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Overview

MarkBook Admin Editiois a software tool for department heads, counselors, and principals.
Designed to work hand in hand with world famous MarkBook Class Management Software,
MarkBook Admin Editioeasily and quickly generates a wealth of invaluabkoegate information
that includes:

T

il
)l
l
il

T

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.

Crossschoolreports hat 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 beinstalled 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 requis 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 theMarkBook Admin Editiol©D into your CBDROM. The openin§Velcome Menu
screen will appear:

& MarkBook Admin Edition S|ETR |
-

Welcome to

ADMIN EDITION

arkBookz

clicking on the buttons shown to

] Choose one of the options by
the left.

[ Install

( User Guide ]

. iem
( Exit ) " P‘C%cr\(‘)up

2. Click on thenstall button.
3. Follow the instructions which will install the desktop componentdaifkBook Admin Edition
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4. Launch the application. UndE&ile, click

New. Name the new file and choose a _ s i b = [ \ Seorch Samples 2
location (on the network or locallyyhere e - e
this file will be savedAt this point the main | *"™ e s 2
databasevhere your data will be storesl b Qsmemn s e e
being created and namedick Saveto i H e
continue S i
e -
() Hide Folders |

5. Now add the information about yowt®ol in the format you wish to see on your reports. Click
OK when complete.

Database Name: IE:\Admin Edition 2011\Samples\Sample2012b.mkp

Enter School Information for Reports

Name of School: |

Street Address: |

City: | Province/State: I vl
Zip/Postal Code: | Phone: |
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1.2 Configuration and Customization

1. The next step i s

address or may be accessed through theNetu.

t This @anl ik dandnadter éneergng theeschbos namesande s

Select the appropriate title for
the teacher from the dropdown

Teacher List

Add a Teacher

[ID Mumber

Title: [ Mr. ~

[Mame [Home Room

list or type the title. Add the
First Name (or initial) and
Surname. This is how the
teacher’s name
reports.

Click the Add button. The
application will add each tthe
list in alphabetical order. It will
also assign a random, six
charactetD number You can
change thE® Numbeif you

Home Room (optional):

ID Number is automatically
oenerated.

First Name: [Vernon
Surname: |Smart

’7
Add

Delete a Teacher

Delete The Currently Selected
Teacher

Delete

Search Name

I

Import Teacher List |

Print List ‘

Print Labels |

wish, click to highlight it and

<<Back

then retype using a format with three letters and three digits. Some administrators prefer to assign
ID Numberdased on the teacher names. In any casdXikimberis essentialand must be

unique. Duplicates are not permitted.

2. Adding, deleting,

or

editing

teachers

may be

database, clickingdit in the ypper menu bar, and selectifigacher List. Additions are
described above. Edit by clicking on the data to change, type new data, and pEsgsrtikey.

To delete a teacher, use theletebutton
near the lower right of the screen.

3. NOTE: Adding teachers to the list does
not need to be performed each time a ng

database is started. Use theport

Teacher List button on the screen above
in the new database to open a screen th

allows you to select the old database frof| w, ecmens

which you wish to imprt the teacher list:

Choose themkp file from which to
import teacher names, and click Bpen

button. The teacher list from that databa|
will be imported into the new one. If you

import teacher names into a database

Open
Look n: | () MarkBook AdminEdtion2007 =l £
5 ICD AdminEditionClasses
_,-JI AdminTest.mkp
Recent test.mkp
—
Desltop
4
AN
P
My Computer
.Qp 3 File name: | ﬂ Open
&g
My Networ  Files of type: | MakBookAE (“mkp) ~| Cancel

Places

[ Open as mad-only

already containing some nam&sarkBook Admin Editiomvill 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 cligdiing the main
menu bar, theBetup Select the option you wish to follow from teereen that appears.
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5. Teachers will need to be informed of two particulars in providing datat&Book Admin
Edition:

1 TheirlD Numbers Use thePrint List button at the lower right of thEeacher Lisframe to
generate a list, or print individual labelsing thePrint 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@MNumberwithout disclosing the
complete list.

1 The method tde used for transmittinglarkBookdata to you irMarkBook 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 ®rver case, arrange with your IT people for access control to this location.

