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Teachers

Account Basics

Register Your School with GradeConnect, Inc.

To register your school with GradeConnect.com, fax your name and email address on
acopy of your school letterhead to (866) 313-7253. Y our school will be added to
GradeConnect.com and your teacher code will be sent to the email address you specified
within 48 hours.

Create a Teacher Account on GradeConnect

Before creating a teacher account on GradeConnect you need to have the teacher code
for your school. Your school will receive its teacher code when it signs up for
GradeConnect. Alternatively, there are two ways to receive your school’s teacher code.

1. Fax your name and email address on school |etterhead to (866) 313-7253. You
will receive your school’ s teacher code within 48 hours at the email address you
specified.

2. Cadl GradeConnect at 215-780-1772. If no oneis available to take your call,
please leave a call-back number so that we can verify your information and give
you the teacher code for your school.

Once you have your school’s teacher code you’ re ready to go! Open a web browser and
go to http://www.gradeconnect.com/.

1. Click on Create Account, found at the top middle of the page.

2. Select Teacher Account.

3. Fill out the form. Be sure to select a username you'll remember. Also keep in
mind that good passwords contain a combination of both numbers and |etters.
Select your school from the dropdown list.

The School Code is the same as the Teacher Code.

Click Submit when you are done filling out the form.

You will see amessage congratulating you, click where it says Click hereto
Login!

Y ou have just created your GradeConnect.com Teacher account. Y ou will be
retur ned to the home page where you can log in to GradeConnect.

No gk

©

Log in to GradeConnect

1. Open aweb browser and go to http://www.gradeconnect.com/

2. Ontheleft hand side of the page, under Members, click on Teacher Login.

3. Enter the Username and Passwor d you chose when creating your account (unless
you have since changed your password) and click on Login.
Note: If you have forgotten your password click on Forgot your password?,
enter your GradeConnect.com username and click Submit. Y our password will
be emailed to the email address you specified when you created your account.

4. Click Enter GradeConnect to finish logging in.
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Change Your Account Information
The account information that you can change in GradeConnect includes the following:

YVVYVYYV

Title, such as Mr. Mrs. Miss, €tc.
First and Last Name

Email Address

Phone Number

GradeConnect Password

To change any of the above information:

1
2.

3.

Open aweb browser, go to http://www.gradeconnect.com/, and log in.

Toward the top of the screen you should see arow of tabs, click on the tab labeled
Your Account.

Change any of the information you would like to change and click the Submit
button.

Important: Do not enter any password information unless you want to change
your password.

Change Your Password

1.
2.

3.

No

Open aweb browser, go to http://www.gradeconnect.com/, and log in.

Toward the top of the screen you should see arow of tabs, click on the tab labeled
Your Account.

Scroll down the page, past the personal information to the grey box with 3
sections, Old Password, New Password, and Confirm New Password.

In the box labeled Old password enter your current GradeConnect.com
password.

In the box labeled New Passwor d enter what you want your new password to be.
Remember that passwords must be between 5 and 20 characters long and keep in
mind that good passwords contain a combination of both numbers and letters.
Enter your new password again in the box labeled Confirm New Passwor d.
Click the Submit button to change your password.
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GradeConnect.com Layout

GradeConnect.com Home Page
The GradeConnect home page includes four main sections:
Learn More
Bigger Accounts
Next Step
LogIn

Learn More

Here you'll find several links providing you with an opportunity to learn more about
GradeConnect. The Takeatour! link is an excellent way to acquire agood idea of what
GradeConnect has to offer you.

Bigger Accounts

Thisis the place to go to learn about the additiona features in GradeConnect outside of
the standard student and teacher accounts. Parent Accounts give parents away to keep
track of their student’s progress and even receive email alertsif desired. School
Accounts provide extra features for schools that want more control over how
GradeConnect helps them.

Next Step

Y ou can sign up for a demo account to give GradeConnect atest drive. Or if you're
ready to start using GradeConnect in your class room you can create an account for
yoursdlf.

Logln

To start working with GradeConnect click on the Teacher button to log in once you've
created an account for yourself. Or if you've received a demo account and would like to
try out GradeConnect.com, click Demo Login.

Login Page

After clicking Teacher Login on the Home Page, you will be brought to the page
where you can log in to GradeConnect. Enter your username and password and click
Loginto login. If you forgot your password, click Forgot your password? and follow
the on screen instructions to retrieve your password.

On some older computers you may experience problems logging in due to the fact
that GradeConnect utilizes secure login. If this happens, GradeConnect highly
recommends that you download the latest version of the web browser you are using to
ensure a secure log in. GradeConnect recommends the following web browsers:

Internet Explorer http://www.microsoft.com/windows/ie/defaul t. mspx
Mozilla Firefox http://www.getfiref ox.com/
Opera http://www.opera.com/download/
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Safari (Mac OSX)  http://www.apple.com/safari/download/

If you can not upgrade your web browser, or still can’t log in, try clicking on the link
below the login box that says Standard Ser ver and logging in on our standard server.
Keep in mind that thislog in is NOT secure, your username and password will be sent
over the Internet in (unencrypted) plain text.

Post Login Page

After successfully logging in you may see some information and/or special offers.
Click Enter GradeConnect to finish logging in.

Basic Layout of GradeConnect

GradeConnect is set up with major sections listed on tabs, like on file folders, along
the top of the page. These sections contain everything you need to use GradeConnect.
Certain sections contain more options and sub-categories which will appear along the | eft
hand side of the GradeConnect screen once you select acourse. Y our main sections as a
Teacher include Overview, Courses, Calendar, and Your Account. We'll go over these
sections now.

Overview

The Overview page shows you any active Announcements and Assignments and is a
great way to quickly see what’s happening in your courses now. Course Announcements
within the past 14 days are displayed to the left of the page with links to display
announcements from earlier in the year aswell. Course Assignments can be found on the
right hand side of this page.

Courses

The Courses section is where you go to access the courses you are teaching. From
here you can
Add a course to your list,
Delete a course from your list, or
Gain quick access to your courses

Clicking on a course title brings you to the Course home page for that course.
Options will expand on the left hand of the screen. Clicking on them will allow you to
- Return to the course Home, which shows the course syllabus and announcements
for the past 14 days,
Enter the Gradebook for the course,
View/add/edit/del ete Announcements for the course,
View/add/edit/del ete Assignments for the course,
Modify the course information including Description, Grading Method, Syllabus,
and much more,
Remove students from your class list,
Access email lists,
Add links to more information for the course, and
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Add textbooks and even assign textbook numbers to students to keep track of who
has which textbook!

Calendar

GradeConnect features a simple and easy to use calendar for quick access to
Assignments you have posted in GradeConnect.

