
MarkBook® Admin Edition by The Acadiem Group               Page 1 

 

 

 

 

 
 

 

 

 

 
User’s Guide 

 
Version 14 

June 2015 

 

 

 

 

 

 

 

 

 
 

 

 
Copyright 2015, The Acadiem Group



MarkBook® Admin Edition by The Acadiem Group               Page 2 

Table of Contents 

 

Overview ............................................................................................................................................... 3 

Section 1 – Preparation for Use by the Administrator .......................................................................... 4 

1.1 Installation................................................................................................................................... 4 

1.2 Configuration and Customization ............................................................................................... 6 

 

Section 2 - Teacher Preparation for Input to MarkBook Admin Edition 

 

2.1 MarkBook Configuration ............................................................................................................ 8 

2.2 Exporting Files to MarkBook Admin Edition ............................................................................ 9 

Section 3 – Importing the .AET Files into MarkBook Admin Edition ............................................... 11 

Section 4 – Using MarkBook Admin Edition ..................................................................................... 13 

4.1 Class Detail ............................................................................................................................... 13 

4.2 Student Achievement ................................................................................................................ 13 

4.3 Reporting Periods...................................................................................................................... 15 

4.4Learning Skills ........................................................................................................................... 15 

4.3 Student Schedule ....................................................................................................................... 15 

4.3 Anecdotal Notes ........................................................................................................................ 15 

 

Section 5 – Reports from MarkBook Admin Edition ......................................................................... 15 

5.1 Analysis by Course ................................................................................................................... 15 

5.2 Analysis by Grade ..................................................................................................................... 17 

5.3 Analysis by Teacher .................................................................................................................. 17 

5.4 Analysis by Student .................................................................................................................. 19 

5.5 Multi-Subject Report ................................................................................................................ 20 

5.6 Honor Roll Report................................................................................................................... 222 

5.7 Timetable/Schedule Report ..................................................................................................... 233 

Section 6 – Periodic Use of MarkBook Admin Edition throughout the School Year ...................... 244 

6.1 Reporting Periods.................................................................................................................... 244 

6.2 Compaction of the Database ................................................................................................... 255 

 



MarkBook® Admin Edition by The Acadiem Group               Page 3 

Overview 
 
MarkBook Admin Edition is a software tool for department heads, counselors, and principals.  

Designed to work hand in hand with world famous MarkBook Class Management Software, 

MarkBook Admin Edition easily and quickly generates a wealth of invaluable up-to-date information 

that includes: 

¶ Class lists, teacher lists, and student timetables.   

¶ Instant viewing of latest achievement levels of students.   

¶ Cumulative data on attendance and lates. 

¶ Reports on individual students with academic or attendance issues. 

¶ Cross-school reports that provide analysis of marks, medians, and failure rates grouped by 
course, or by grade, or by Teacher, or for individual students.   

¶ Honor roll production, calculated using parameters entered by the school administration. 

 

MarkBook Admin Edition: 

¶ May be installed as a networked application or installed locally.  

¶ May be used by all staff or restricted as required. 

¶ Can be used to provide an alternate source of student information to the regular school 
administration system.    

 

MarkBook Admin Edition requires a separate Department or Site License of MarkBook Class 

Management Software (See www.asyluminc .com for details) 
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Section 1 – Preparation for Use by the Administrator 
 
1.1 Installation 

 

1. Insert the MarkBook Admin Edition CD into your CD-ROM. The opening Welcome Menu 

screen will appear: 

 

2. Click on  theInstall  button.  

3. Follow the instructions which will install the desktop components of MarkBook Admin Edition. 
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4. Launch the application. Under File, click 

New. Name the new file and choose a 

location (on the network or locally) where 

this file will be saved. At this point the main 

database where your data will be stored is 

being created and named. Click Save to 

continue. 

 

 

 

 

5. Now add the information about your school in the format you wish to see on your reports. Click 

OK  when complete. 
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1.2 Configuration and Customization 
 

1. The next step is to add the teacher’s names. This can be done after entering the school name and 

address or may be accessed through the Edit Menu.  

Select the appropriate title for 

the teacher from the dropdown 

list or type the title.  Add the 

First Name (or initial) and 

Surname.  This is how the 

teacher’s names will appear on 

reports.  

 Click the Add button. The 

application will add each to the 

list in alphabetical order. It will 

also assign a random, six-

character ID number. You can 

change theID Numberif you 

wish, click to highlight it and 

then re-type using a format with three letters and three digits. Some administrators prefer to assign 

ID Numbers based on the teacher names. In any case, this ID Number is essential, and must be 

unique.  Duplicates are not permitted. 