6. Once this information has been communicated to the teadhersBook Admin Editioms ready
to receive data frorMarkBook Regardless of which method of transfer is used, enisatall
data arrives in the same location for easy accessdoyBook Admin EditionThis folder
should be used ONLY for storing teacher data files.

MarkBook® Admin Edition by The Acadiem Group Pager



Section 2 — Teacher Preparation for Input to MarkBook

Admin Edition

2.1 MarkBook Configuration

LaunchMarkBook .

1 Open aclass.

1 Click Mark Setsin the upper menu bar and sel&clit to get the screen below.

1 If not already done, fill in thRoomnumber and th®ay number when the class first meets

(usually Day 1).

Mark Set Short Code: |MAT2

CURRENT MARK SET

Default

Description: |Malhematics 2

[~

Master Course Code: |MAT2D1-02
Block Title: |Term

-

[far thiz kark Set)

‘Block' of time [e.q. Term] / ‘Block' of wark [2.g. Unit]

Room: [102

Calculation Method: i+ Average
Weighting Method: + Category

Day: |1 Period: |21

" Median " Blended Modes (" Blended Medians
" Entry " Equal

1 InthePeriodfield, type in the semester and period separated by a hyplian.this
example means semester 2, period-4.c®uld mean third trimester, period 4.

1 Click theSavebutton in the lower right corner (not shown).

Elementary teachers will likely send segte files for each Mark Set.

MarkBook® Admin Edition by The Acadiem Group
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2.2 Exporting Files to MarkBook Admin Edition

1. Your administration will give you a sigharactetD Number

1 FromMarkBooK s mai n s c Repatatab indhle uppdc meninbar and select
MarkBook Admin Edition viewthis screen:

1 Type in your

six-character | TRANSFER TO ADMIN EDITION
ID Number

(WPZ661 in Please enter your Teacher D Cade: [WPZBE1
this example.)

Teacher Identification Code

Select Data from __

T[ I n the Cou rse Data will be dravr from this Mark Mark Set: |MﬂthEMﬂ|iCS 1
Set or, it Combined is selected.

1 from several Sets. All calculation . ’—L| -

an d S e Ctl O n parameters are the ones Term: |[ALL] (Bl ALl
H HTEH sstablished in MarkBook. Tyne: v Summative Iv Diagnostic v Peer
flelds, fl" n P& ¥ Formative v Self
your Course, Comment File: |NDnB j
SeCtlon’ grade Course and Sechion
an d cre d It Val ue 8 QirECttErltl'? 8 o . Course: [MATZD1 Section: |01
niter the Course Cade, section
(1 . O typ I Cal Iy Szeddg;ﬂa'd;g:ﬁgij:“l pes=bile Grade: '2— Credit Value: m
cpart!
bUt there may + Use Master/Individual Codes Master ‘MATZD]-I]]
H This option uses the Master and Code: |

be h alfC red It Individual codes from the selected The Master and Individual codes will be interpreted as shown O'O Review { Export

- . Mark Set. These may be edited in the: Course, Section and Grade boxes above.
and m u |t|.cred It through that menu or the Main Farm.

COUFSGS)_ If " Splt Course/Section al [ -] Setup the 'Rules’ | @ Export
you wish, edit
Rl I
t he OIButtdn.e s 6

1 If you have multiple Mark Sets, Select Data frf@ombined Mark SetsJAll] Units, and
[All] Categoriesto be sure include all the assessment data.

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

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

91 Decide where the file is to be saved (see screen belowM&®Book your network
manager can preet he target location. Your administration will inform you in advance of
how the data transfer will occur.

f If not sending theAET i

file through the network, ff oo, . —
deliver it to the ’ =
administration on diskette || ===~ 77T
or as an attachmentte E || .
mail. (as directed by B
administation) "

f  Accept the suggested & o
name 2 et
(WPZ661_MAT2D1- o 5
OLAET here) since itwill | \
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be unique in your school. Once t8ave in:location is arranged by the network
administrator, click th&avebutton. If you have previously made &ET file for a given
class, youmay be prompted to replace the existing file. Selest

3. RepeatSections 2.1 and 2&bove with each of your other classes or sulljsrk Setsso that
you have generated on®ET file for each subject class taught.