Your Account

This section alows you to change your basic account information such as name,
email address, phone #, and your GradeConnect password. Y our school’s name and
GradeConnect code are also listed here for reference purposes.

Quick Access to Courses

For quick access to your courses, you can select a course from the drop down list
which can be found on the right hand side of the screen in the grey area below the tabs.
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Getting Things Done

Working with Courses

GradeConnect functions on a course by course basis. Y ou will have to create a
corresponding course on GradeConnect for each course you teach.

All of the instructions below assume that you already have a Teacher Account with
GradeConnect and have successfully logged in with that account.

Also, al of the instructions below have you select a course by clicking the Courses
tab and selecting a course. Y oucan aso select a course by clicking the drop down list
which can be found on the right hand side of the screen in the grey area below the tabs.

Create a Course

1.
2.

Click on the Cour ses tab.

Click the button that is labeled Create A New Cour se at the bottom of the course
list.

OR - Youcan also select Create New Cour se from the drop down list in the grey
area below the navigation tabs.

Enter the Course Number for the course.

Enter the Course Name for the course.

Choose whether the course is Open, or Closed.

a. If the Courseis open, students will be able to enroll in the course.

b. If the Courseis closed, students will not be able to enroll in the course.
Optionally, you can set a Max Enrollment number. If a number other than O is
entered, students cannot join you course after that number of students has
entered.

Select a Grading Method. Descriptions of the different grading methods are
included next to the options. Y ou can also see the Grading section of this manual
for more information.

Y ou can now enter an Enrollment Code if you want to restrict enrollment to
students who know the code you chose. Thisis helpful for keeping students from
accidentally enrolling in your class who shouldn’t be doing so.

Enter a description of the course in the box titled Course Description.
GradeConnect features a formatting toolbar allowing you to add specia formats
to your description. If you don’t see the toolbar it means that you are using
GradeConnect with an incompatible web browser, which probably just needs to
be upgraded. GradeConnect recommends the following web browsers:

Internet Explorer http://www.microsoft.com/windows/ie/default. mspx
Mozilla Firefox http://www.getfirefox.com/

Opera http://www.opera.com/download/

Safari (Mac OSX)  http://www.apple.com/safari/download/

10. Click Submit to finish creating your Course.
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Change Course Settings

The course settings that you can change are those options you chose when you
created the course.

Click on the Cour ses tab.

Find the course you want to edit in your Course Listing and click it.

On the left side of GradeConnect isalist of options, click M odify Cour se.
Make any changes you want and click the Submit button at the bottom of the

page.
Other course options such as Announcements, Links, and Textbooks are included later in

this section.

el SN

Delete a Course

1. Click onthe Cour ses tab.

2. Find the course you want to delete in your Course Listing.

3. Next to the course name, click Delete Cour se.

WARNING: All grades, assgnments, and enrollment data associated with this
course will also be deleted!

4. Click the box next to “Yes | amsure | want to delete this course!”

5. Click the button that says Delete.

Make an Announcement

Click on the Cour ses tab.

Click on the course for which you want to add an announcement to.

On the | eft side of GradeConnect, click on Announcements.

To add anew Announcement, click Add A New Announcement.

Enter atitle for the Announcement.

Enter the main text of the Announcement.

Y ou can set the date the announcement will appear to your class if you want it to
appear at alater date. By default the current day is selected.

Y ou can post the same announcement to multiple courses; click the boxes next to
other course names if you want this announcement to appear in other courses.

9. Click Submit to post the Announcement.

NoobkowdpE

©

Change Announcements

Click on the Cour ses tab.

Click on the course for which you want to change an announcement for.

On the | eft side of GradeConnect, click on Announcements.

Click Edit next to the Announcement you want to change.

After making any desired changes to the Announcement, click Submit to post the
updated Announcement.

aghrowbdpE

Delete Announcements

1. Click onthe Cour ses tab.
2. Click on the course you want to delete an announcement from.
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On the left side of GradeConnect, click on Announcements.

You will seealist of your current announcements. Find the announcement you
want to delete and click the link labeled DEL ETE to the right of it.

Check the box titled “Yes | am sure | want to delete this announcement!” and
click the Delete button.

Add Web Links
GradeConnect includes the ability to add links to resources on the Internet for a class.

If you know of aweb site that may be of help to your class, thisis a great place to include

it.

ouh~howdpE

o N

0.

Click on the Cour ses tab.

Click on the course to which you want to add a link.

On the left side of GradeConnect, click on Links.

To add anew Link, click Add NewLink.

Enter atitle for the Link.

Enter the URL for the Link i.e. www.gradeconnect.com

Be sure not to include the http:// as GradeConnect does this for you!
Enter a description of the web site for which you're posting a link.

Y ou can post the same Link to multiple courses; click the boxes next to other
course names if you want this link to appear in other courses.

Click Submit to post the Link.

Change Web Links

oukwbdE

Click on the Cour ses tab.

Click on the course for which you want to change a Link.

On the left side of GradeConnect, click on Links.

You will seealist of your current Links.

Click View/Edit next to the link you want to change.

After making any desired changes to the Link, click Submit to post the updated
Link.

Delete Web Links

OR

Sk whNE

o oA

Click on the Cour ses tab.

Click on the course you want to delete a Link from.

On the left side of GradeConnect, click on Links.

You will see alist of your current Links. Find the link you want to delete.
Click the link labeled DEL ETE to the right of the link you want to delete.
Check the box labeled “Yes | am sure | want to delete thislink!” and click the
DELETE button.

You will seealist of your current Links. Click Advanced Functions
Click Delete All Links in this Course

Check the box labeled “Yes| am sure | want to delete all the links in this course!”
and click the DELETE button.
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Add Textbooks to a Course

GradeConnect includes the option of adding textbooks to your courses. Thisisa
helpful resource for students to find out what textbooks may help them in the class. You
can also use the Books Assigned feature to assign students a specific textbook to help you
keep track of who has what textbook.

pWODNPE

6.

7.

Click on the Cour ses tab.

Click on the course to which you want to add a Textbook.

On the | eft side of GradeConnect, click on Textbooks.

In the main window, you are now given the choice of adding a new textbook or
picking an existing textbook to edit. You won't see any textbooks if you haven't
entered one yet. Click on Add A New Textbook.

You are only required to enter the Title and Publisher of the textbook. Y ou can
also specify the Edition, Author, and Replacement Cost for the textbook.

Y ou can post the same textbook to multiple courses; click the boxes next to other
course names if you want this textbook to appear in other courses.

Click the Submit button to post this textbook to your course(s).

Edit Course Textbooks

Sk whNE

Click on the Cour ses tab.

Click on the course for which you want to change a textbook.

