STIClassroom Web — Basics

Logging On
e Launch Internet Explorer (version 5.5 or greater for Windows, or 5.1.7/5.2.3 for Macintosh)

o Typethe server’'saddress for STIClassroom Web. This may be an IP address or a computer name,
followed by /iclassroom (for example: http://192.168.1.25/iclassroom).

e Sclect Teacher Services.

e Enter the User Code assigned and press the Tab key.
e Enter the Password assigned and press the Tab key.
e Click OK to complete.

Navigating STIClassroom Web

STIClassroom Web is an Internet application. Normal viewing and usage of the program requires Internet
Explorer. Because it is an Internet application, ST1Classroom Web is navigated like a Web site. Many
elements of the screen are actually linksto other pages within the program. The interface hasaBack
button, which will return to the previous screen. The Web browser also hasaBack and aForward button;
however, due to security precautions and other technical reasons, these buttons will not aways function as
the user may expect.

“= Back

Because of this, and to enhance the user experience, STI recommends that as soon as possible, the user
should pressthe F11 key on the keyboard. Thiswill take Internet Explorer into afull-screen view, which
hides Internet Explorer’ s user interface and shows only the STIClassroom Web application. This also
resultsin additional screen space that may be used within ST1Classroom Web, allowing the user to see
more information on the screen at once.

For Macintosh users, Internet Explorer does not have a full-screen mode, but OS X users may take
advantage of additional screen space by clicking the Hide Menu Bar button on the right-hand side of the
title bar.

=

STIClassroom Web also has amenu that is present throughout the application, but it is not the same as the
menu within the Web browser. The upper-right corner of STIClassroom Web has a series of links:
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Accessing Menu Options
The Menu link will present a menu with items that pertain to other items on the screen at that time. At the
bottom of the menu isa Close Menu link, which will slide the menu back to theright, clearing up the
screen space it occupied.

Main Menu

GradeB ook
Clazs Defaults
Cateqary List
Copy Activities
Define Daily Activities
Grade Book Comments
Hide M ames
Dirop Scores
Move Scores
Sort
Student Mame
Student Mumber
|Jzer Mumnber
Average
Firzt Mame
Random Numbers
Selected Activity

| acnmm Plammar

STIClassroom Web Jobs Queue

Throughout this document, references will be made to the Jobs Queue. Certain reports, along with the
posting of grades and attendance, must be handled by the Web server in the order in which they are
received. Thisallows usersto submit requests for reports and to post student data, yet till be able to do
other things while those reports are processed. Processes that feed into the Jobs Queue will be discussed in
those sections where applicable.

STIClassroom Web Main Menu

The school calendar and teacher courses are displayed on the left side of the screen.

STiClassroom Home | Main | Help | Account | Sign Out | Menu

nference High School - Benton, Laura

< May 2006 . M
o] Thu] Fii Main Menu
112131415 Selected Course
] 10 ]11[12
16 |16 [17 [ 18 [149 Period Class Description Teacher
22 | 23 | 74 | 25 | 2R 1 4002.01 Binlogy | Benton, Laura
29] 30 1 2
5 3 I T ] Selected Date
Date: ‘wednesday, Map 31, 2006
Sem 2 e Semd | Period Attendance
Schedule GrPer: Quarter 4
C T P Section Name  Ct
oo Home: 1101
4002.07 [Biology |
O0L.0T [Spanl Bllciass Roster lll|6rade Book
1.07 FREF = JV
4002.02  [Biology | 2= |Al d e Roster Lesson Planner
4002.07  [Biology Il
:|Manual Grade Ent B |Textbook Management
Grade Period - 4 J_ 9
‘Quarlerli vl il | skills

Jobs Queue

Copyright €
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e Calendar: Attendance dayswill appear in black. Non-attendance days are grayed out.

e Courses: The user's homeroom (if applicable) and all assigned course sections will be listed.
Whichever courseis selected in blue is the one to which the right side of the screen applies.

Depending on the access that has been granted through STIClassroom Web Admin Services or STI
Principal’s Module, the right side of the main menu provides some or all of the following options:

e Class Roster: Showsroster for each selected class.

o Attendance Roster: Used to report daily and period attendance and view attendance records for
students.

e Manual Grade Entry: Used to manually insert grades into ST10ffice without using Grade Book
or to change grades already posted and add comments to report card.

e Meal Counts: Used to track the type of meal students eat on a particular day (for example, Hot
Lunch, Salad Only, Deli Sandwich, etc.) Thisicon will be grayed out unlessit has been set up in
the Principal’s Module.

e Grade Book: Used for storing students’ daily work and averaging daily grades.

e Lesson Planner: Used to create and maintain lesson plans.

e Textbook Management: Used to track textbooks.
e  Skills: Used to track non-traditional grades.