 

2. Adding, deleting, or editing teachers may be performed at any time by opening the school’s 
database, clicking Edit  in the upper menu bar, and selecting Teacher List.  Additions are 

described above.  Edit by clicking on the data to change, type new data, and press the Enter key. 

To delete a teacher, use the Delete button 

near the lower right of the screen. 

 

3. NOTE: Adding teachers to the list does 

not need to be performed each time a new 

database is started. Use the Import 

Teacher List button on the screen above 

in the new database to open a screen that 

allows you to select the old database from 

which you wish to import the teacher list: 

Choose the .mkp file from which to 

import teacher names, and click the Open 

button.  The teacher list from that database 

will be imported into the new one. If you 

import teacher names into a database 

already containing some names, MarkBook Admin Edition will add only those names not present 

already in the new database. 

 

4. You may return to any of these screens to modify data at later time by clicking Edit  in the main 

menu bar, then Setup. Select the option you wish to follow from the screen that appears. 
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5. Teachers will need to be informed of two particulars in providing data to MarkBook Admin 

Edition: 

 

¶ Their ID Numbers. Use the Print List  button at the lower right of the Teacher List frame to 
generate a list, or print individual labels using the Print Labels button. The label option 

would be used if you are going to transfer data from teachers to administration via floppy 

disks, or if you wish to provide each teacher with an ID Number without disclosing the 

complete list. 

 

¶ The method to be used for transmitting MarkBook data to you in MarkBook Admin Edition. 

This will vary depending on the school. Some may use floppy disks, some may use email 

attachments, and some may arrange storage space on an accessible server on the network. In 

the server case, arrange with your IT people for access control to this location. 

 

6. Once this information has been communicated to the teachers, MarkBook Admin Edition is ready 

to receive data from MarkBook. Regardless of which method of transfer is used, ensure that all 

data arrives in the same location for easy access by MarkBook Admin Edition.  This folder 

should be used ONLY for storing teacher data files.
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Section 2 – Teacher Preparation for Input to MarkBook 
Admin Edition 

 

2.1 MarkBook Configuration 
 

 Launch MarkBook .  

¶ Open a class.   

¶ Click Mark Sets in the upper menu bar and select Edit  to get the screen below.   

¶ If not already done, fill in the Room number and the Day number when the class first meets 
(usually Day 1).   

¶ In the Period field, type in the semester and period separated by a hyphen. 2-1 in this 
example means semester 2, period 1. 3-4 could mean third trimester, period 4.   

¶ Click the Save button in the lower right corner (not shown). 

¶ Elementary teachers will likely send separate files for each Mark Set. 
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2.2 Exporting Files to MarkBook Admin Edition 
 

1. Your administration will give you a six-character ID Number.   

¶ From MarkBook’s main screen, click the Reports tab in the upper menu bar and select 
MarkBook Admin Edition viewthis screen: 

¶ Type in your 

six-character 

ID Number. 

(WPZ661 in 

this example.)   

¶ In the Course 
and Section 

fields, fill in 

your course, 

section, grade 

and credit value 

(1.0 typically 

but there may 

be half-credit 

and multi-credit 

courses).  If 

you wish, edit 

with the Setup 

the óRulesô button.   

¶ If you have multiple Mark Sets, Select Data from [Combined Mark Sets], [All] Units , and 
[All] Categories to be sure include all the assessment data.   

¶ Elementary teachers will likely send one file from each subject Mark Set. If there is more 
than one comment file, decide which one is used. 

 

2. Click the Export File  button in the lower right corner. (See screen above)   

¶ Decide where the file is to be saved (see screen below). For MarkBook, your network 

manager can pre-set the target location. Your administration will inform you in advance of 

how the data transfer will occur. 

¶ If not sending the .AET  
file through the network, 

deliver it to the 

administration on diskette 

or as an attachment to E-

mail. (as directed by 

administration) 

¶ Accept the suggested 
name 

(WPZ661_MAT2D1-

01.AET here) since it will 
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be unique in your school. Once the Save in: location is arranged by the network 

administrator, click the Save button. If you have previously made an .AET file for a given 

class, you may be prompted to replace the existing file.  Select Yes.   

 

3. Repeat Sections 2.1 and 2.2 above with each of your other classes or subject Mark Sets so that 

you have generated one .AET file for each subject class taught.  