On the left side of GradeConnect, click on Textbooks.

You will see alist of your current textbooks.

Click Edit next to the textbook you want to change.

After making any desired changes to the textbook, click Submit to post the
updated Link.

Assign Textbooks to Students

Y ou can use this GradeConnect feature to keep track of the book(s) that your students
have in their possession.

1
2. Click on the course for which you want to assign a textbook.

3.

4. Find the book you want to assign in the list of books you previoudly entered into

o

Click on the Cour ses tab.
On the left side of GradeConnect, click on Textbooks.

GradeConnect and click the Assign link.

There must be students signed up for your course to assign books. For each
student in the list enter the Book Number the student has, the Condition the book
isin, and whether or not he/she has Returned the book to you and click Update.
To view alist of the information you have just entered, click the View link next to
the name of the book in your books list.

Delete Textbooks

1.
2.
3.

Click on the Cour ses tab.
Click on the course from which you want to delete a textbook.
On the | eft side of GradeConnect, click on Textbooks.
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You will seealist of your current textbooks. Find the textbook you want to
delete and click the link labeled DEL ETE to the right of it.

Check the box titled “Yes | am sure | want to delete this Textbook!” and click the
Delete button.

Remove Students from a Course

1.

5.

Click on the Cour ses tab.

2. Click on the course from which you want to remove a student.
3.
4. You will seealist of your current students in this course. Find the student you

On the left side of GradeConnect, click on Modify Student.

want to remove and click the link labeled REM OV E to the left of hisher name.
Check the box titled “Yes | am sure | want to ddlete this Student from this
course.” and click the Delete button.
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Working with Assignments and Assessments

GradeConnect makes a distinction between Assignments and A ssessments.
Assignments, used to notify students of something they need to do, aren’t aways graded.
Assessments, however, are entries in the Gradebook that are to be graded. Posting an
Assignment won't create an Assessment in the Gradebook. Likewise, posting an
Assessment in the Gradebook won't create a corresponding Assignment. The separation
between the two provides you, the teacher, with the flexibility necessary to utilize
GradeConnect.

All of the sections below assume that you have logged on to GradeConnect with your
Teacher Account and have already created at least one course. If you haven't created a
course yet, please refer to the previous section on Working with Courses.

Remember, for quick access to a course, you can select it from the drop down list
found in the grey area under the navigation tabs!

Add an Assignment

1. Click onthe Cour ses tab and select the course to which you would like to add an
assignment by clicking on the course name.

2. A new menu will appear on the left side of GradeConnect. Click on
Assignments.

3. Click Add A New Assignment.

4. Asindicated under “Name for assignment” enter a brief title you want to appear
for the assgnment, such as“Pg. 84, Q. 1-25".

5. GradeConnect features the ability not to display an assignment to your students
until you choose to do so. By entering a date under “Make Assignment Visible to
Students on:” students won't see the assignment you post until you want them to.

6. Below that you will see “Date Assignment is Due:” Enter the due date for the
assignment here.

Note: After entering the date, if you use a mouse with a scroll wheel, scrolling
down on the page before clicking outside the Date box will change the date due
for the assignment. Thiswill happen for any drop down box on the Internet
though, so make sure when you' re done that the date is correct.

7. Enter adescription of the assignment in the text box below “Description of
Assignment:”

a. GradeConnect features a formatting toolbar allowing you to add special
formats to your description. If you don't see the toolbar it means that you
are using GradeConnect with an incompatible web browser, which
probably just needs to be upgraded. GradeConnect recommends the
following web browsers:

Internet Explorer http://www.microsoft.com/windows/ie/default. mspx
Mozilla Firefox http://www.getfirefox.com/

Opera http://www.opera.com/download/

Safari (Mac OSX)  http://www.apple.com/safari/download/
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8.

0.

GradeConnect also allows you to save time by posting an assignment to multiple
classes. If you would like the assignment you are posting to appear under
multiple classes, check the boxes next to the appropriate classes.

Click the Submit button to post your assignment.

10. Immediately following, you are taken to the View/Edit Assignment page. From

here you can View, Edit, or Delete your assignment. Discussion of these options
will continue in the following sections.

Edit Assignments

1.

2.

3.

4.

Click on the Cour ses tab and select the course for whichyou would like to edit an
assignment by clicking on the course name.

A new menu will appear on the left side of GradeConnect. Click on
Assignments.

You will see alist of the Assignments you have posted. Click the link labeled
Edit to the left of the title of the assignment.

Make any desired changes and click Submit to update the assignment.

Delete Assignments

1.

2.

3.

Click on the Cour ses tab and select the course for which you would like to edit an
assignment by clicking on the course name.

A new menu will appear on the left side of GradeConnect. Click on
Assignments.

You will see alist of the Assignments you have posted. Click the link labeled
Delete to the |eft of thetitle of the assignment.

Check the box labeled “Yes | am sure | want to delete this assignment!”

Click the Delete button

Click Advanced Functions

Click Delete All Linksin thisCourse

Check the box labeled “Yes | am sure | want to delete all the assignmentsin this
coursel” and click the Delete button.

Change the Visibility of an Assignment

1.

2.

3.

No

Click on the Cour ses tab and select the course for which you would like to
change assignment visibility by clicking on the course name.

A new menu will appear on the left side of GradeConnect. Click on
Assignments.

You will see alist of the Assignments you have posted. Click the link labeled
Edit to the left of the title of the assignment.

The second section of the assignment is titled “Make Assignment Visible to
Students on:” By default this will be set to the date you created the assignment.
To hide the assignment until a future date, change the date to the day you want the
assignment to appear.

To make the assignment visible now change the date to whatever today’ s date is.
Click the Submit button to finish changing the visibility of the assignment.

16
Grade Connect, Inc.
User Manual - Version 2.0 of January 2006



Quickly View all Assignments

The Overviewtab in GradeConnect will show you all of your current assignments on
the right side of the screen.

Y ou can aso see only the assignments due on a specific day.

1. Click onthe Calendar tab.

2. Daysfor which assignments are due will appear orange instead of white.

3. Click the number for the day you want to see the assignments.

4. To view previous months, click the << to the left of the name of the month above
the calendar.

5. To view future months, click the >> to the right of the name of the month above
the calendar.

Advanced Assignment Options

There are several advance actions you can perform on all of your assignments for a
specific course. Once clicking on the Assignments button you will see alink for
Advanced Functions. Clicking this link shows you additional actions you can perform
on your assignments.

Delete All Assignmentsin this Course
1. Click Delete All Linksin this Course
2. Check the box labeled “Yes | am sure | want to delete all the assignmentsin this
course!” and click the Delete button.