Class Roster

ST'Cfassroom Home | Main | Help | Account | Sign Out | Menu

IL Conference High School - Benton. Laura

Class Roster
Selected Course

Period Class D escription Teacher
400201 Biology | Benton, Laura

Mame Grade Home e
1M F te 200703.g

200703 |Adams, Amy M. 1
200604 [Beazley, Levi'w. 2 201 te 200604.0
200605 |Bergman, Cara E. 2 202 |F ke 200605, gi
200832 [Crowley, Kellie J. a o002 |F ite 200832, gi
2002804 [Dandy, KellyJ. a ooz |F ite 200804, gi
200807 [Driscoll, &aron J. 10 1001 M hite 200807 qif
200846 [Feeney, Zachary T. 10 1002 M hite: 200846, gif
200801 [Gray. Jonathon P a o0z hite 200801.0
200712 |Lancaster, &manda M. 1 1m hite 200712.qi
200812 andel, Derek 5. a o0z Elack 2008120
200214 iddletan, Jarnie L. a oo F te 200814.0
200722 elzon, Zachary 5. 1 10 ke 200722,
200817 |0'Keefe, Jared W a an te 200817.0
200847 [Plunkett, Joanna . 0 Juli} F te 200847 g
200821 Paorneray, Timothy &, i} Juli} ke 200821.qi
200823 |Reardon, MeganJ. 1] Jui] F be 200823,
200721 Schlogser, Chelsey A, 1 10 F_ lasian/Pacific | sland 200721.gi
200825 |Schmidgall, Courtney A, 1] a0z |F hite: 200825.g
200701 ashington, E dward B 1 101 hite 200701.0
Ethnic/Gender Breakdown
Race 0 6 7 8 9 10 11 12 13 Total
FMFM F M FMFMFMMFMWMFMFM
hite 1 10 15 [15 15 (15 13 {17 [11 |15 [11 18 {15 171
Hispanic 1 I O O 1 El
Vasiand/Pacific |sland 1 1 [l 1 4
EBlack 2 1 2 5
Tat 1 11 19 [15 15 [17 [15 [18 [13 17 [12 |18 [18 189
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The class roster displays the students who are enrolled currently in this class. As mentioned above, many of
these elements are links to other pages. The student names are read-only access links to the student’s
demographic information. In addition, four icons may be present which would indicate the following:

| 2oe g

Internet: A yellow letter e will display for any student who has been given permission to access
the Internet.

Medical: If the student hasaMedica Alert, ayellow + symbol will be seen.

Special Education: If the student has a Special Education code, ayellow lightning bolt symbol
will be seen. Unlike other indicator icons, no tool tip will display for thisicon.

Special Instructions: If the student has a Special Instruction or warning, ayellow ! symbol will
be seen. If given accessin the Principal’s Module or Admin Services, the user may click on this
link to view thisinformation.

Additional information is available through various links on this screen.

Click the student name to view student demographic data.

o0 Attendance: Showsthe student’s attendance history, including daily and period absences
(current course only).

o0 Discipline: Shows the student’ s discipline history (all classes).
0 Schedule: Shows the student’s course schedule.

0 Tests: Shows the student’ s user-defined tests, such as state- and district-administered
standardized tests, if that datais present in STI1Office.

0 Grades: Showsthe student’s currently posted grades for any class.

Click the home room next to a student to view all studentsin that home room.

The Ethnic/Gender breakdown contains information base on current enrollment. Users may drill down to
additional data viathis breakdown. For example, if the Ethnic/Gender breakdown shows there are currently
35 black female 7" graders enrolled, click on the number 35 to view alist of these students.

The Menu link contains the following items:

Main: Returnsto the main menu with the classlist.

Birthdays: Displaysalist of students and their dates of birth. A checkbox for the current month
may be unchecked to show all students. Thislist may be printed from the File menu within
Internet Explorer.

Mailing Labels: Prints mailing labels for all studentsin this class.
Class Rosters: Teachers may print their own class rosters from this report.
Schedule Report: The selected student’s schedule may be printed within the application.
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Student Attendance Roster =l

The screen displays with the course number and name, as well as alegend indicating five different statuses:

Absent (red X)

Present (red box)

Missing (white box)

Tardy (red T)

Other (half red, half white box)

On this screen, the user may Post student attendance to ST10Office.

