last names will be displayed in the “Teacher Name” column, separated by a

Il/ n

CONTACTS SCHEDULE ATTENDANCE DISCIPLINE GRADES ASSESSMENTS ASSIGNMENTS USER DEFINED HOURS NOTES
Student
View Marking Period Average w | for  Marking Period 4 v Help @
Course Average Categories
ALGEBRA 2, Section 2 Category Weight Average
= Ms. Davis 95.24 Assessments: 92.68
Meets: Sem FASP Days G Period(s) 2 Classwork & Homework: 96.06
CRIMINAL JUSTICE, Section 2
. Seetion Category Weight Average
= Mr. Anderson 97.65 N . -
Meets: Sem FASP Days B Period(s) 3 ssignments. ¢
Category Weight Average
Listening / Reading - 90.91
ELEMENTARY ITALIAN 1, Section 1 Culture - 8421
& Ms. Hyphen 8274 5 & Vorsbulan - 2563
Meets: Sem FASP Days G Period(s) 1 rammar & Vocabuiary -
Speaking : 82.98
writing © 88.06
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When viewing all courses, you may see the Show Average @ button; clicking on this will display a
popup with a breakdown of each class average for the selected marking period.

CONTACTS  SCHEDULE  ATTENDANGE  DISOPLNE  GRADES
Class Averages 3]
[Student Marking Period: Marking Period 1
Class Averag
Jschool vear | 20212022 v Marking Period | Marking Period 1 v Courses | All Courses v 1211 None
BUSINESS LAW 9623
CHILD DEVEL/PARENT 95.00
Course Category ‘Assignment Name / Description Date ENGLISH 12/AMER LIT None
PHYSICAL EDUCATION None
BUSINESS LAW (Parker) Quizzes Quiz Chapter 1 10/15/2021 STATISTICS 8596
SUPAPUBLIC AFFAIRS None
BUSINESS LAW (Parker) Clas k. #11 - Vocabulary Words Chapter 1 10/13/2021
A8D Chapter 1 ’
SSNESSLAW (Farien Gosanore pages 30-31 questions 12-16 & 18 1or13/202 g
BUSINESS LAW (Parker) Clas k. ADR 10/8/2021 50 50
BUSINESS LAW (Parker) Quizes #10-Runaway Jury 10/6/2021 15 15
YTD: Participation
CHILD DEVEL/PARENT (Webb) Participati Student actively participates in group discussions 10/6/2021 100 100
and activities

When viewing assignments for a specific course, the Assignments screen will display that
course’s average and the Show Average @ popup will change to display a breakdown of the

student’s average by grade book category.

CONTACTS  SCHEDULE  ATTENDANCE  DISCPLNE  GRADES
Class Averages &3]
[Student Marking Period: Marking Period 1
Class Averag
chool vear | 20212022 Marking Period | Marking Period 1 v Courses | Al Courses v 2 None
BUSINESS LAW 96.23
CHILD DEVEL/PARENT 95.00
Course Catagory ‘Assignment Name / Description Date ENGLISH 12/AMER LIT None
PHYSICAL EDUCATION None
BUSINESS LAW (Parker) Quizzes Quiz Chapter 1 10/15/202 STATISTICS 8596
SUPAPUBLIC AFFAIRS None
BUSINESS LAW (Parker) Clat K #11 - Vocabulary Words Chapter 1 10/13/2021
A8D Chapter 1 ;
FSESSLAW (Farie) Classore pages 30-31 questions 12-16 & 18 1orz/20 g
BUSINESS LAW (Parker) Clat K ADR 10/8/2021 50 50
BUSINESS LAW (Parker) Quizes #10-Runaway Jury 10/6/2021 15 15
'YTD: Participation
CHILD DEVEL/PARENT (Webb) Participati Student actively participates in group discussions 10/6/2021 100 100
and activities

Note: Teachers may determine whether or not each assignment may be viewed by parents; if a
teacher opts not to show a specific assignment, it will not be displayed even if it has been given a

grade.

If a teacher has shared any assignment notes, a Notes column will display for users who have
permission to view assignment notes.

Course Category Assignment Name / Description Date Max Score MNotes
ENGLISH 12/AMER LIT (Copeland /

B (Cop Reading checkin 4 10/4/2021 100 80
Anderson]
ENGLISH 12/AMER LIT (Copeland /

B (Copelan: Reading  Catcherquiz 21-24 1042021 100
Anderson]

, ; ‘

ENGLISH 12/AMER LIT (Copeland / Reading checkin3 10/1/2021 100 88 (74.8) 3 classes
Anderson) 24 late
ENGLISH 12/AMER LIT (Copeland /

B (Copelan: Reading  catcher quiz 18,19 1071201 100 72
Anderson)

Attachments are indicated by an icon in the Assignment Name column. To view an attachment,
click the Attachment B icon and download the file.
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/ !
ENGLISH 12/AMER LIT (Copeland Reating  catcher quiz 18,19 101/2021 100 72
Anderson)

ENGLISH 12/AMER LIT (Copeland /
_2: (Capeland / Reading checkm@ 9/20/2021 100 &4
Anderson)

ENGLISH 12/AMER LIT (Copeland /

Readin Catcher quiz 10-12 9/20/2021 100 a0
Anderson) 9 a e

Assignment Grades

For any assignment with an attribute associated with it, the Student Score column will display the
score, if any, as well as the short code for any attributes applied to that assignment and the
adjusted score (if appropriate). Multiple attributes are separated by a comma.

Scores, attributes, and adjustments are displayed as follows:
Score (Adjusted Score) [Attribute Short Code]

For example, a student originally received a 100 on an assignment, but the teacher applied an
“EC" attribute to that assignment to designate Extra Credit of 10%. The student’s score now
shows 100 (110) [EC] to indicate the adjustment.

9/20/2021 100 a4

9/20/2021 100 ao

) 82 (90.2)
91372021 100 .
e [EC]

Users can hover their mouse over any attribute in the Student Score column. The mouse-over text
will show the user the full name of the attribute and any adjustment defined for that attribute. For
example, holding the mouse over the “L1" attribute may display “Late 1:-5%" to indicate that the
score has been adjusted by -5% based on the application of that attribute

10112021 10 16 (13.6) [2L]

2+ days late: -15%

Other Tabs

Depending on district settings, additional information or tabs may be available. Some parents will
see an Assessments tab, which includes data about state assessments for grades 3-8, or a
Letters tab, which displays a list of attendance letters that were sent home.
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