Class Export Options

1. Over-riding the Calculated Mark

Teachers may alter the mark submitted for a Science 3: Calculated
student if, in their professional judgment, the Hill, Samantha [27  Blonk = Notark
calculated mark is not indicative of the student = .
achievement. Click the Review/Export button to] | 3 gitrars) "

4. Boame,Gerald (36 /R

reveal this window. 2 Sl (121
7. DapBonny [85 /4]
. g gt;;;ig:rlill [[?f] ";?::] Hote: Changes aie saved o
Select thestudent whose mark you wish to alter | |io pudeeanes (53 /4 Audin Edion crky.

11. Hill.5amantha [27 /R]

and enter the amended mark in the field beside | [izfers iz [P Expor |
their name. This does not affect the calculated | |} {iz:amte &+

. . 16. King.Joseph [B5 /2] =
mark in MarkBook, only the grade submitted to e

Admin Edition.

Cancel |

Click the Export button when you have completed makingehaired changes.
2. Auto Export

This button is at the lower right ttie screenlf checked, an .AET file will be automatically
submitted for each class whenever the teacheisits Class Report, Student Report or

Combined Report. However, the teachas ko 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 inappropria 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 firsine submission must be done manually for eaabsclAfter

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

1. LaunchMarkBook Admin Edition(It will automatically open your lagtsed school database.)
91 Click Import/Export in the upper menu bar.
1 Selectimport Data to get the following screernSelectReporting Period 1

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

& Cpen
@\JJL + Computer » Storage (E) » MarkBook Transfer + [ 43| [ Search MarkBook Transfer o
— - — =
Orgsnize »  New folder = O @
45X Favorites it Mame : Date modified Type
P Desktop ~1 [} qsm322_DEMO.AET 08.. AETFile
I8 Downloads [ RGT9ZL_MFMLP1-03.AET 2.. AETFile
5l Recent Places [} WPZ661_MAT2D1-01.AET . AETFile
LockerManager 2010 [] WPZ661_MAT2D1-02.AET . AETFile
Admin Edition 2011 [] WPZ661_MAT2D1-03.AET .. AETFile
[ WPZ661_SNC2D1-0LAET 0:54..  AETFile
4 [ Libraries [ WPZ661_SNC2D1-02.AET 054..  AETFile
» £ Documents [ WPZ661_SNC2D1-03.AET . AETFile
> .J“- Music
[k Pictures
- B Videos b J I >
File name: [ MarkBook Data Files (“AET) |
[ open |v] [ concel |

2. Browse to find the files. Click once on a®\ET file name and click th®pen button:

3. You are returned to tHenport Assessment Ddtame above, and thgathto the file location
now shows in thémport from: field. Click thelmport button. All files in this directory will
import intoMarkBook Adrmm Edition. Yo u '’ | | g et Imapornandsfile apdate, st at i n
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:

Courses

T Course Detail

Student Achievement

Begin by selecting "File-New" or opening an existing file.

Course Code Teacher Mean di # Students Upload Date
» |MAT2D1-01 Smart, Mr. Vernon 72.3 75 pal 29/05/2012
MAT2D1-02 Smart, Mr. Vernon 66.2 68 23 29/05/2012
MAT2D1-03 Smart, Mr. Vernon 69.3 65 23 29/05/2012
MFM1P1-03 Holland, Mr. Thomas 68 70 ki 29/05/2012
SCI2A1-01 Leiter, Miss Anne 74.6 72 7 29/05/2012
SNC2D1-01 Smart, Mr. Vernon 63.7 67.5 22 29/05/2012
SNC2D1-02 Smart, Mr. Vernon 61.7 61 23 29/05/2012
SNC2D1-03 Smart, Mr. Vernon 60.7 60 23 29/05/2012
Clear All Course and Student Data Sort By: |Course Code j Delete Selected Course

