Advanced Aspen IMS Gradebook

30 minutes

Description

Tracking assignments and scores is a necessary feature of any gradebook. What's more, having
a way to customize the grades you enter and track extra information about them can give you the
insight you need when entering final grades.

In the Aspen IMS gradebook, you can create your own grade scales to use values specific to
your classes or assignments, create special codes you enter for assignments not scored, track
missing assignments, and enter footnote codes next to scores to offer more explanation of the
score you entered.

Upon completion of this lesson, you will create your own grade scale, create special codes, be
able to track the number of missing assignments for each student in a grade term, and create
footnotes and enter them on the Scores page.

Prerequisites

Make sure you have completed the following lesson plans:

¢ Finding Your Way Around Aspen

¢ Getting Started with Aspen IMS

e Setting Up Your Aspen IMS Gradebook
¢ Creating Assignments

o Entering Scores

Participant Objectives

o Create a grade scale and assign it to all classes, specific classes, or assignments.

o Create special codes to indicate why assignments were missed or a certain score was
entered.

o Create footnotes to enter with scores to explain circumstances of the score.



Activities

o Answer questions in the Plan section to prepare to create grade scales, special codes, and
footnotes.

o Create a grade scale.

o Assign a grade scale to all classes, a specific class, or a specific assignment category or
assignment.

o Create a special code and enter it for a score.
o Track missing assignments for a term using a special code.
o Create afootnote and enter it with a score.

Resources

For more information on this lesson and to complete the Plan and Apply sections, refer to the resources
listed below. These are available in Aspen from the Help menu, Videos. You can also access online
Help from the Help menu.

Quick Reference Guides:

e Teacher Grade Scales
e Gradebook Special Codes
e Gradebook Footnotes
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Plan

Use the space provided to record your answers to the following questions.

1. Do you use the same grading scale as your district's grade scale? If not, what is the grade scale
you use?

2. How do you currently track missing assignments? How do they affect a student's term average?

3. How do you document that a student turned an assignment in late, or a student didn't finish a timed
test in the time allotted?
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Apply

Now that you've taken an in-depth look at the advanced features of the Aspen IMS gradebook,
complete the following in the order listed:

[] Create a grade scale.

|:| Apply the grade scale to all of your classes, a specific class, an assignment category, ora
specific assignment.

|:| Set up the Missing column on the Scores page to track the number of missing assignments.
[[] Create a special code and enter it for a student's score.

|:| Create a footnote, then use it when you enter a score to indicate that an assignment was late.
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Assess

Staff Name:

Date:

Advanced Aspen IMS Gradebook

Use the following table to confirm that you successfully completed each task, and to make

any notes:

Do this in Aspen...

Create my own grade scale.

Assign a grade scale to all my classes, one class, or a specific assignment.

Set up the Missing column on the Scores page to track missing assignments during a term.

Create special codes and use them on the Scores page.

Create footnotes and use them on the Scores page.

Notes:
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Follett Aspen Teacher Grade Scales

Quick Reference Guide

Create Teacher Grade Scales in the Gradebook

Your Aspen administrator creates grade scales for your district in the District view. Those grades are
available for you and all teachers to use for their students’ assignment and end-of-term grades.

Because the grades in the district grade scales might not fit your personal grading system, you can create
your own grade scales and link them to specific class sections, specific assignment categories, or
individual assignments.

There are two ways teacher grade scales can work with your district’s grade
scale:

o District administrators can define alignment codes for each grade in a district grade scale. Then, you
can align each grade within a grade scale you create in your gradebook to the codes in the district grade
scale. This way, when Aspen calculates the values in average columns for that section, it maps the
grades that you enter to the appropriate grades in the district grade scale. For example, if you create a
1-4 grade scale, you can determine that a score of 3 in your grade scale is equal to a B in the district
grade scale. Without doing so, Aspen calculates a score of 3 as a 75 (C) out of 100. (link)

Your Grade Term Average in Post Column Grade on Report Card

3 3 B

o You can enter the grades within the scales you create only when entering assignment grades. When
Aspen calculates term grades for district post columns, it matches any grades from your grade scale to
the appropriate grade in the district grade scale by points.

Note: If you cannot align your grades with district alignment codes, you must use characters
that are not numbers or letters matching any values on the district grade scale; Aspen will not be
able to tell the difference between your B (88) and the district B (82).

Your Grade Term Average in Post Column Grade on Report Card

3 C Cc

Create Your Own Grade Scales for Assignments, Categories, or
Sections

Your Aspen administrator creates grade scales for your district in the District view. Those grades are
available for all teachers to use for their students’ assignment grades. Because the grades in the district
grade scales might not fit a teacher’s personal grading system, teachers can create their own grade scales
and link them to specific class sections, specific assignment categories, or individual assignments.