Add 1 year to Assgnment'sVisible Date
Subtract 1 year from Assignment'sVisible Date
1. Click Add or Subtract 1 year from Assignment’s Visible Date
2. If you are sure you want to proceed, click Y es otherwise click No

Add 1 year to all Assignment's Due Dates
Subtract 1 year from all Assignment's Due Dates
1. Click Add or Subtract 1 year from Assignment’s Due Date
2. If you are sure you want to proceed, click Y es otherwise click No
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Grading

Remember, for quick accessto a course, you can select it from the drop down list
found under the Log Out tab!

Set/Change the Grading Method for a Course

Y ou determine the Grading method for your courses when you create them. To learn
how to create a course, see the section Create a Course under Working with Cour ses.
There are three different grading methods available to you in GradeConnect.

Individually Weighted Assessments

Each assessment is assigned aweight (ex. Test 1 - 12.5%, Test 2 - 12.5%, Homework
1 - 2%). The student's score is calculated by multiplying each assessment score by its
corresponding percent and adding them all up. Assessments should add to 100% by the
end of the Quarter. This is the default method.
Note: does not allow for dropping of lowest assessment

Category Weighted Assessments

Each assessment is assigned to a category (ex Tests, Labs, Presentations, etc) and the
category is assigned aweight (ex Tests - 40%, Presentations - 20%, etc). Individual
assessment weights are then automatically calculated by GradeConnect.com based on
these category weights.
Note: allows for the option in each category to drop the student’ s lowest grade

Straight Point Based

Each assessment is assigned points (ex. 18/22) and the student's score is sSimply
calculated by dividing the total points he/she earned by the total points possible. (ex. Test
1-15/20, Test 2 - 17/18 - Current student score is 32/38 or 84%)
Note: does not allow for automatic dropping of lowest grade

To change the Grading method for a cour se:
1. Click onthe Cour ses tab.
2. Find the cour se you want to edit in your Course Listing and click it.
3. Ontheleft side of GradeConnect isalist of options, click M odify Cour se.
4. Under Grading Method sdlect the grading method you would like to use for the
course.
5. Click Submit to save your change.

Create Categories for Category Weighted Assessments Grading

When using Category Weighted Assessments you will need to create the categories to
be used. Categories include, but are not limited to, participation, quizzes, tests,
homework, etc.

1. Click onthe Courses tab and select the course for which you would like to create
categories by clicking on the course name.

2. A new menu will appear on the left side of GradeConnect. Click on Gradebook.
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3. New menu options will appear under Gradebook, under Add/Edit/Delete, click
Category.

4. Click Add A New Category

5. Enter the name of the Category and Weight that category holds.
Note: If a category is 20% of the quarter grade, enter a 20 not a 0.2.

a. If you would like GradeConnect to automatically drop the lowest grade in
the category when calculating the grade, click the box labeled Drop
lowest gradein thiscategory.

b. To enter this category in al 4 marking periods for your class, check the
box titled “Place this category in all 4 Marking Periods.”

c. To add this category to additional classes that are also category weighted,
put a check in the box next to their name(s).

6. Click Add to finish creating the category.

Change/Delete Categories for Category Weighted Assessments
Grading

1. Click onthe Cour ses tab and select the course for which you would like to
change/delete categories by clicking on the course name.

2. A new menu will appear on the left side of GradeConnect. Click on Gradebook.

3. New menu options will appear under Gradebook, under Add/Edit/Delete, click
Category.

4. To Edit a Category, click Edit next to it.

5. To Delete aCategory, click Delete next toit.

To Change the Display order, click the Up or Down arrow to move the category

up or down. Note: This doesn’'t change anything except for the order that you see

them listed on the spreadsheet.

o

Add an Assessment

1. Click onthe Cour ses tab and select the course to which you would like to add an

assessment by clicking on the course name.

A new menu will appear on the left side of GradeConnect. Click on Gradebook.

New menu options will appear under Gradebook, under Add/Edit/Delete, click

Assessments.

4. Click Add A New Assessment

5. Enter the name of the assessment i.e. Quiz 1

6. If you are using Category Weighted Assessments, select the category to which
this assessment belongs. While you don’t have to select a category, the
assessment will not appear on the grading spreadsheet if you do not.

7. Enter the Max points possible on this assessment.

8. Choose whether you want your students to be able to view this assessment by
removing or adding the check to the box next to “Visible to Students.”

9. If you would like this Assessment to be added to your other courses, check the
boxes next to their name(s)

10. Click the Add button to finish adding the Assessment.

wWn
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Put Assessments into Categories for Category Weighted
Assessments Grading

If you didn’t add an assessment to a category when you created the assessment or
would like to change the category to which it belongs, you can still do so.

1

wWn

No gk

Click on the Cour ses tab and select the course you would like to put assessments
into categories for by clicking on the course name.

A new menu will appear on the left side of GradeConnect. Click on Gradebook.
New menu options will appear under Gradebook, under Add/Edit/Delete, click
Assessments.

You will see alist of assessments below the section to add a new assessment.
Find the assessment you want to put into a category and click Edit to the left of it.
Select the Category.

Click Update to complete changes to the assessment.

Change the Visibility of an Assessment

1.

2.
3.

7.

Click on the Courses tab and select the course for which you would like to
change assessment visibility by clicking on the course name.

A new menu will appear on the left side of GradeConnect. Click on Gradebook.
New menu options will appear under Gradebook, under Add/Edit/Delete, click
Assessments.

4. Youwill seealist of assessments below the section to add a new assessment.
5.
6. Remove or add a check to the check box next to “Visible to Students’ to make the

Find the assessment you want to put into a category and click Edit to the left of it.

assessment hidden or visible to your students.
Click Update to complete changes to the assessment.

Other Changes to Assessments

1.

wnN

No oA

Click on the Cour ses tab and select the course for which you would like to make
assessment changes by clicking on the course name.

A new menu will appear on the left side of GradeConnect. Click on Gradebook.
New menu options will appear under Gradebook, under Add/Edit/Delete, click
Assessments.

You will see alist of assessments below the section to add a new assessment.
Find the assessment you want to put into a category and click Edit to the left of it.
Make any desired changes to the assessment.

Click Update to complete changes to the assessment.

Enter/Change Grades

There are two ways to enter grades for students. The first way is by assessment. This
allows you to enter all the grades for students for a given assessment. The second way is
by student. This allows you to enter grades for a single student at atime.

By Assessment
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1. Click onthe Cour ses tab and select the course for which you would like to
enter/change grades by clicking on the course name.