 

Class Export Options 

 
1. Over-riding the Calculated Mark  

 

Teachers may alter the mark submitted for a 

student if, in their professional judgment, the 

calculated mark is not indicative of the student’s 

achievement.  Click the Review/Export button to 

reveal this window. 

 

Select the student whose mark you wish to alter 

and enter the amended mark in the field beside 

their name.  This does not affect the calculated 

mark in MarkBook, only the grade submitted to 

Admin Edition. 

 

Click the Export button when you have completed making the required changes. 

 
2. Auto Export  

 

This button is at the lower right of the  screen. If checked, an .AET file will be automatically 

submitted for each class whenever the teacher re-visits Class Report, Student Report or 

Combined Report. However, the teacher has to setup and export the first .AET class file 

manually. This determines which Mark Set (or a Combined Report) is the data source, which 

Comment file is used, the 'credit value', and the destination path. This first manual submission 

prevents inappropriate data from being submitted (e.g. Mark Sets for learning skills and 

behaviours). Even if the "Allow" cell is checked, nothing will be sent until after a first .AET file 

is successfully exported. This first-time submission must be done manually for each class. After 

that, the 
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Section 3 – Importing the .AET Files into MarkBook Admin Edition 
 

1. Launch MarkBook Admin Edition. (It will automatically open your last-used school database.) 

¶ Click Import/Export in the upper menu bar.  

¶ Select Import Data to get the following screen.  Select Reporting Period 1.  

¶ Click the Select ImportDirectory button to locate the .AET files.  (This is the location 
prearranged with staff so that all data is in a single file.) 

 

2. Browse to find the files. Click once on any .AET  file name and click the Open button: 

 

3. You are returned to the Import Assessment Dataframe above, and the path to the file location 

now shows in the Import from:  field.  Click the Import  button.  All files in this directory will 

import into MarkBook Admin Edition. You’ll get a message, stating Import and file update 

complete. You may also get some information about the location of the folder where the data 

files have been moved.  
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4. Click OK  to get the following screen: 

 

 

5. Sort the class order using the Sort By: drop-down box at the bottom center of the screen.  Sort 

by Teacher to isolate each teacher’s classes in a group. Sort by Mean or Median to see classes 

with exceptionally high or low scores. If this is the second or a subsequent time where you have 

imported data for these same classes, sort by Upload Date to see if any data is from stale .AET 

files. Note that the first class in this example has a much older date than the others. If this class is 

still active, it would be appropriate to ask this teacher for fresh data. 

 

6. Be careful with the use of the Clear All Course and Student Data button. You will be given a 

warning, but if you continue, pressing this button will erase all current class data ready to import 

new information from staff. Similarly, the Delete Selected Course button deletes a course and it 

is impossible to retrieve it once deleted! 

 

7. NOTE: When the files are imported into MarkBook Admin Edition, the folder in which the files 

were stored is emptied (ready for the next import of teacher data).  MarkBook Admin Edition 

creates a sub-folder called Archive and moves the files into it.  As further imports occur, the 

files in the Archive folder are overwritten with newer ones, but no files are ever deleted. In other 

words, the MAIN folder holds only the current import batch, while the ARCHIVE folder holds the 

latest copy of each file imported since the database was created. 
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Section 4 – UsingMarkBook Admin Edition 
 

Once data has been imported and/or updated, see the following items: 

 

4.1 Class Detail 
 

1. Select any class by clicking on its line on the Classes frame and then clicking the Class Detail 

button. The screen below opens. A display of the latest imported summary data shows at the 

right and all individual results appear in a scrollable list at the left. NM means that NoMark has 

been assigned for that particular entry. 

2. Select other classes with the alpha-order display at the lower right. You may print the class 

report to screen and then onto paper using the Print  button. 

4.2 Student Achievement 
 

1.  Click the Class Detail button to get the 

accompanying screen. Select individuals by  

¶ student number (lower left) 

which are in ascending order by 

clicking the down (▼) arrow or 

entering the student number,  

¶ last name (lower right) which 

are in alphabetical order by 

clicking the down (▼) arrow or 

entering the surname  

Use the Edit Menu-Options menu item to 

display this screen to set the Mark Levels used to generate the graph on the right side of the screen. 
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2.  Click the Student Achievement button to get the following screen. 

 

¶ using the Select Student keys. 