Aspen is marketed by X2 Development Corporation, a wholly owned subsidiary of Follett Software Company.
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Follett Aspen Teacher Grade Scales

Quick Reference Guide

Teachers can enter the grades within the scales they create only when entering assignment grades. When
Aspen calculates term grades for district post columns, it matches any grades from a teacher's grade
scale to the appropriate grade in the district grade scale.

Example 1: Teacher grade scales (and grades within that grade scale):
Grade Scale:My Homework Scale

Grades (within the My Homework Scale grade scale)

Code Value Cutoff Value
GJ 10.0 7.5
AE 7.0 45
MA 4.0 0.5
DT 0.0 0.0

In this example, the teacher wants to create a scale for homework which uses four values for homework:

e GJ=greatjob=10

o AE = average effort =7

o MA = minimum attempt = 4
e DT=didnottry=0

The teacher maps these codes to numerical values so that all assignments can be averaged together for a
homework average.

For example, a student receives the following five homework scores: MA, MA, MA, AE, and AE. Aspen
averages the corresponding values to arrive at a homework average.

(MA+MA+MA+AE+AE) _ (4.0+4.0+4.0+7.0+7.0)
5 o 5

= 5.2 AE

Since 5.2 is above the cutoff of 4.5, the student receives a score of AE.

Assignment scores can be entered in different ways: as letters, numbers, or both. So a teacher could enter
an AE or enter any number greater than 4.5 and less than 7.5, which also corresponds to an AE.

The difference is subtle. If the teacher enters numbers for the assignment, then the actual numbers are
used for the calculations. If the teacher enters letters for the assignment, then the grade scale values are
used for calculations.

Three scores: AE, AE, GJ average to: 8.0 GJ; (7 + 7+ 10)/3=24/3=8.0

Three scores of 5, 5, 8 average to: 6.0 AE; (5+ 5+ 8)/3=18/3=6.0
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Follett Aspen- Teacher Grade Scales

SN Quick Reference Guid
nstructional Management System Hick Relerence Buide

Example 2: Teacher grade scales (and grades within that grade scale):
Grade Scale:My Homework Check

Grades (within the My Homework Check grade scale)

| Cutoff Value

= 3.0 15

In this example, the teacher wants to create a scale for homework which uses three values:

e +represents acheck plus =5
o =represents acheck =3
e -represents a check minus =1

In Aspen, this looks like the following:

Options Reports

Grade Scales :: My Homework Check

Grade Scales 0 of 3 selected 7 All Records
Details 7] [Code Value Cutoff
» Grades =N -sg -35
Gl ) 15
10 00
Footnoles

To create a teacher grade scale, first create the grade scale, then define the grades within that scale.

To create a grade scale:

1. Log on to the Staff view.
2. Click the Tools tab.
3. Click the Grade Scales side-tab. A list of grade scales appears.

Aspen is marketed by X2 Development Corporation, a wholly owned subsidiary of Follett Software Company.
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Follett Aspen- Teacher Grade Scales

nstructional Management System Quick Reference Guide

On the Options menu, click Add. The New Grade Scale page appears.

Type a name for the grade scale.

Type the maximum number of points a student can earn for an assignment that uses this grade scale.
Type the minimum number of points a student can earn for an assignment that uses this grade scale.

®©® N o o k&

Type the maximum and minimum input values. These values give you the ability to enter more or less
points than the maximum or minimum points you define without affecting any other students' grades for
the assignment. For example, assume you want to enter the value 110 for an assignment with a 100-
point maximum. If you define the maximum input as 110 or higher, you can enter 110 without affecting
all other grades for that assignment.

9. Click Save.

To define the grades within the grade scale:

1. Onthe Grade Scales page, select the checkbox next to the grade scale you created, and click Grade
Definitions on the Grade Scales side-tab.

2. Onthe Options menu, click Add. The New Grade Definition page appears.
3. Typeacode.

4. Type avalue for the grade. This value is often the maximum percentage a student earns to receive this
grade.

5. Type a cutoff value for the grade. This value is often the lowest percentage a student earns to receive
this grade.

6. Click Save.

7. Repeat steps 1-6 to define every grade within a grade scale. Now, link this grade scale to any section,
category or individual assignment you want to enter these grades for.