2. A new menu will appear on the left side of GradeConnect. Click on Gradebook.

3. New menu options will appear under Gradebook, under Enter/View Grades, click
Assessment.

4. Choose the Assessment you would like to enter or change grades for by clicking
its name.

5. Enter the grades for any or al the students.

6. To save your changes to the grades for the assessment, click the Update button at
the end of the list of students.

By Student
1. Click onthe Cour ses tab and select the course you would like to enter/change
grades for by clicking on the course name.
2. A new menu will appear on the left side of GradeConnect. Click on Gradebook.
3. New menu options will appear under Gradebook, under Enter/View Grades, click
Student.
4. Choose the student you would like to enter or change grades for by clicking
higher name.
Enter the grades for any of the assessments for which you want to enter a grade.
To save your changes to the grades for the student, click the Update button at the
end of the list of assessments.

Sl

View All Grades for All Students in a Spreadsheet

1. Click onthe Courses tab and select the course you would like to view grades for
by clicking on the course name.

2. A new menu will appear on the left side of GradeConnect. Click on Gradebook.

3. New menu options will appear under Gradebook, under Enter/View Grades, click
Spreadsheet.

Y ou have some options here. Y ou can set the “Warning Grade” to have
GradeConnect automatically make any grades less than the number specified appear as
red. You can also sort by student number or last name, or by O or 1 decimal. Click Apply
after making those changes to apply them.

Y ou can change grades from here aswell. Click on a student’s grade (or lack there-
of) to changeit.

For a“Printer Friendly” version of the spreadsheet click on:

L} Printer Friendly Version

Print a Blank Grading Spreadsheet from GradeConnect

GradeConnect features the option of printing out a spreadsheet of students so you can
write down grades while you're not at a computer.
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Click on the Cour ses tab and select the course for which you would like to print a
blank grading spreadsheet by clicking on the course name.
A new menu will appear on the left side of GradeConnect. Click on Gradebook.
New menu options will appear under Gradebook, under Utilities, click Blank
Sheet.
By default students are listed by their student number. To list them by last name
click the circle next to “Last Name.
The default number of columns included to be printed is 12. To change this
number, click the down arrow next to 12 and select the number of columns you
want to print.
Select how you would like the blank sheet to be displayed.

a. Select HTML for the blank sheet to be displayed in the web browser.

b. Select PDF for an Adobe Acrobat Reader PDF file to be created.
Click Go
Click the File menu and select Print.
Click the Print button to print out the page.

. The page may look better if printed out in landscape instead of portrait view.

When printing fromInternet Explorer, after going to File, Print, you should be
ableto click the Prefer ences button and select Landscape and click OK. You
will be returned to the Print window, now click the Print button.

Export Grades from GradeConnect for Use in Microsoft Excel *

1.

8.

0.

Click on the Cour ses tab and select the course you would like to export grades for
by clicking on the course name.

A new menu will appear on the left side of GradeConnect. Click on Gradebook.
New menu options will appear under Gradebook, under Utilities, click Export.
The instructions below for saving the grades to your computer are specificaly for
Internet Explorer but should also work in Netscape and other Internet browsers.
Right-click on the link that says Right -Click Here for Exported Data and
choose "Save Target As..."

A window will open alowing you to save the grades. Change the file name to the
name of your class followed by .csv, i.e. english205.csv

Below the file name is a box titled Save as type: click the drop down arrow in
this box and select All Files.

Select where you want to save the file on your computer, thisis the same as
saving any file on your computer.

Click Save to save thefile.

Note: Because of various limitations, this .csv file will not use SS. encryption when
being sent.

1. Excel is a registered trademark of Microsoft Corporation

Print a Progress Reportor Failure Warning for Students

1.

Click on the Cour ses tab and select the course from which you would like to print
a progress report or failure warning by clicking on the course name.
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5.

6.

A new menu will appear on the left side of GradeConnect. Click on Gradebook.
New menu options will appear under Gradebook, under View By, click
Spreadsheet.

One of the columns is labeled “ Generate PDF Reports.” To generate failure
warnings or progress reports for select students only, put a check in the boxes
next to the names of those students. To generate failure warnings or progress
reports for the whole class click the link for check all under the title, Generate
PDF Reports.

At the end of the list of studentsis a button labeled Create, click it to move to the
next step in creating the reports.

Answer the questions on the following page and click Create PDFs to create the
PDFs.

Note: You must have Adobe Reader installed on your computer to view the report. |If
you can’t view the report from the previous step, this probably means that you don’t
have Adobe Reader ingtalled. To install Adobe Reader, you can click the image on
the page in the previous step that says Get Adobe Reader. Alternatively, thisisthe
web site to go to download Adobe Reader:
http://www.adobe.com/products/acrobat/readstep2.html
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Everything Else

Remember, for quick access to a course, you can select it from the drop down list
found under the Log Out tab!

Send Email to My Whole Class or to Individual Students

Y ou can send email directly from GradeConnect to your entire class, specific
students, their parents, or parents and students. Note that not all students will have parent
email available, only if the studert’s parent(s) signed up for a GradeConnect Parent
Account. If astudent’s nameis surrounded by [ ]’ s then no parent email is available for
that student.

1. Click onthe Cour ses tab and select the course from which you would like to
email by clicking on the course name.

2. A new menu will appear on the left side of GradeConnect. Click on Email.

3. Select whether you would like to send email to Students, Parents, or Both.

a. Note, Students that do not have a parent account attached to them will
appear with [ ]’s around their name. If students do have a parent account
attached to them, therewill beno[]'s.

4. Click the boxes next to the student names to which you would like to send email.
You can click the Check All or Clear All linksto save time.

Enter a subject for the email.

Enter the message.

If you would like to receive a copy of the email you' re sending out, make sure
that there is a check in the box next to “Send copy to yourself.”

8. Click the Send button to send the email.

No o

Look up a Student’s Username

Y ou can look up your enrolled students' usernames by course. Thisis helpful if
students come to you saying that they don’t remember their username to log on to
GradeConnect.

1. Click onthe Cour ses tab and select the course in which you would like to find
students by clicking on the course name.

2. A new menu will appear on the left side of GradeConnect. Click on Modify
Students.

3. Alist of all students currently enrolled in that class will appear.

4. Among the information listed will be the students’ full names.

5. Directly below their Full Name is their Username.

Look up a Student’s Password

For security reasons, you are not permitted to look up your students passwords. If
students have forgotten their passwords, they should go to GradeConnect.com and click
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on Student Login. Once there they can click the link for Forgot your password? and
follow the steps to retrieve their password.

Check the Last Time a Student Logged in to GradeConnect

1. Click onthe Cour ses tab and select the course the student(s) arein by clicking on
the course name.
2. A new menu will appear on the left side of GradeConnect. Click on Modify
Students.
3. A list of al students currently enrolled in that class will appear.
4. Among the information provided here, the last column contains two dates, the last
time they logged on, and the date they enrolled in your class.
a. ThelLast Logon Dateis prefaced with aL:
b. The Enroliment Date is prefaced with an E:

Change My Password

Please see the Changing Your Password section under the Account Basics section
for instructions on changing your password.
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Students

Account Basics

Create a Student Account on Grade Connect

el SN

o

No

Open aweb browser and go to http://www.gradeconnect.com/.