Attendance
Selected Caurse Legend
Period Class Description Teacher B Absent: 0
1 4002.01 Biology | Bentan, Laura B Present: 19

O Missing: i]
E Tardy: i

Selected Date

Date: ‘Wednezday. May 31, 2006
Term: Sem 2 Period sttendance @ Other: 0

GrPer: [uarter 4

Al MNone Post

M |nclude Counts

i Period
Attendance Student Hame Mumber Gr Home Code Abs Tdy Abs Tdy
5] Adamz, Sy M. 200703 1311110 [CLer:E]
-] Beasley, Levitw, 200604 (12120
-] Bergman, Cara E. 200605 ) 12| 1202 =2
] Cronley, Fellie J. 200832 |10 1002 2
o] Dandy, Kely J. 200804 | 10| 1002 2
] Drizcoll, Aaron J. 200807 |10 (1001 20
-] Feeney, Zacham T. 200846 | 10| 1002
-] Gray, Jonathaon P 200801 10| 1002 2
-] Lancaster, Amanda N. 200712 |11 [ 110 =
] Mandel, Derek 5. 200812 |10 1002 2
] Middletan, Jamie L. 200814 0100 =2
-] Melzon, Zachary S, 200722 11110 =2
] O'¥eefe, Jarad w. 200817 0100 =
-] Plunkett, Joanna M. 200847 |10 | 1002 =
-] Pomeray, Timothy A, 200821 10| 1007 =2
-] Reardon, Megan J. 200823 |10 | 1001 =2
-] Schlosser, Chelsey A, 200721 111101 =2
-] Schmidgall, Courthey A 200825 | 10| 1002 =2
] =

‘wfazhington, Edward B 200701 111101
M |nclude Counts  Change

All students are marked present by default, unless they have been marked absent previously during
the day by another teacher or through the STIOffice. If a student is marked with the Other status,
the student may not be marked missing or tardy, as their attendance is handled in STIOffice for
that day.

To mark a student missing, click once on the red square next to the student’s name. The red square
will turn white,

To mark a student tardy, click twice on the red square. A white square with ared T will appear by
the student’ s name.
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o Click ALL to mark al students present.
e Click NONE to mark al students missing.

e Onceadl applicable students have been marked tardy or missing, click Post. A warning will
appear indicating that once attendance has been posted, all changes must be made through the
office. Click OK.

e Theattendance will be sent to the job queue, where it will be processed in the order in which it is
received. The message Att Posted — Awaiting Confirmation will appear in the STIClassroom main
menu. No further action isrequired. Asthe user continues to work in STIClassroom Web, the
awaiting confirmation message will eventually be replaced with a message indicating that
attendance was posted, including the date and time at which this occurred.

e Change: If the user is given access to change a previous day’ s attendance, the Change link in
the lower right corner of the attendance window will be active. To change the record, highlight the
appropriate student and click Change. Change the Reason Code and then click Save.

e Include Count: If this checkbox is selected, All Day and Period absences and tardy totals for the
current grading period will be displayed.

o Alerts: Thealert iconsfor Internet, Medical, Special Education and Special Instructions may be
found in this column.

Manual Grade Entry

Manual Grade Entry is a screen that may be used to either enter in grades that will print on report cards
from ST1Office or to modify grades that were posted from the Grade Book of STIClassroom Web. In
addition, comments may be added to students, which will aso print on report cards.

Manual Grade Entiy

Selected Course

Period Class Description Teacher
1 4002.01 Biology | Benton, Laura

Selected Date

Date: Wednesday, May 31, 2006
Temm: Sem 2
GrPer: Quarter 4

Change | Blank | Blank All

Student HName Number Home 5
Adamz, Sy M. 200703 110 F 1 {9 (1 g CIER]
Beasley, Lewi . 200604 1201 L] 12 93
Bergman, Cara k. 200605 1202 F 12 |86 =
Crawley, Fellie J. 200832 1002 F 10 |73 2o
Datdy, Kelly J. 200804 1002 F 10 |88 2o
Crizcoll, Aaran J. 200807 1001 4 10 [94 2o
Feeney. Zachary T. 200846 1002 & 10 173
Gray. Jonathon P. 200801 1002 [t 10 [ 56 2o
Lancaster, Amanda M. 200712 11 F 11 | E8 =
bandel, Derek 5. 200812 1002 L] 10 |57 2o
Middleton, Jamis L. 200814 1001 F 10 |83 ]
Melzon, Zachary 5. 200722 11m 4 11 ]85 =
O'keete, Jared W, 200817 1001 L] 10 (& ]
Plunkett, Joanna . 200847 1002 F 10 {9 =
Pameray, Timathy & 200821 1001 & 10 | &7 =
Feardon, Megan J. 200823 1001 F 10 | &8 =
Schlosser, Chelsey A 200721 11m F 11 |84 =
Schmidgall, Courtney 4. 200825 1002 F 10 |94 =
il ]