Example 1 (continued)

A sample score grid containing homework assignments HW1 and HW2 which both use the example My
Homework Scale as the grade scale (GJ = 10, AE=7, MA =4, DT =0).
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Follett Aspen- Teacher Grade Scales

Quick Reference Guide

Student Fields Grade Columns
Default Fields - C] Category: HW - C]
HW Q1 HW HwW2
= 11/01 11102
Name YOG HW HW
10 pts. 10 pts.
e e
Clark, Thomas 2015 |70.0 C- AE AE
Dejesus,Tianna@ 2015 |85.0B AE GJ
Deliz, Hasnain 53 2016 |55.0F AE MA
Fernandez, CooperlLee (2016 |[20.0F MA oT
Fitts, Concetta T 2015 |70.0 C- MA GJ
Harpin, John Hamilton | 2015 |85.0B Gl AE
Lamountain, Mary T 23015 |0D.0DF DT oT
Peckham, Britnee 2015 [35.0F AE oT
Resendes, Jennifer 2016 |85.0B AE GJ
Rice, Christina 2015 |20.0F MA oT
Thomas, Mary 2016 |35.0F AE oT
Walker, Mathan 2015 |55.0F AE MA
Average score 5.3F 5.9 AE 4.3 MA

Below is the same sample score grid containing homework assignments HW1 and HW2 which both use
the example My Homework Scale as the grade scale (GJ = 10, AE=7, MA=4,DT=0).

In this example, the teacher is also entering numerical values.
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Follett Aspen- Teacher Grade Scales

Quick Reference Guide

Student Fields Grade Columns
Default Fields - E] Category: HW - E]
HW Q11 HW1 HW?2
= 1101 1102

Name YOG HW HW

10 pts. 10 pt=.

© 2 L 2
Clark, Thomas 2015 |T0.0 C- AE 7 \
Dejesus,Tianna@ 2015 | 80.0 B- AE g9
Deliz, Hasnain 53 2016 |66.0D AE 5.2}

N
Fernandez, CooperlLee (2016 |[20.0F A OT
Fitts, Concetta T 2015 |T0.0 C- A GJ
Harpin, John Hamilton 2015 [85.0B e AE
Lamountain, Mary §~  |2015 |0.0F oT oT
Peckham, Britnee 2015 | 35.0F AE oT
Resendes, Jennifer 2016 |85.0B AE Gl
Rice, Christina 2015 [20.0F A DT
Thomas, Mary 2016 |35.0F AE OT
Walker, Mathan 2015 [55.0F AE MA
Average score 5.8F 5.9 AE 4.4 MA
Comparing the two examples, notice that numeric values are used in calculations when available.
Example 1: Example 2:
SR Homework Average Homework Average
Thomas Clark 70% C—=(AE + AE)2= (7 +7)/2 70% C—=(AE+7)2=(7 +7)2
Tianna Dejesus 85% B = (AE + GJ)/2 = (7 + 10)/2 80B-=(AE +9)2=(7 +9)/2
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Follett Aspen- Teacher Grade Scales

, ick Reference Guid
nstructional Management System Quick Reference Guide

Create Teacher Grade Scales Aligned with District Codes

If your district administrator creates alignment codes for each grade in the district grade scale, you can
create your own grades, and align each one to a district grade. This way, you determine exactly what
district value appears on your students’ report cards, as aligned to the grade that appears in your
gradebook.

To align grades in your teacher grade scale to a district alignment code:

1.
2.
3.
4.
5.
6.
7.

Log on to the Staff view.

Click the Tools tab.

Click the Grade Scales side-tab.

Select a grade scale, and click Grades.

To create a new grade within the scale, on the Options menu, click Add.
Type the Code, Value, and Cutoff Value.

At the Alignment Code field, select the grade from the district grade scale that will represent this
grade on a student's report card.

8. Click Save.

Aspen is marketed by X2 Development Corporation, a wholly owned subsidiary of Follett Software Company.
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Follett Aspen- Gradebook Special Codes

nstructional Management System

Quick Reference Guide

o g w2

8.

9.

Create Special Codes for Assignment Grades

Teachers can create special gradebook codes to exempt an assignment score from a student’s average or
to count as a zero (0). For example, you might create the MED (medical) code to explain why a student did
not complete an assignment, and then determine that the score does not affect the student's average.

To create special codes:

Log on to the Staff view.

Click the Tools tab.

Click the Special Codes side-tab.

On the Options menu, click Add. The New Gradebook Special Code page appears

Enter the code.

Click the Behavior drop-down to select one of the following:

o Exempt from calculations to determine that the system should not count this assignment when
calculating the student’s average.

o Calculate as zero to determine that the system should count this as a zero when calculating the
student’s average.

Select the Report as missing checkbox if you want assignments with this code to appear on reports
that list missing assignments (such as a progress report). These assignments appear in addition to
assignments with no score.

Select the Color you want the system to display the code in after you click Save. For example, you
might want the CH (cheated) code to appear in red so that you can easily locate it on the Scores page.

Click Save.

Track Missing Assignments for a Term

During a grading term, you can track how many assignments your students missed or did not submit.