Click on Create Account, found at the top middle of the page.

Select Create a Student Account.

Fill out the form. Be sure to select a username you'll remember. Also keep in
mind that good passwords contain a combination of both numbers and letters.
It is important to you that you enter avalid email address! If you forget your
password it can be emeiled to you at the address you specify here.

Click Submit when you are done filling out the form.

Y ou will see a message congratulating you, click where it says Click hereto
Login!

You have just created your GradeConnect.com Student account. Y ou will be
returned to the Home page where you can log in to Grade Connect.

Log in to GradeConnect

1.
2.
3.

4.

Open aweb browser and go to http://www.gradeconnect.com/

On the left hand side of the page, under Members, click on Student Login

Enter the Username and Passwor d you chose when creating your account (unless
you have since changed your password) and click on Login.

Note: If you have forgotten your password click on Forgot your password?,
enter your GradeConnect.com username and click Submit. Y our password will
be emailed to the email address you specified when you created your account. |f
you didn’t specify a valid email address that you have access to, your teacher will
have to delete your account and you'll need to create a new one.

Click Enter GradeConnect to finishlogging in.

Change your Account Information

The account information that you can change in Grade Connect includes the following:
» Student Number
» First and Last Name
» Email Address
» GradeConnect.com Password

To change any of the above information:

1.
2.

3.

Open aweb browser, go to http://www.gradeconnect.com/, and log in.

Toward the top of the screen you should see arow of tabs, click on the tab labeled
Your Account.

Change any of the information you would like to change and click the Submit
button.
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Important: Do not enter any password information unless you want to change
your password.

Change your Password

1.
2.

3.

No

Open aweb browser, go to http://www.gradeconnect.com/, and log in.

Toward the top of the screen you should see arow of tabs, click on the tab labeled
Your Account.

Scroll down the page, past the personal information to the grey box with three
sections: Old Password, New Password, and Confirm New Password.

In the box labeled Old password enter your current GradeConnect.com
password.

In the box labeled New Passwor d enter what you want your new password to be.
Remember that passwords must be between 5 and 20 characters long and keep in
mind that good passwords contain a combination of both numbers and letters.
Enter your new password again in the box labeled Confirm New Passwor d.
Click the Submit button to change your password.
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GradeConnect.com Layout

GradeConnect.com Home Page
The GradeConnect home page includes four main sections:
Learn More
Bigger Accounts
Next Step
LogIn

Learn More

Here you'll find several links providing you with an opportunity to learn more about
GradeConnect. The Takeatour! link is an excellent way to acquire a good idea of what
GradeConnect has to offer you.

Bigger Accounts

Thisis the place to go to learn about the additional features in GradeConnect outside of
the standard student and teacher accounts. Parent Accounts give parents away to keep
track of their student’s progress and even receive email alertsif desired. School
Accounts provide extra features for schools that want more control over how
GradeConnect helps them.

Next Step

Y ou can sign up for a demo account to give GradeConnect atest drive. Or if you're
ready to start using GradeConnect in your class room you can create an account for
yoursdlf.

Logln

To start working with GradeConnect click on the Student button to log in once you' ve
created an account for yourself. Or if you' ve received a demo account and would like to
try out GradeConnect.com, click Demo Login.

Login Page

After clicking Student L ogin on the Home Page, you will be brought to the page
where you can log in to GradeConnect. Enter your username and password and click
Logintolog in. If you forgot your password, click Forgot your password? and follow
the on screen instructions to retrieve your password.

On some older computers you may experience problems logging in due to the fact
that GradeConnect utilizes secure login. If this happens, GradeConnect highly
recommends that you download the latest version of the web browser you are using to
ensure a secure log in. GradeConnect recommends the following web browsers:

Internet Explorer http://www.microsoft.com/windows/ie/defaul t. mspx
Mozilla Firefox http://www.getfiref ox.com/
Opera http://www.opera.com/download/
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Safari (Mac OSX)  http://www.apple.com/safari/downl oad/

If you can not upgrade your web browser, or till can’t log in, try clicking on the link
below the login box that says Standard Ser ver and logging in on our standard server.
Keep in mind that thislog in is NOT secure, your username and password will be sent
over the Internet in (unencrypted) plain text.

Post Login Page

After successfully logging in you may see some information and/or special offers.
Click Enter GradeConnect to finish logging in.

Basic Layout of Grade Connect

Grade Connect is set up with major sections listed on tabs, like on file folders, along
the top of the page. These sections contain everything you need to use Grade Connect.
Certain sections contain more options and subcategories. These will appear along the left
hand side of the Grade Connect screen Y our main sections as a Student include
Overview, Courses, Calendar, Y our Account, and Parent Accounts. We'll go over these
SEctions now.

Overview

The Overview page shows you any active Announcements and Assignments and is a
great way to quickly see what’s happening in the courses you' re enrolled in. Course
Announcements within the past 14 days are displayed to the left of the page with links to
display announcements from earlier in the school year aswell. Current Course
Assignments can be found on the right hand side of this page.

Courses
The Courses page displays al of the courses you are enrolled in and lets you join

other courses you are taking. Clicking on a course will open a page with that course’s
Announcements, Assignments due that week, and the course syllabus. Further links
(found after clicking a course) aong the left hand side of the page allow you to

View your grades

See your assignments

Email your teacher

Check links your teacher may have posted for the course

See alist of textbooks your teacher may have posted for the course

Calendar

The Calendar gives you quick access to check on Assignments. |If anything is due on
acertain day, that day will appear shaded orange. Click it to check your assignments.

Your Account

This section allowsyou to change your basic account information such as name,
email address, student number, and your Grade Connect password.
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Parent Accounts

The Parent Accounts section alows you to see the parent accounts that are “ attached”
to your account. The accounts listed here can access anything you can in Grade Connect.

Quick Access to Courses
For quick access to your courses, you can select a course from the drop down list.
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How Do I... Getting Things Done

Courses

All of the sections below assume that you have a valid GradeConnect account and
have logged in to that account. For information on logging in to Grade Connect see the
section Logging in to GradeConnect under the Account Basics section.

Also, al of the instructions below have you select a course by clicking the Courses
tab and selecting a course. Y ou can also select a course by clicking the drop down list
under the Log Out tab and selecting a course from there.

Join a Course

To be apart of acoursein GradeConnect you have to join the course yourself. Be
sure to choose the right course when joining as you can not leave a course yourself, the
teacher who teaches that particular course must remove you.