(lower center) using the 

navigation arrows: clicking 

the right-pointing arrow (►) 

to advance one down the list 

of students, the left-pointing 

arrow (◄) to return one up 

the list or (▐◄ or ►▌) to 

move to the start or end of the 

list of students) 
 

3. If there are more than two report periods 

on file, one may see student progress over time in the various Report # columns.   

 

4. Use the Show Notes / Hide Notes button to add an individualized administrative note to the 

printout generated in the next step.  This note is separate from any notes that teachers may have 

inserted via MarkBook. 

5. Stored photographs of the students may be viewed from this frame by pressing the Photo button. 

Photographs may be accessed by directing the application to a folder containing .jpg format files. 

 

 
 

6. Click the Print  button to make a single multi-subject report card for the student. 
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4.3 Reporting Periods 
 

Select the appropriate tab to view Student Achievement for either the current reporting period 

only (more detail) or for to see a summary of achievement for all reporting periods. 

 

4.4 Learning Skills 
 

If Learning Skills have been assessed in MarkBook, then that data will also be available to you in 

Admin Edition by clicking the appropriate tab.  Use the Edit Menu – Setup option to choose the 

Learning Skill scheme used by your teachers in MarkBook. 

 
 

4.5 Student Schedule 
 

 Click the Schedule tab to view the 

following screen: 

 

The student schedule generated by 

MarkBook Admin Edition is based on 

class data entered by your teachers, and 

provides a quick alternative to normal 

methods of accessing student schedules 

via the school administration system. 

 

4.5 Anectodal Notes 
 

1. Use Show Notes and Hide Notes buttons at the bottom to add specific commentary about 

selected individuals.  This is the same Note box opened with the Student Achievement button 

and is separate from teacher entered MarkBook comments. 

 

Section 5 – Reports from MarkBook Admin Edition 
 

By going to Reports in the menu bar at the top of the screen, the following on-screen or paper 

reports may be generated: 

 

5.1 Analysis by Course 
 

  The analysis of student achievement by course may be generated following these steps: 
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¶ Click Reports in the top menu bar and select Analysis by Course. 

¶ You are presented first with a Select Course option box to view All Courses or to view an 

individual course (all sections of it).  Make your selection and click OK 

¶ The report sorts alphabetically by course code. 

¶ All sections of each course are shown, along with the failure rates, median, mean, and mark 
distribution. 

¶ Summary results for all sections in the course are displayed as well. 

¶ Print the report by clicking the small printer icon in the bar immediately above the report 

view.  Close the view with the Close button at upper right.  You will then be presented with 

the Select Course option box again to either select another course or use the Cancel button to 

return to the main screen. 
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5.2 Analysis by Grade 
  The analysis of student achievement by grade may be generated following these steps: 

¶ Click Reports in the top menu bar and select Analysis by Grade.  You are presented with a 
Select Grade option box regarding All Grades or you may choose one grade. 

¶ The report sorts alpha by grade, and then alpha by course code within the grade. 

¶ All sections of each course are shown, along with the failure rates, median, mean, and mark 
distribution. 

¶ Summary results for all sections in the course are displayed as well. 

¶ Summary results for the grade are displayed at the end of the report. 

¶ Use the printer icon in the menu bar to print the report, use the Close button to return to main 

screen.  On closing, you are again presented with the Select Grade option box to either select 

another grade or all grades, or to continue exit by clicking Cancel. 

 

5.3 Analysis by Teacher 
  The analysis of student achievement by teacher may be generated following these steps: 

¶ Click Reports in the top menu bar and select Analysis by Teacher. 

¶ The report groups all of a teacher’s classes together and shows the number of students in 
each, the failure rate as a percentage, the mean and the median for each class, and a mark 

distribution for class. 

¶ Summary results for the teacher are also shown above. 

¶ Use the printer icon to print a hard copy.  Use the Close button to return to main screen. 
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The level values used for determining the distribution of students can be customized using the 

Analysis Tab of the Setup window found in the Edit menu. 
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5.4 Analysis by Student 
  The analysis of student achievement by student may be generated following these steps: 

¶ Click Reports in the top menu bar and select Analysis by Grade. 

¶ The following Student Achievement Report option box appears: 

 

¶ The choices allow viewing of all 
courses of each student, or filtered by 

mark range, absences or both.  In the 

example above, the user has chosen to 

see only those subjects for students 

with marks between 0 and 50.  The 

report looks like this: 

¶ Note that telephone numbers appear 
for easy reference in the shaded band 

containing each student’s name. 
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5.5 Multi-Subject Report 
  The analysis of student achievement by multiple subject may be generated following these steps: 

¶ Click Reports in the top menu bar and select Multi -Subject Report. 