5. Sort the class order using tBert By: drop-down box at the bottom center of the screen. Sort
t e a c hMean'oMediah t® ses elasses n

by Teachert o

s ol

ate each

a

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

imported data for these same classes, souddgad Dateto see if any data is from stalkET
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 ti@ear All Course and Student Databutton. Yai 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, thBelete Selected Coursbutton deletes a course and it

is impossible to retrieve it once deldte

7. NOTE: When the files are imported inkdarkBook Admin Editionthe folder in which the files
were stored is emptied (ready for the next import of teacher ddt@kBook Admin Edition
creates aub-folder calledArchive and moves the files into it. s¥urther imports occur, the
files in theArchive folder are overwritten with newer ones, but no files are ever deleted. In other
words, theMAIN folder holds only the current import batch, while &irCHIVEfolder holds the
latest copy of each file impad since the database was created.

MarkBook® Admin Edition by The Acadiem Group
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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 @lassedrame and then clicking th€élass 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 theNétmeans thaNoMark has
been assigned for that particular entry.

2. Select other classewith the alpharder display at the lower right. You may print the class
report to screen and then onto paper usindgtitg button.

4.2 Student Achievement

Courses T ‘Course Detaill T Student Achievement
1. Click theClass Detailbutton to get the WATZD1.01
. . . . S Firsth Student# H R Mark [Level| Ab | L (TREZ = Last Updated: 29/05/2012
accompanying screen. Select individuals by e L s —fpare e JHck Lol &b Jlon [0 2 | e 1
1 Beach Shelley 002837 08D 66 2 0 0 0 1 Mean: 72.3
q Studentnumber (IOWer |eft) Bell Clarissa|001271 08D % [ 4 0 [0 [0 Median: 75
Boame Gerald 005069 08D 47 R 0 0 0 3 % Failure: 19
1 1 1 B Daniell [001321 [08D 62 | 2- | 0 0 1 2 : .
which are in ascending order by, &= & SE W oo || "
C I i C k i n t h e d Day Bonny 005404 08D 88 4 0 0 1 0
D'Lionne Daniel 002502 8D 0 0 17 0
. g Duguid Kenneth  |007033 [08D 52 | 1- | 0 0 1 5 02;22 :
Dund s 001418 08D 91 4 0 0 0 0 Lok
enterlng the StUdent number! H\u\ln = Saa'::mhs 005705 08D 66 2 0 0 2 3 7079 | 3
. - Ho Heidi 007457 08D 85 a- 0 0 0 0 6069 | 5
1 last name (lower right) which T — ATH OO 210 || os)s
. b . d b Hughes /Amber 002084 08D 96 4+ 0 0 0 0 | o
Ives |Simon 991198 08D 3 [ R |0 0 4 3 .
are In alpha etlcal Or er y King Joseph 991216 08D 63 2 0 0 2 2
clicking the d 1 AR mmmmn:
- Moss Peter 002087 08D 82 4- 0 0 0 0 ~| |MAT2D1-01 -
entering the surname ‘ | -
g Sort: & Alphabetically ¢ By Mark Print

Use the Edit Mem®Options menutem to
display this screen to set the Mark Levels used to generate the graph on the right side of the screen.

School | ion| Reporting Period | Learning Skills |  Date Format | Analysis

Set Mark Levels for Analysis

Leveld: [0 o above

Level3: [0 1o [89
Level2: [10 w0 [79 |
Level 1: ]su— ) ]59—
Failure: below [0

Save Changes
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2. Click the Student Achievementbutton to get the following screen.
. Courses | Course Detail | ‘Student Achievement
1 using theSelect Studenkeys. | "
(lower center) using the Studont 000452 HamaForn: 04D Phoe: 555465
navigationarrows: clicking e
the rightpointing arrow ») T e e e I ) e e
to advance one down the list | |F i swimwm = 0 oo 0w
of students, the lefpointing PS5 600 19w
arrow (4) to return one up e
the listor (] @or»] ) to T m e
move to the start or end of the
list of students)

3. If there are more than two report periods l S =
on file, one may see student progress over time in the vaRepsrt #columns.

4. Use theShow Notes / Hide Notebutton to add an individualized administrative note to the
printout generated in the next step. This note is separate from any notes treastewshhave
inserted viaVlarkBook

5. Stored photographs of the students may be viewed from this frame by pres$thgthbutton.

Photographs may be accessed by directing the app

lication to a folder conjpmilogmat files.