1. Click onthe Cour ses tab.

2. Click onthe Join A Cour se button.

3. Courses are listed in alphabetical order by course name. Find the course you have
been told to enrall in and click the Join button.
Note: Some courses require acodeto join. If thisisthe case with a class your
teacher will provide you with the code. Enter the code in the box labeled Code: in
front of the Join button before clicking Join.

Find Out About Assignments

Assignments are listed in multiple places. The quickest way to find out about
assignments is on the Overview tab. Thisiswhat you will see when log in to Grade
Connect. Assignments are found listed on the right of Grade Connect and are listed by
Date, then by Class. You can click an assignment for more information.

To view al of your assignments for a specific class, click the Cour ses tab, select a
course, and click Assignments on the left of Grade Connect. Thiswill show you alist of
all current and past assignments for the class. Y ou can click an assignment for more
information.

Y ou can also view assignments due for a given day by using the Grade Connect
Calendar. Days that assignments are due are colored orange.

1. Click onthe Calendar tab.

2. Click the number for the day for which you want to see the assignments.

3. To view previous months, click the << to the left of the name of the month above
the calendar.

4. To view future months, click the >> to the right of the name of the month above
the calendar.
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View Course Announcements

Announcements can be found in two places. The first and easiest place to find
announcements is under the Overview tab. Thisiswhat you will see when you log in to
Grade Connect. By default you will only see announcements from the past two weeks
(14 days.) To view announcements from longer than two weeks ago, click on either L ast
30 Days or All depending on what you want to see.

To view announcements for a specific class, click the Cour ses tab, and select a
course to view. You will see the announcements for the class listed in the same location
as on the Overview page.

View the Course Information

Teachers may enter as much or as little as they want to to the main page for their
course. The Course Information page is what appears when you select a course from the
Courses page or from the drop-down list of courses. If you would like to print a copy of
the course information click on:

Printer Friendly Version

View a Course’s Internet Links

Y our teacher may choose to include links to web sites with valuable information for
the subject you are studying. To view any links that may have been posted, click the
Cour sestab, select a course by clicking itsname, then click on Links.

Look Up Course Textbooks

The textbooks section in Grade Connect allows you to view information about the
textbooks in use for your classes. This feature also allows teachers to track which copy
of agiven textbook you have and in what condition it was in when it was given to you.

1. Click the Cour ses tab.
2. Select acourse by clicking its name.
3. Ontheleft of Grade Connect click Textbooks.
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Grades

All of the sections below assume that you have a valid Grade Connect account and
have logged in to that account. For information on logging in to Grade Connect see the
section Logging in to Grade Connect under the Account Basics section.

Remember, for quick access to a course, you can select it from the drop down list
found under the Log Out tab!

Check My Grades

Y ou can check your grades with Grade Connect. Keep in mind that the average
posted in Grade Connect is only an estimate of your grade. All of your work may not
have a grade entered for it yet, resulting in inaccurate averages. However, the actua
grades posted for given assignments should be accurate so long as your teacher entered
them correctly. If your grades don’t appear as you expect them to, please contact your
teacher for more information.

1. Click the Cour ses tab.
2. Sdlect acourse by clicking its name.
3. Ontheleft of Grade Connect click My Grades.
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Everything Else

All of the sections below assume that you have a valid Grade Connect account and
have logged in to that account. For information on logging in to Grade Connect see the
section Logging in to Grade Connect under the Account Basics section.

Remember, for quick access to a course, you can select it from the drop down list
found under the Log Out tab!

See What Parent Accounts are Attached to My Account

Grade Connect is set up so that your parents can create an account and attach your
account to theirs so that they can have direct access to how you're doing. Y ou can see
what parent accounts are attached to your account, when they were attached, and when
their account expires by clicking on the Parent Accounts tab in Grade Connect.

Email My Teacher

Y ou can send your teacher email from within Grade Connect. This makes it very
easy for you to keep in contact with your teacher without having to remember his’her
email address!

1. Click onthe Cour ses tab and select the course whose teacher you would like to
email.

2. A new menu will appear on the left side of Grade Connect. Click on Email
Teacher.

3. Enter asubject for the email.

4. Enter the message.

5. If you would like to receive a copy of the email you' re sending out, make sure
that there is a check in the box next to “Send copy to yourself.” Itisagood idea
to send yourself a copy in case there is a problem with your teacher’s email. This
way you can verify that you did in fact send an email and can forward it to your
teacher again if necessary.

6. Click the Send button to send the email.

Change My Password

Please see the Changing Your Password section under the Account Basics section
for instructions on changing your password.

Change My Email Address

Please see the Changing Your Account Infor mation section under the Account
Basics section for instructions on changing your email address.

Grade Connect, Inc.
User Manual - Version 2.0 of January 2006



Parents

Account Basics

Create a Parent Account on GradeConnect

Parents can create their own account on GradeConnect. Thisaccount will allow
parents to see everything their child (or children) sees: grades, homework assignments,
due dates, failure warnings, etc. Thereisalso easy and convenient email communication
with the teacher. Parents can check up on matters while at home, work, or even on a
short trip. The Parent Account is available now for a small yearly service charge of $4.95.
Upon creating your Parent Account, you will have 21 days to submit payment. To create
a Parent Account, openaweb browser and go to http://www.gradeconnect.com/.

1
2.
3

o Uk

. Click on Create Account, found at the top middle of the page.

Select Create a Parent Account.

Fill out the form. Be sure to select a username you'll remember. Also keep in
mind that good passwords contain a combination of both numbers and letters.

It is very important that you enter a valid email address.

Click Submit when you are done filling out the form.

A page will come up detailing payment methods and providing other important
information such as your Account Number. Please review this page and print it
for your records.

After printing, at the bottom of the page, click where it says Click hereto L ogin!
Y ou will be returned to the GradeConnect.com Home page.

Log in to GradeConnect

1.
2.
3.

4,

5.

Open aweb browser and go to http://www.gradeconnect.com/

On the right side of the page, under Log In, click on Parent Login.

Enter the Username and Passwor d you chose when creating your account (unless
you have since changed your password) and click on Login.

Note: If you have forgotten your password click on Forgot your password?,
enter your GradeConnect.com username and click Submit. Y our password will
be emailed to the email address you specified when you created your account.
The first time you log on you will be presented with the GradeConnect.com End-
User Agreement. Please read the agreement and select | Agree if you do.

In the future you can click Enter GradeConnect to finish logging in.

Change Your Account Information
The account information that you can change in GradeConnect includes the following:

YV VVVYVY

Title, such as Mr. Mrs. Miss, etc.
First and Last Name

Address, City, State, Zip

Email Address
GradeConnect.com Password
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To change any of the above information:

1.
2.