! azhitghon, E dward B 200701 1101 11 |98
Change | Blank | Blank All

e |f grades have been posted for the selected grading period, the grades will be listed in this screen.
Grades may also be entered here for users who do not use Grade Book. For this option to be
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available, grade posting must first be enabled through ST1Classroom Principal’s Module or
STIClassroom Web's Admin Services.

Note that if grades have been posted to the Jobs Queue but not yet processed, they may
not appear.

e Select astudent by clicking in the white area next to the student’ s name and then click the
Change link. A Grade Edit screen will appear where each field may be edited and comments

entered.
L Grade Edit
Student Course
Student Number Student Hame Course Humber Course Hame
20070 Wazhington, Edward . 4002.01 Biclogy |
Home Room Grade Term Grading Period  Period of Day
110 1 2 4 1
Grades
Quarter 4;
Comrment 1: w
Comment 2: w
Eramm:
Sem 2 Final:

“rear End Awverage:

Attendance
[Tinclude

Abgzent: Na
Tardy: MNA

[eyele CIFi ok | Cancel |

e Tocyclethrough thelist of students, click Cycle at the bottom of the change window.
e Togivethe same grade, comments, etc. to al students on thelist, click Fill.
e Click OK to save changes.

e Toblank just one student’s grades for the grading period shown onscreen, highlight the student
and click Blank. To blank all students' grades on thislist, click Blank All.

e |f accessisgiven inthe Principa’s Module or Admin Services, users may print Report Cards (All
Students), Verification Rosters or Report Card (Selected Student) through the Reports link at the
top of the window, which may be accessed from the Menu.

Quick Reference Guides STI_1020061540 STIClassroom Web — Basics e 7



Meal Counts 4l

Meal counts may be posted from STIClassroom Web, and may be retrieved through ST10Office.

e
Meal Types: v Update
Copy
Number Student Hame Meal Type

200703 Adams, smy M.
200705 Bemy, Opal .

200706 Cazh, Patrick L.
200710 Eubarks, Emilee M.
200711 Eubarks, Eric J.
200734 Gray, Chrigtina M.
200735 Knight, Colin D.
200712 Lancaster, Amanda M.
200722 Melzoh, Zachary 5.
200719 Preston, Rebecca L

2007241 Schlosser, Chelzey &,
200723 Wan Dipke, Brittany A,
200728 whalker, SaraJ.

200701 Washiniton, Edward B.

[ 0K ][ Cancel ]

e  Select the meal type from the drop-down list.

e Click in the Meal Type column next to each student who will be receiving the selected type of
lunch. The meal type selected in the drop-down list will appear in this column

e To copy the meal types from the previous day, click Copy.

e Tochangeasingle student’s meal type, highlight the student, select the meal type from the list and
click Update.

e Click OK to save.

Teacher Grade Book Hi

The Grade Book within STIClassroom Web is the area where a teacher will spend the most time. Here,
each individual activity may be created, the student scores recorded, and their grades averaged for the
grading period. Then the grades may be posted to STI1Office. The posting of the gradesis done through the
Jobs Queue, where the grades will appear on the Manual Grade Entry when the posting is completed. The
following areas are accessible from the Menu link within the grade book, or by clicking the corresponding
icons on the grade book screen. Also, in this document, when afeature is accessible viaan icon in the grade
book the corresponding location of the icon will be listed in parenthesis ().

Class Defaults

Before using the Grade Book, the Class Defaults must be set up for each grading period. After setting up
theinitial grading period, when accessing other courses/grading periods the teacher will be given the
opportunity to copy settings from another course. To access the Class Defaullts, click Menu | Class
Defaults.
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I:—:': Course Default Edit

Activity 5 ork Order Awerage Method

) ) (&) Date Azcending (*) Paints * Categary [Pts]
g;i?;:gNz::::; :UU2.U1 () Date Descending O twerage O Category (]
Avg Scale Wt b [ Graup by Category [Include Previous Grading Periods
[ include withdrawn Students [ Dizplay Previous Grading Period Grades
[ &wta Display Current Grading Periad [] Display Total Paints
use Wzight Mult on Scare Only [JRound Dizplayed Average
1 Print Class Averages On Progress Fepart [] Display Letter Grade for Average