Student Achievement

Courses ] Course Detail
Beach, Shelley
Student #: 002837 Home Form: 08D Phone: 5553758

Current Reporting Period ] All Reporting Periods ] Learning Skills ] Notes ] Schedule
Stretch Row Height to view entire comment
Course Teacher Mark |Level| Ab | L | NM | Zero | # Marks [Comment
> MAT2D1-01 Smart, Mr. Vernon 66 2
MAT2D1-02 Smart, Mr. Vernon 49 R
MAT2D1-03 Smart, Mr. Vernon 64 2
MFM1P1-03 Holland, Mr. Thomas | 72 3-
SNC2D1-01 Smart, Mr. Vernon 58 1+
SNC2D1-02 Smart, Mr. Vernon 40 R
SNC2D1-03 Smart, Mr. Vernon 58 1+

-Select or Enter Student Number

E

|< First | < Previous ] Select Student Next = Last >|

-Select or Enter Student Name

l

Print

6. Click thePrint buttonto make ainglemulti-subject re

MarkBook® Admin Edition by The Acadiem Group Page14
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4.3 Reporting Periods

Select the appropriate téd view Student Achievement for either the current reporting period
only (more detail) or for to see a summary of achievement for all reppetimods.

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 taklse the Edit Menu Setup option to choose the
Learning Skill scheme used lgur teachers in MarkBook.

Schoo\!n[ormationT Reporting Period T Learning Skills T Date Format T Analysis

Learning Skills

Descriptions: Codes:

Classifies with one criterion - E - Excellent
Cross-Classifies/ Sorts G - Good

Seriates/ Sequences 5 - Satisfactory

Counts £ N - Needs Improvement
Uses Precise Language

Listens critically

Summarizes

Identifies Similarities

Identifies Differences =

Load Scheme Save Changes

4.5 Student Schedule

Courses T Course Detail T Student Achievement

Arkand, Samantha

Click the Scheduletabto view the Student #: 000492 Home Form: 08D Phone: 5658656
fO"OW'ng screen: Current Reporting Period | All Reporting Periods | Learning Skills T Notes T
) Day Period Room _[Course Teacher
’ * Eﬁﬁigliﬂi S e e
The student schedule generated by 007 St eV
MarkBook Admin Editiois based on e S e 1Y N

class data entered by your teachers,
provides a quick alternative to normal
methods of accessing student schedu
via the school administration system.

Select or Enter Student Number |<First | <Previous | Select Student  Next> | Last>| Salectior Enter Student Name
E Photo Print | =]

4.5 Anectodal Notes
1. UseShow NotesandHide Notesbuttons at the bottom to add sgeccommentary about

selected individuals. This is the sahiete boxopened with th&tudent Achievementbutton
and is separate from teacher entéviedkBookcomments.

Section 5 — Reports from MarkBook Admin Edition

By going toReportsin the menu bartahe top of the screen, the following-eareen 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 Reportsin the top menu bar and seléatalysis by Course.

1 You are presented first with@elect Courseption box to viewAll Coursesor to view an
individual course (all sections of it). Make your selection and €ikk

The report sorts alphabetically by course code.

All sections of each course abown, along with the failure rates, median, mean, and mark

distribution.
Administrator Academy
Student Achievement by Course Reporting Period 1 08272007
Course # %wFal* Medien Mean 80-100 A-79 6060 5059 Faill NM
AMV101
AMVIOT1-B Mr. R. Hedges 17 12 65 G64.2 1 B 5 3 2 0
17 12 65 642 1 5} 5 3 2 0
AWQ30O1
AWQ301-B Mr R Hedges 14 14 72 632 2 5 2 3 2 0
14 14 72 G3.2 2 5 2 3 2 0
BBI10OL
EBEITOL-B Mr. F. Hedges 17 12 21 753 1 4 0 0 2 0
17 12 21 753 1k 4 o 0 2 0
MAT2D1
MATZD1-A Mr. V. Smart 23 26 68 66.2 7 4 4 2 B 0
23 26 &8 66.2 7 4 4 2 B 0
MFM1P1
MFMIP1-B Mr. V. Smart 23 22 67 BG 1 1 2 B 3 5
MFMIP1-A Mr. W. Smart 24 4 a0 75.4 18 1 3 1 1 0
47 13 73 57.4 " 9 & 4 B 0