¶ This option produces a report card for each student, showing the latest data loaded from 

MarkBook.   

¶ The following Multi-Subject Report option box appears: 
 

 

¶ The screen allows you to add a title to the report cards, to specify sort order, to include a  
School Logo graphic if available, and to specify whether or not each report should include a 

‘tear off’ acknowledgement slip to be signed by the parent or guardian. 

¶ A sample of the report follows on the next page: 
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5.6 Honor Roll Report 
  The honor roll for a whole school may be generated following these steps: 

¶ Click Reports in the top menu bar and select Honor Roll Report. 

¶ The following Honor Roll option box appears: 

 

¶ Reporting Period: 

 Select the reporting period on which to base the honor roll.  This must be the most recent one 

recorded, if you wish to use only one reporting period.  However, you may use more than one 

reporting period. If you choose more than one Reporting Period, the program will use the latest 

mark in courses that appear in both reporting periods, but will also consider marks in single 

periods. This will cover situations where students taking half credit courses finish one during the 

semester and begin a new one. 

¶ Calculation Method:   

Á First, decide if you wish to consider relative contribution of each mark depending on 

its credit value.  Make the appropriate selection in the Weighting area.  Choose Equal 

Weighting to consider each mark making the same contribution as all others.  Choose 

Credit Weighting  to weight marks according to credit value. 

Á Decide if you are declaring honors (a) by a student simply having a required number 

of courses or credits above the honors value, or (b) by calculating an honor 

percentage from actual course or credit marks.  Make the appropriate selection in the 

Method area.  Choose Count é.if you are using the first method, or choose 

Averageé if you are calculating an honor average. 

Á For either method, select the number of courses or credits required. Under the 

Counté option, you must select a number to count. Under the Averageé option, 

you may select either Count All Courses or you may select the Best ... Only number 

of courses/credits to use for calculation. 

¶ Minimum Enrolment:Choose the minimum number of courses/credits a student must be 
taking to be considered for the honor roll. 

¶ Honor Percentage: Choose the honor percentage used in your school. 
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¶ Range:  Choose to calculate or show the honor roll across the whole school or just for a 
particular grade.  This option is to allow for situations where the criteria change at different 

grade levels. 

¶ Click Calculate / Display when choices are complete, and the selected report will appear for 

review or for printing. 

 

 

5.7 Timetable/Schedule Report 
  A timetable or student schedule for a whole school may be generated from the imported MarkBook 

files by following these steps: 

¶ Click Reports in the top menu bar and select Student Schedule. 

¶ A timetable for each student is generated, based on the subjects imported from MarkBook in 
the latest reporting period.  View on screen or print. 
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Section 6 – Periodic Use of MarkBook Admin Edition throughout the 
School Year 
 

6.1 Reporting Periods 
  The Reporting Periods need to be configured for custom use. 

¶  Set reporting periods by selecting Edit  in the menu bar at the top, and then choosing Setup.  

¶ A Configuration option box appears. 

¶ Click the Reporting Period button and the following Reporting Period option box appears: 
 

Reporting Periods are at the user’s discretion. Depending on the frequency of receiving fresh data, 

the administration should decide when to start a fresh period and when to start a fresh database. 

Some scenarios are presented below: 

 

1. Administration wants a fresh report 

period for each month:  

 

¶ Reports are generated throughout 
September and up to and including 

September 30th, (report period 2 ends on 

October 31st, and so on.) If MarkBook 

Admin Edition is receiving .AET  files 

multiple times per month it will overwrite 

older data within each period.  

 

¶ To go beyond month 4, the user must start a new database such as ‘Best School Two’.  
 

¶ Click File, select New, and continue as before. 

 

 

2. Administration wants a fresh reporting period each week: 

 

¶ In this case, it will be necessary to generate a whole new database each month, e.g. Best 
School SEP, Best School OCT., etc.   
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6.2 Compaction of the Database 
  After every five sessions with MarkBook Admin Edition, a message will appear on closing the 

program that recommends that the database be compacted and asks for your permission to carry out 

this operation (as shown below): 

 

 

As the database is used by MarkBook Admin Edition and data is extracted and added at random 

locations depending on what the user is doing, the data storage becomes fragmented and wasted 

space appears in it. Compaction is a process to remove that wasted space and to ensure that the 

database occupies the minimum amount of room possible in the computer.   

 

It is recommended that you click the Yes button and allow the compaction process to occur. 

 