3.

Open aweb browser, go to http://www.gradeconnect.com/, and log in.

Toward the top of the screen you should see arow of tabs, click on the tab labeled
Your Account.

Change any of the information you would like to change and click the Submit
button.

Important: Do not enter any password information unless you want to change
your password.

Change Your Password

1
2.

3.
4.
S.

6.
7. Click the Submit button to change your password.

Open aweb browser, go to http://www.gradeconnect.com/, and log in.

Toward the top of the screen you should see arow of tabs, click on the tab labeled
Your Account.

Scroll down the page, past the persona information to the grey box with three
sections: Old Password, New Password, and Confirm New Password.

In the box labeled Old password enter your current GradeConnect.com
password.

In the box labeled New Passwor d enter what you want your new password to be.
Remember that passwords must be between 5 and 20 characters long and keep in
mind that good passwords contain a combination of both numbers and |etters.
Enter your new password again in the box labeled Confirm New Password.

Renew Your Account
1. Open aweb browser, go to http://www.gradeconnect.com/, and log in.

2.

3.

4.

Toward the top of the screen you should see arow of tabs, click on the tab labeled
Your Account.

At the top of your Account Information page, click the link labeled To Renew
Click Here which is below the Account Expiration Date notification

An invoice will be emailed to the address specified in your Account Information.
Print out the invoice and mail a check to the address specified in the email to
complete your account renewal.
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GradeConnect.com Layout

GradeConnect.com Home Page
The GradeConnect home page includes four main sections:
Learn More
Bigger Accounts
Next Step
LogIn

Learn More

Here you'll find several links providing youwith an opportunity to learn more about
GradeConnect. The Takeatour! link is an excellent way to acquire a good idea of what
GradeConnect has to offer you.

Bigger Accounts

Thisis the place to go to learn about the additional features in GradeConnect outside of
the standard student and teacher accounts. Parent Accounts give you away to keep track
of your student’s progress and even receive email alertsif desired. School Accounts
provide extra features for schools that want more control over how GradeConnect helps
them.

Next Step

Y ou can sign up for a demo account to give GradeConnect atest drive. Or if you're
ready to start using GradeConnect in your class room you can create an account for
yoursdlf.

Logln

To start working with GradeConnect click on the Parent button to log in once you've
created an account for yourself. Or if you' ve received a demo account and would like to
try out GradeConnect.com, click Demo Login.

Login Page

After clicking Parent L ogin on the Home Page, you will be brought to the page
where you can log in to GradeConnect. Enter your username and password and click
Logintolog in. If you forgot your password, click Forgot your password? and follow
the on screen instructions to retrieve your password.

On some older computers you may experience problems logging in due to the fact
that GradeConnect utilizes secure login. If this happens, GradeConnect highly
recommends that you download the latest version of the web browser you are using to
ensure a secure log in. GradeConnect recommends the following web browsers:

Mozilla Firefox http://www.getfirefox.com/
Internet Explorer http://www.microsoft.com/windows/ie/default. mspx
Opera http://www.opera.com/download/
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Safari (Mac OSX)  http://www.apple.com/safari/downl oad/

If you can not upgrade your web browser, or till can't log in, try clicking on the link
below the login box that says Standard Ser ver and logging in on our standard server.
Keep in mind that thislog in is NOT secure, your username and password will be sent
over the Internet in (unencrypted) plain text.

Post Login Page

After successfully logging in you may see some information and/or special offers.
Click Enter GradeConnect to finish logging in.

Basic Layout of GradeConnect

GradeConnect is set up with major sections listed on tabs, like on file folders, along
the top of the page. These sections contain everything you need to use GradeConnect.
Certain sections contain more options and subcategories. These will appear along the left
hand side of the GradeConnect screen. Y our main sections as a Parent include Students,
Courses, Calendar, Notifications, Payments and Y our Account. We'll go over these
SEctions now.

Students

The Students section is what you will see after you finish logging in. Here you will
see any students you have attached to your account. You can also add students to your
account from this page.

Courses

Hereyou will see alist of al the courses with which your student(s) use(s)
GradeConnect. Click on a name/course for more information.

Notifications

GradeConnect can send you email when your student’s grades are updated. Y ou can
turn on notifications from this tab. Notifications for each day are sent that night.

Payments
Here you can view your payment history and the length of your current membership.

Your Account

This section alows you to change your basic account information such as your name,
address, email, and GradeConnect password.
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Getting Things Done

Add a Student to My Account

When you log on to GradeConnect you will be presented with the Students page.
Y ou can also access this page by clicking the Students tab. Thisis where you can view
the student accounts you have attached to your account as well as add new students. To
attach students to your account you will need to get hisher GradeConnect Username and
Password from him/her.

1. To add astudent, click the Students tab.
2. Enter your student’ s GradeConnect Username and Password and click Add
Student.

Remove a Student from My Account

1. Click the Students tab.
2. Find the student you wish to remove from your account and click the link labeled
Remove to the right of their name.

View My Student’s Grades and Other Information

Click the Courses tab to view the classes with which your students use GradeConnect.
After clicking a student name/course you see exactly what they see for that course. Please
refer to the Student manual for information on accessing Student information. Note, you
must attach a student to your account before you can view his’her account. Please refer
to the section above titled Add a Student to My Account for information on attaching a
student to your account.

1. Toview your student’s grades and other information first click on the Students
tab.

2. Click the student name/course whose information and grades you wish to view.

3. To view the student’s grades for that course, click Grades on the left menu. To
view any assignments your student may have, click Assignments. Assignments

Receive Email Alerts about My Student’s Grades

Y ou can choose to be notified whenever new grades or updates appear on your
student’ s account.

Click on the tab labeled Notifications. To make sure that you can receive email from
GradeConnect without it being blocked as spam, click Send Test Email. Check your
email account to verify that you received the email. If you did not, first check the Y our
Account tab to make sure GradeConnect has your email addressright. If it isthe right
address, check the Spam or Junk Mail box in your email program for the message. Most
email programs alow you to specify from that email that it is not spam and should not be
blocked.

To begin receiving e-mail updates, select the Enable option and then click the Apply
button.
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Change My Password

Please see the Changing Your Password section under the Account Basics section
for instructions on changing your password.

Change Other Account Information

Please see the Changing Your Account Infor mation section under the Account
Basics section for instructions on changing other account information.

View My Payment History

Y ou can view abrief statement of your payment history for GradeConnect.
Information included in this section is the date your payment was received, the check # if
applicable, the amount of the payment, and the date your membership isvalid thru. To
view your payment history, smply click on the Payment History tab in GradeConnect.
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