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

1 Print the report by clicking the small printer icon in the bar immediately above the report
view. Close the vie with theClosebutton at upper right. You will then be presented with
the Select Courseption box again to either select another course or ugeéaheelbutton to
return to the main screen.
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5.2 Analysis by Grade
The analysis of student achieverhby grade may be generated following these steps:

1 Click Reportsin the top menu bar and seléatalysis by Grade You are presented with a
Select Gradeption box regardingll Grades or you may choose one grade.

The report sorts alpha by grade, and thka 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 digpthat the end of the report.

Use the printer icon in the menu bar to print the report, us€ltgsebutton to return to main
screen. On closing, you are again presented witBehect Gradeption box to either select
another grade or all grades, orctntinue exit by clickingcancel.

5.3 Analysis by Teacher
The analysis of student achievement by teacher may be generated following these steps:
1 Click Reportsin the top menu bar and seléatalysis by Teacher

T The report gr ou pssestadether and shavs theenansbr efrstudentsanl a
each, the failure rate as a percentage, the mean and the median for each class, and a mark
distribution for class.

Administrator Academy

Student Achievement by Teacher Reporting Period 1 082712007
Course # Students % Fail* Median Mean 80-100 70-79 60-69 5059 Fail NM
Mr. D. Mercier
SEMN4AG-0 g 22 70 50.4 2 3 2 0 2 0
SNC1LB-C 16 50 49 428 0 0 2 6 3 0
SNC2AD-B 3 15 7 66.7 6 " 7 4 5 0
Teacher Totals 28 26 53 59 2 14 1 10 15 0
Mr. R. Hedges
AMV101-B 17 12 65 54.2 1 6 5 3 2 0
AWQ301-B 14 14 72 63.2 2 5 2 3 2 0
BEI1OL-B 17 12 | 7.3 1l 4 0 0 2 0
TeacherTotals 43 13 T4 ga 14 15 7 5 5 0
Mr. V. Smart
MAT2D1-A 23 26 g3 66.2 7 4 4 2 6§ 0
MFM1P1-A 24 4 a0 5.4 18 1 3 1 1 0
MFM1FP1-B 23 22 57 58.1 1 2 8 3 5 0
TeacherTotals 70 17 72 57 26 13 13 6 12 0

1 Summary results for the teacher are also shown above.

1 Use the printer icon to print a hacdpy. Use th€losebutton to return to main screen.
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The levelvalues used for determining the distribution of students can be customized using the
Analysis Tab of the Setup window found in the Edit menu.

School !nformationT Reporting Period T Learning Skills T Date Format T Analysis

Set Mark Levels for Analysis

Level 4: |90 or above
Level 3: (80 to |39

Level 1: |60 to I 69
Failure: below IE‘U
Save Changes
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5.4 Analysis by Student
The analysis of student achievement by student may be generated following these steps:

1 Click Reportsin the top menu bar and seldégtalysis by Grade
1 The followingStudent Achievement Repoption box appears:

1 The choices allow viewing of all
coursef each student, or filtered by f Student Achievement Report
mark range, absences or both. Inthgl | "™ ficport flange
example above, the user has chosen | Shonslachisenen ke Grce <]
see Only those SUbJeCtS for StUdentS {* Show achievement for students with course marks v e
with marks between 0 and 50. The Equaltoor sbove: [
report looks like this: and ecalto 1 lowerthars [57

1 Note that telephone numbers appear
for easy refererein the shaded band " with [77 ormore sbsences.
containing each s

" with l_ or mare Mo Marks or Zeroes.