[ Show Mickname Instead of Formal MName

Skills Scale
Comment Entry By: Murnber ~
Averages Updated: 441042006 12:00 Ak hd
Grade Paosting
Activity: -» Heading:
Achivity: + | -» Heading:
Activity: + | -» Heading:

oK | Cancel |

e Average Scale Weight: To add points to the final averages of al of the studentsin the selected
coursg, insert the number of points here. 0 is the default.

e Activity Sort Order: Ascending isfrom earliest date to latest date; Descending is from latest
date to earliest date. Activities may also be sorted by the category to which they belong.

e Average Method:

0 Points: Each activity may be given adifferent possible point value. The final course average
is calculated by totaling the total number of points for a student and dividing that total by the
number of points possible.

o0 Average: Each activity may be given adifferent point value; however, when the number of
points the student earns is entered the score will be converted to a percentage. The Average
method assigns equal weighting to al activities. The final course average is calculated by
totaling all averages and dividing by the total number of activities.

0 Category Points: Similar to points. However, categories such as homework, tests and
quizzes are each given aweight value to be considered when calculating the final course
average.

0 Category Averages: Similar to points. However, categories such as homework, tests and
quizzes are each given aweight value to be considered when calculating the final course
average.

e Include Withdrawn Students: The students who were enrolled in the course until they
withdrew may be displayed in the grade book, along with their activity scores.

e Auto Display Current Grading Period: STIClassroom Web will automatically open the grade
book to the grading period for the current date.

e Use Weight Mult On Score Only: Weight Multipliers will be used only on the score the
student earned, and not the value the activity is assigned. Thisis not recommended for most users.

e Print Class Average On Progress Report: The students’ aggregate average for the course
will be printed on progress reports.
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e Show Nickname Instead of Formal Name: If astudent has a nicknamein ST10Office, that
name will be displayed rather than the student’ s first name.

e Copy Class Defaults Throughout Year: This allows the user to set up class defaults for a
class and then copy them to al grading periods, so that the class defaults only need to be set one
time per class but apply for the entire school year. This option is only available during the 1%
grading period.

e Display Previous Grading Period Grades: Posted grades for previous grading periods will
be displayed in the grade book along side the current average.

e Display Total Points: Best when using a points averaging method, thiswill display the number
of points the student has earned as well as the total number of points possible.

e Round Displayed Average: The average will be displayed as a whole number, rather than to
two decimal places.

o Display Letter Grade For Average: Thiswill show the letter grade next to the averagein the
grade book.

e Comment Entry By (Number/Description): This option affects the way that comments are
entered through the Manual Grade Entry screen in STIClassroom Windows, but has no effect
within STI1Classroom Web.

e Skills Scale (only necessary for courses using a skills bank): Thisisthe grading scale
within ST1Office that contains all of the skills marks and the numerical equivalent ranges assigned
to the marks.

e Grade Posting: Must be set up for each class and grading period. The first and second lines for
posting may be grayed out if posting guidelines have been entered in STIClassroom Windows
Principal’s Module or STIClassroom Web's Admin Services. Each item that will be posted to
STIOffice must be selected in the Heading column, and the corresponding activity should bein
the Activity column.

Category List _

Categories are broad headings used for various groups of assignments. To add a new category, click
Insert. Enter information in the fields as described below.

l;!': Category List

Insertt | Change | Delete

Weight Weight
Category Value Multiplier Additive
DALY WwWORK 100.00 1.00 0.00
GQUIZES 100.00 1.00 0.00

TESTS 100.00 1.00 .00

1.07 Insert | Change | Delete

e Category Name: Thedifferent types of activities should be listed. (ex. Test, Daily Work,
Quizzes, etc.)

o Default Category Value: The most commonly used value for the activitiesin this category.
Vaue may be changed when inserting individual activities.

o Default Weight Multiplier: (only if using points or averages) The most commonly used value
by which every score will be multiplied when computing the course average. Vaue may be
changed when inserting the individual activities. A value of 0 indicates the activity will not be
included in the course average.
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o Default Category Weight Add: The most commonly used number of pointsto be added to
every student’s score for every activity in the selected category. If al scoresin the selected
activity should be considered at their face value when calculating the course average, leave this at
0.

e Percentage (of Grading Period Average): (only if using category points or category
averages) The weight value to be considered when calculating the final course average for all
activitiesin this category. For example, if the total points earned for activities in the category of
homework are to count as 30% of the course average, enter a 30 in the Percentage field on the
homework category.