Aspen is marketed by X2 Development Corporation, a wholly owned subsidiary of Follett Software Company.
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Follett Aspen

structional Management Sy

Gradebook Special Codes

Quick Reference Guide

for missing assignments:

Pages Classes  Planner Quest Student

The Missing column shows the total number of assignments for which you entered your special code(s)

m

Options Reports Help u
Class List :: 2012-2013-011-01-English 9 C <! < [ |[»1]
Details Student Fields Grade Golumns Tem Status i
ER e B S Y * @ Evoles © Windawn 01107
Roster
Contacts 0 Hemew 2 Homen 2 Smwrz Smwrt Smwr2 Homew 1 Y
B 131 08r21 09/04 10 10 10 09/13 I}
Seating Chart | (1 k - Homework Homewor Sm Wiiing Asign | Sm Witing Assign |Sm Wiriing Asign | Homewort
8 BHa BHa 8 a LBl BHa
Groups
anarews, Lilian zfm o "{ 10 10 o o N 15 Foc
Curmriculum
st o [] D o . : [ oo
: Byme, Peter 180 l 10 10 o o 5 15 s700+
Reporting p
Standards Chazan, Howard [g5) 61 |10 10 0 o 5 s 5100
Cotogoros | oz o B o ) ‘ s " oc
B 1 koo |10 1 o T B3 s s 1000ae
Assignments
Donovan, Matthew F~  [z016/1 10 10 10 o 5 15 Ti0c
Student
Grigorenco, Kevin F-fiz) f2016|0 10 10 10 o o s o 50.0F
Class
. Callen e o 1 o o o s s
Attendance | i e e
on 18 T e |1 T & o A 5 " e
elley, Evyn T Jrelo o] 10 10 o o 5 15 Toc
Louke, Alszandria z\«s i «f 10 0 10 10 5 15 1000 Ar
Moqueeney. Seoft z«\m o 1,& 10 o o o 5 o s00F
Quinn, Jack zn‘f o o 10 10 10 10 5 15 1000 Ar
Romaine. Reymond T |00 10 10 0 10 10 5 15 1000 s
Average score N Tiooar 1004+ 100 A+ 30F 30F 50A+ 1208 780C

Count empty as missing checkbox.

To track missing assignments using the Missing column on the Scores page:

1. Onthe Tools tab, Special Codes side-tab, create one or more special codes that you can enter for

assignments students do not turn in. Be sure to select the Report as missing checkbox. You can also
determine if entering that code affects student averages.

2. Inyour user preferences, select the Show missing column checkbox. If you want Aspen to include
assignments that were due before today that you do not enter scores for in the missing total, select the

3. Onthe Scores page, enter the special codes you created to use for missing assignments. Each time
you enter the code(s) for an assignment, Aspen calculates the total number for that grading term in the
Missing column.

Aspen is marketed by X2 Development Corporation, a wholly owned subsidiary of Follett Software Company.
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Follett Aspen- Creating Footnotes

Quick Reference Guide

Create Footnotes

Create footnotes to add special notes to scores on the Scores page. The notes do not add or subtract any
points, or affect the student’s average. They simply offer you a place to record notes regarding an
assignment grade.

For example, a student might receive a C for an assignment — two grades lower than he actually earned,
because he submitted it two weeks late.

After you enter a footnote for a score, the code you select appears next to the score. To view the footnote,
use your cursor to hover over the footnote code:

Pages My Info Student = Attendance Gradebook PD Tools

Options Reports Help B
Class List :: 2010-2011-128-02-Media Production MY
P— e e = =
DetsuntFields v [ Al ~ @ e v @ Enolles © witharswn
Roster
Contacts at SR 1 LF1 SF2 sF3 LF2
] 09115 10001 10115 1101 11/05
Seating Chart | [N S - S— Small Froject | Large Froject | Small Froject | Small Froject | Large Project
o o0 iyl iyl iyl
Groups ~]&] ~]&] [=]s} [~]a] (~]s]
Curriculum A atr 2011 80.0 B- 85 o6 83 88 91 Il
=
2 = 2011 8428 85 78 84 85 30
Reporting el T [2011 3o | s B B P
Standards
2011 80.0 B- 85 72 83 88 85
Categories o~ |ma| e | |smas | = - ” -
Assignments ! 2011 914 A- 5 53 58 il £l
2011 e
e e o B o o5 |
B 8578 g3 [TEST e &7 £ o1 I
p— i atinsins < 3 [orsee |3 s = - -
Attendance e mecr o B = = -
71.9C- 94 48 83 78 29
& [essoe  es o5 s s =0
RER o o0 s 2
8378 85 78 82 77 21 L
Sl lease = -
e era 0cs e ec ssa

To create footnotes:

Log on to the Staff view.

Click the Tools tab.

Click the Footnotes side-tab.

On the Options menu, click Add. The New Gradebook Footnote page appears.

Type the code. This is the code you can enter on the Scores page by pressing CTRL+N.
Type the description.

Click Save.

N o ok o=
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