<<Back FPreview/Print
Administrator Academy
Students With Marks Between 0 and 50
Mark Absent Late MNoMark Zemoes #HAssessmenis
Hill, Samantha o0s70e 138 107111992
MFMIP1-B Mr. V. Smart & 0 0 3 27 a3
MATZD1-A Mr. V. Smart 7 0 0 4 2 40
SMCZ2A0-B Mr. O Mercier 63 0 0 3 45
Ives, Siman 991198 08D 04/21/1993 5557759 555 3551
MATZD1-A Mr. V. Smart 39 0 0 4 10 40
MFMIF1-B Mr. V. Smart a5 0 0 0 0 a3
Beach, Shelley 002837 08D 08181933 5553788 BER 4243
MATZDT-A Mr. V. Srmart 45 0 0 1 g 40
Duauid, Ken 007033 059 077 30/1992
MFMIP1-B Mr. V. Smart 72 0 0 3 1 83
MATZ2D1-A Mr. V. Smart 33 1 2 3 17 40
Blondin, Pairicia 002837 2a1 09231991 5557339
SMNC2A0-B Mr. O. Mercier 50 0 0 1 8 45
Boame, Gerald 005069 0D 02/06/1933 5556658 555 7300x2013
MATZD1-A Mr. V. Smart 4 0 0 4 g 40
MFMIF1-B Mr. V. Smart 52 0 0 0 20 a3
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5.5 Multi-Subject Report
The analysis of student achievement by multiple subject may be generated following these steps:

1 Click Reportsin the top menu bar and sel@dulti -Subject Report.

1 This optionproduces a report card for each student, showing the latest data loaded from
MarkBook.

1 The followingMulti-Subject Repormption box appears:

1 The screen allows you to add a title to the report cards, to specify sort oidetude a
School Logo gaphic if available, and to specify whether or not each report should include a
‘“tear off’ acknowledgement slip to be signed

Multi-Subject Report Options
Sii e Form

Title for Report: |
(ex. Midterm

Select Students

L |

@ Include Parent/Guardian Signature Form

" Mo Signature Form

[ Include Message

* Al " Grade |ggleet | ¢ HomeForm  |ggjact -

Select Achievement

. Equal to or Greater |p
(= i
All Course Marks in Range S oo e B

Message to be displayed on signature form

Reporting Periods - -
¢ Reporting Period 1 only ¢ All

Achievement
I Show Mark Iv Show Mo Mark

W Show Level ¥ Show Zeroes
Learning Skills Bl
[~ Show Leaming Skills Select |
Attendance Graphic Position in Report Header

i R a o i
¥ Print Attendance Left Right Both Mo Graphic

Sort Reports

t« Alphabetically by Sumame " By Home Form <<Back Preview/Print

1 A sample of the report follows on the next page:
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Administrator Academy

234 Anywhere Place
Anytown, ON P3B 3M7

7055666853
Eary Term Report 08/29/2007
King, Joseph Hame Formt 381 Student Number: 991216
Course oo
SNC2ZA0B Mr. D. Mercier Mork 62 Absent £ Lae 1

Jozeph has some understanding of facts and concepts. He has beenan azsst tothe clazsroom environment. Seek extra
help a= required. Joseph needs to put more effort into his [ab reports and assignments. He has shown improvement as the
zemester continued.  Your improved work ethic iz commended. Frequent latenszs and abzentesism has hindered Joseph's
progress inthiz course He iz advized to hand missed homework and azsignments inontime. Joseph iz encouragedto
zesk extra help as requirsd.

AWQ3O1-B Mr. R Hedges Mark 72 Absent 0 Late 0

Animprovement has been noted in Joseph's performance! He consistently contributes and works well within a group.
Joseph demonstrates thorough and insightful understanding of concepts, elements, pnnciples, andtheories. Joseph
consistently gets stated on his own and sesks assistance from his teacher as nesded.

MFM1P1-D Mr. V. Smart Mark 76 Absent 0 Lee O

Joseph worked well throughout the semester to understand math. He was dedicated and consistent and gained confidence
a= the semester progressed.

MAT2DT-A Mr. V. Smart Mark 55 Absent 2 Lae 17

Joe's progress and effort this term have been somewhat inconsistent. Usually new concepts are understood and applied
accurately only with a great deal of additional assistance Assignments designed to reinforce these concepts nesd to be
completed carefully on a regular basis. He seems reluctant to check his work for unnecessary errors. He is encouraged to
be more persistent in resolving difficulties on his own but, when necessary, to actively sesk assistance. This should lead to
improvemants in his level of achisvement.