Copy Activities
This menu option will alow the user to copy activities from one course to the course for which the grade
book is open. Copying activities allows the user to create an activity in one course and not have to

repeatedly enter the activity for each course where it may appear (ex. if the user teaches more than one
section of acourse).

opy Activities

Copy From: | 4003.01: Biology Il 1+

4410 ] h 12 Eatceolujaj:ies
4/10/2005 g

e Select the activity or activitiesto be copied (use the Shift and Ctrl keys to select multiple
activities).

e Click Copy to apply the selected activities to the current course.
e Click the Back button when finished to return to the grade book.

: . N 1]
Define Daily Activities
Each activity is an assignment or other item for which a score will be taken and recorded in the grade book.

To create an activity, click Insert to add a new activity and enter information in the fields as described
below.

e
Sort by:

& Date O Category () Entered Order

Insert | Change | Delete | Import | Export

Day Category Description Yalue Wit Mult Wt Add
4/410/2006 [Monday |TESTS Chapter 12-14 test 100.00 1.00 0.00
4/410/2006 [Monday |HOMEWORE  |Chapter 14, 72115 [15.00 [1.00 0.00
Ingert | Change | Delete | Import | Export

e Select the date and category.
e Enter the description. (ex. Chapter 12-14 test).
e Enter the points possible in the Value field.

e Enter the number of times the score received for this activity should count towards the course
average in the Wt Mult field.
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e Toadd additiona pointsto all students' scores, enter the number of pointsin the Wt Add field.
This applies even if the student does not receive a grade or if they receive a 0.

e Enter any notes (optional). Notes may be printed on progress reports by checking Activity Notes
before printing the reports.

e  Check Copy to Lesson Plan if desired (optional).

e |f adding additional activities, click Cycle. When the activity is saved, a new blank activity screen
will appear.

e Click OK to save.

Enter Grades
This option is depicted by one of two icons on the grade book screen, rather than the menu, but because
grade entry is such an important part of grading, it is discussed here.

Edit Selected Score =

e The Cycle checkboxes (optional) will proceed through the selected activity for all students (Cycle
Activity) or through al activities for the selected student (Cycle Student).

e Enter the score for the student.

e  Check to Drop This Score if the score for this activity should not be included in the course
average.

e Enter ateacher comment (optional). These comments may be printed on progress reports by
checking the Activity Comments box before generating the reports.

e Click Clear to erase the score.
e Click OK to save.

mil|

o Firg, click on the description heading for the activity in which grades are to be entered, or select
the activity from the drop down list. Then click the 4™ icon.

Column Grade Entry

e Enter grades down the column by typing a number and then pressing the Enter key. Alternately,
the teacher may type a number and click the Fill button to fill grades entered to every student
following the student’ s score when Fill was selected.

e  Other functions are to Drop/Undrop Scores and Clear (erase) All Scores.
e Click Save when finished.

Grade Book Comments =

e Enter acomment of up to 50 characters that may be printed on progress reports (as Course
Comment) and class worksheet (Print Comment).

o To select the comment from alist, click the Ellipsis button. Select the comment or Insert anew
comment.

o After acomment has been entered for a selected student, a small icon will appear next to the
student’s name. Hold the mouse pointer over thisicon to view the comment entered.
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Hide Names

The Hide Names option may be useful to print a copy of the grade book and not display student names,
only student ID numbers. To hide the names, select this option from the Menu. The password for the
logged-in user must be entered to hide the names. To get the names to display again, re-select the menu
option and re-enter the password. This setting is saved from one session to the next, so if STIClassroom
Web is closed while names are hidden, logging back in will still have the names hidden.

Drop Scores

o Drop Scores

] Drop Lowest Scorels]

[ Drop Highest S corefs)
Mumber of Scores
1 v

Un-drop Apply | Cancel |

This screen allows a score to be dropped. A dropped score does not count towards the class average. This
option will allow the user to drop either the highest or lowest scores for a student, and allows the user to
determine which category from where the dropped scores come.

Selected Student Only

o  Select either the highest or lowest scores.
o  Enter the number of scoresto drop in the Number of Scores drop-down.

o |f only the selected student (from the grade book) should have the score dropped, check the
Selected Student Only checkbox.

e Click Apply to perform the action.

Move Scores
If a student moves from one section of a course to another section, the grades may be moved from one
grade book to another. The use of this function has the following prerequisites:

e Both sections must be taught by the same teacher

e Theteacher must have been using the Copy Activities function to enter activities, rather than
typing it for each section.