Parent'Guardian: Please sign and return the form below
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5.6 Honor Roll Report
The honor roll for a wholschool may be generated following these steps:

1 Click Reportsin the top menu bar and selétbnor Roll Report.
1 The followingHonor Rolloption box appears:

Honor Roll
Reporting Period Calculation Method Minimum Enrolment
Include marks from these Weighting Minimum number of credits a
selected reporting periods & Equal Weighting st_uc_lent must be enroIIeFl in to be
; } - = eligible for the honor roll:
Iv Reporting Period 1 " Credit Weighting
2 -
[™ Reporting Period 2 Method
N - Count number of credits with
¥ Reporting Period 3 » marks above honars. Honor Percentage
™ Reporting Period 4 needed: |2 70 -
+ Average Marks
Range & C R
@« Al ¢ Grade |10 ount ourses Calculate and Display |
" Best|1 ~| Onl
v <Back

1 Reporting Period

Select the reporting period on which to base the honor roll. niistbe 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 leteshe

mark in courses that appeariathreportirg periods, but wilalsoconsidemarks 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

A First, decide if you wish to consider relative conitibn of each mark depending on
its credit value. Make the appropriate selection intleghtingarea. ChoosEqual
Weighting to consider each mark making the same contribution as all others. Choose
Credit Weighting to weight marks according to creddlue.

A 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
Methodarea. Choos€ o u n tif yo& are using the first method, or choose
A v e r aifyeuéare calculating an honor average.

A For either method, select the number of courses or credits required. Under the
C o u n ppéon, you must select a number to count. éhrttieA v e r a @phoa,
you may select eithéZount All Coursesor you may select thBest ... Onlynumber
of courses/credits to use for calculation.

1 Minimum Enrolmentthoose the minimum number of courses/credits a student must be
taking to be considereaif the honor roll.

1 Honor PercentageChoose the honor percentage used in your school.
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1 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 criteriagehatrdifferent
grade levels.

1 Click Calculate / Displaywhen 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 &amptbrtedMarkBook
files by following these steps:

1 Click Reportsin the top menu bar and sel&tudent Schedule

1 Atimetable for each student is generated, based on the subjects importédiitddookin
the latest reporting period. View on screen amtpr
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Section 6 — Periodic Use of MarkBook Admin Edition throughout the
School Year

6.1 Reporting Periods
TheReporting Periodsieed to be configured for custom use.
1 Set reporting periods by selectikgit in the menu bar at the top, and then chooSietp
1 A Configurationoption box appears.
1 Click theReporting Period button and the followingrReporting Periodption box appears:
Reporting Periodesr e at t he wuser’ s di s croéreceianyfresidatpendi ng

the administration should decide when to start a fresh period and when to start a fresh database.
Some scenarios are presented below:

School Information | Reporting Period T Learning Skills T Date Format T Analysis

1. Administration wants a fresh report
period for each month:

Select Current Reportina Period

Select: & Reporting Period 1

- ot g2 1 Reports are generated throughout
 Reparting Pariod September and up to and including
¢ Fepening Pered September 30th, (report period 2 ends on
October 31st, and so on.)NfarkBook
Admin Editionis receiving. AET files

Save Changes multiple times per month it will overwrite
older data within each period

f To go beyond month 4, the user must start a

i Click File, selectNew, and continue as before.

2. Administration wants a fresh reporting period each week:

1 Inthis case, it will be necessary to generate a wholedagmbase 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 witllarkBook Admin Editiona message will appear on closing the
program thatecommends that the database be compaatedsks for your permission to carry out
this operation (as shown below):

MarkBook Admin Edition

Itis recommended that you compact your database,
Do you wish to compact your database now?

As the database is used MwarkBook Admin Editiomnd data is extracted and added at random
locations depending on what the user is doing, the data storage becomes fragmentettdnd was
space appears in {fompactioris 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 tNesbutton and allow the compaction processtcur.
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