If the above isthe case, then select a student in the grade book and then select Move Scores from the
menu. The scores will be automatically imported and assigned to the activities from which the scores came.

Sort

Students may be sorted in several ways.
e  Student Name
e  Student Number
e User Number (entered on the Comment button)
e Average
e First Name
¢ Random Number
e Selected Activity
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Reports

. m
Print Selected Students’ Report |

Choose print options as desired. To print for multiple students, click the 1 Selected Student(s)
link at the bottom of the screen. Use the Shift+click or Ctrl+click optionsto select multiple
students. When all applicable students have been chosen, click Select. The number of students
selected should be updated. Click Submit.

The report request will be sent to the job queue. Return to the STIClassroom main menu.

The Student Progress Report will be listed in the job queue in the lower |eft corner. When the job
has completed processing, aY will appear next to the name of the report. If thejob is not
completed, there will instead be an N. If the job has completed, click the name of the report to
view. To print, click File from the menu bar and select Print. Close the screen containing the
print job when finished.

Thereport will remain in the job queue for five days. To delete the job from the queue manually,
click the trash can icon next to the report.

Print Grade book my

This option prints the Grade Book in a column format. Click File | Print from the Menu bar. Click the
browser back button to return to STIClassroom.

Print Class Progress Reports |

This option prints progress reports for an entire class. These progress reportsinclude al classesin the
students’ schedules.

Select report options. Attendance may also be printed on Progress Report.

To print for multiple students, click the 1 Selected Student(s) link at the bottom of the screen.
Use the Shift+click or Ctrl+click optionsto select multiple students. Click Select. The number of
students selected should be updated. Click Submit.

The report request will be sent to the job queue. Return to the ST1Classroom main menu.

The Student Progress Report will be listed in the job queue in the lower |eft hand corner. Click the
name of the report to view. To print, click File from the menu bar and select Print. Close the
screen containing the print job when finished.

Thereport will remain in the job queue for five days. To delete the job from the queue manually,
click the trash can icon next to the report.

Post 1'

If printing letter grades on report cards and if numeric scores posted from STIClassroom are not to be
rounded, check the Do Not Round for Letter Grades option. To post grades to ST1Office, click Submit.
The request will be sent to the job queue to be processed in the order it is received. Once grades have been
posted, the request will be removed from the Jobs Queue.
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Other Links

The remainder of the links on this screen are links to screens that are viewable throughout the program.

e Student Schedule ﬂ : The selected student’ s schedul e screen is displayed. The Menu link
contains areport for printing the schedule.

e Student Demographics ﬂ: Information for the selected student may be viewed, much like
when clicking a student’s name on the Class Roster screen. This information includes race, sex,
address, phone number, and guardian information.

e Student Discipline @: Discipline for the selected student may be viewed in thislink. Basic
information such as the date, class, infraction, and disposition are available.

e Student Tests : User-defined tests entered in ST1Office may be seen here. Examples
include state-defined standardized tests.

e Lesson Planner ﬂ:Thisisalink to the lesson planner screen, which works the same as the
Lesson Planner link on the main menu.
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Lesson Planner &

< October 2006 > N
Sun [Mon | Tue [wed| Thu| Fri | Sat I=—== Lesson Flanner
25 |26 |27 |28 129 Selected Course
2 3 4 5] [
50 [ 11 12 (13 Period Class Description lleachoy
17 118 19 | 20 1 5001 53.01 Biclogy Benton, Laura
23|24 |35 [ 26 | 27
L I = Selected Date

'P:[l;; gﬂ;nr:qlay, it 15, AUE Period Attendance
Crustaceans GrPer: Quarter 1 Attendance Mot et T aken
1 |3/23/2006 12/13/2006 | B Weekly: 10/16/2006-10/20/2006 Insert | Change | Delete

|2 [1/3/2007 [5/30/2007 | [ Dae Da Unit Or Chapter
10/16/2006 Monday ~ [Crustaceans

Ingertt | Change | Delete

Expaort Imnpart
Clear Plans = E E

Copy To Move To

The lesson plans displayed are for the date selected on the calendar. To see all lesson plans for the week of
the selected date, check the Weekly box.

The Categories button allows the user to select categories from those that have been entered in
the Principal’s Console.

Copy: Allows copying or moving from one term to another. If number of days does not match,
the system will fill daysin order until finished. Leftover days will be blank.

Export / Import: Allows the user to copy an entire year or a selected date range of lesson plans
into afolder, to be stored onto a floppy diskette for Importing in the next school year. This would
be done after Rollover, after courses have been assigned to teachers, and after the new calendars
have been inserted. Plans may also be imported to another teacher’ s lesson planner.

Copy To / Move To: These linkswill allow the teacher to copy or move lesson plans from one
class to another.

Print Plans: One week usualy fits on one page. To print, click on Menu | Lesson Planner
and choose the date range.

To create anew lesson plan, click the Insert button.
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esson Planner Form

Selected Course

Period Clazs Description Teacher
1 900153.M1 Biology Benton, Laura
Date
-] Objectives Completed
Unit

*Objectives Activities  Materisls  Homework | Aszzessment | Comments

Exarnire thesze simple yet delicious arthropods.

Fecord will be changed 0K | Cancel I

e Set Date and Unit Name. A Unit is defined as a specific subject area or particular section of the
larger body of material pertinent to the class.

e Typeininformation in each tabbed area. Once the lesson plan has been saved, when opened to
view or make changes, any tab that has information entered on it will have an asterisk in front of
the name.

e Typeininformation in each tabbed area. A tab’'s description will have a* indicating that
something has been typed on that tab. Otherwise, no * will display

e  Select the Objectives Completed box when all objectives for this plan have been met.

e Toinsert skillsfrom the STIOffice Skills Bank into the lesson plans, select the skill on the right
side of the screen and click the Add button.

e Click OK to save.

Textbook Management £

Testbook Tracking 4= Back|
Couree Potiod
0015301 - By 1 -
Sckbeagad Saic (=] 2 Check Out Textbook - Web Page Dialog
‘'l Student Name Student Mumbei Hooimes aom -~ Ctudant
Affleck., Ben 280005 nm 2080005 - Atfleck. Ben
Akman, Tios Z100010 913 Book Code Author ;
Borg, Bjom FTRE 1103 33'3 spion St Bad Fublishog
Cormsk, Hasy 2100100 a2 Science Agart | Said Scence Agand
Curmes, Michael E 203000 1m SS:L]EIJ som . s00n
Eubarks. Emies N 20740 202 40,00 4000 £0.00
Fouts, Dan 230085 1001 Book Number Condition Fes
Geoban, Josh noess an | 1 & [$35.00 |
Hams, Gayy D 2100280 an Date ;
LaSads, Tonmy 7S 1203 Wednesday. August 23, 2006 b
Pomesay, Tmothy A 2080440 1m o || Olcrote [ 0K J[ Cance |
Change | Check In
Book Code Diesciiption Book Mumie Changs

Dhans | Check In
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e  Select the book to be assigned from the Book drop-down list.

o All studentsin the selected course will be displayed. Highlight the student to assign a book and
click Check Out.

e Enter the book number to be assigned to the student.
e Select the condition of the book at the time of check out based on school guidelines.
e  Select the date of check out.

e |f assigning books en masse, check the Cycle box. When this record is saved, the check out screen
will display again for the next student.

e Click OK.

After assigning textbooks, click on a student’s name to view the assigned books at the bottom of the screen.
Highlight abook and click Change to change the book number, condition or date.

When the student has returned the book, highlight the student’ s name, then highlight the book at the bottom
of the screen and click Check In. If the school’ s policy isto charge students who are returning a book that
has been damaged, select the return codes based on school guidelines. The charge field will befilled in
automatically. Click OK.

To clear al books from students except those that have not yet been checked in, click Clear.

Skills |

The Skills Bank is set up in the STIOffice Program. After the Skills Bank has been created in ST1Office
and skills have been activated through ST Principal’s Module, the Skills icon will become active on the
main menu in STIClassroom.

e Inorder for teachersto be able to enter skills, they must first be granted access to the Skills
Desktop through the Principal’s Module or STI1Classroom Web Admin Services.

e To accessthe Skills Desktop in STIClassroom Web, click theicon in the main screen.

e Toenter asingle mark in the Skills Desktop, double-click in the appropriate skill column across
from the name of the appropriate student. Alternately, you may click in the skill column and then
click the Edit the Selected Mark button on the toolbar.

e Toenter skillsmarksfor the entire class, click in the skill column and then click the ﬂl (Edit
Column) button. Enter the grades for students and click Save.

e TheProgress Report for selected student(s) works exactly the same way as they do in the grade
m
book. Select the student and click the —I (Progress Report) button. To print for multiple
students, click the Selected Students link and use Ctrl+click and Shift+click to select them.

e |f the Skills Desktop is used as the sole collector of skills marks, no posting is necessary. Posting
isonly required for traditiona grades.
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