CPS Gradebook Setup:
Click the report tab, then gradebook tab. Click on Gradebook Setup.
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At the Welcome Screen, you can password protect your database, choose point-based grades, once finished with this screen, click next.
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At the Class Information Screen, CPS will include all the classes you have assigned students into. Click next.
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At the Grading Period Screen:  Title will be the Quarter/Nine Weeks. To set the beginning date and end date, click the down arrow. Click next.
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On the Weight Sets screen, there are already preset weight items, weight items based on your class. Weights have to add to 100. Click next when finished.
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At the Letter Grade Screen: set bottom values for each letter grade, CPS does not accept decimal numbers.  Click next.
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At the Class Participation screen, you decide if you want to reward students for participation during an assessment even if they got the question incorrect.
[image: ]
Click ok.

Taking attendance with CPS:
Click the engage tab; highlight the class you want to take the attendance in.
Click the Take Attendance button.
[image: ]
At the next window, click the start button. 
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Pethaps you wanttests to count for more of a student's inal grade than quizzes. From here, establish a set of weights for the.
assessments done by individual classes in specific grading periods. Assign a weight o each assessmenttype (Homework,
Quiz, Exam, Test, stc) that you will use during the grading period. Each set of weights must add up to 100%, for example:
Hornework 30%, Quiz 30%, Test 30%, Class Partcipation 10%. ClickNext o continus, or OK to save this information and

e retur to it ater. Click Previous ta review the Grading Periods data you entered.
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‘Apply broad of nartow point ranges to leter orades. Click the Extended Letter Grades optionto apply narow poin ranges to A- A,
and A+; B-, B and B¢, etc. Or leave this aption offta use broad point ranges for A, B, C, and D. (F will be defined as anything lower
than your D range ) Every available class is listed under the Classes colurmn. Clickin the text box under each leter grade colurmn to

define the conresponding leter grades point range. For exarmple, in the firstclass's row, click under the A colurmn and enter the point
value 95 Click OK to save this information and retur to tater. Click Previous to review e Weicfit Sets data vou entered
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New... Edt

Class Information

#s part of the class participation feature, you may want to reward your students for participating during the assessment even if
they get questions incorrect. You may also want to penalize ther a certain percent for incorrect answers. Now you can choose
how much you would like each incorrect question to count towards the total grade.

For example, ifa student attempts to answer 4 out of § questions and gets them al correct, then he or she would nomally
receive 80% of the total points possible. You can choose to give your students additional creditfor incorrect answers, as an

incentiv for attempting to answer all posed questions. Ifyou choose to allot 0.5 points for every attempted question answered
incorestly,then a student who attsmpts 5 questions and gets 4 cortectwould receive a score o 90%. You can also choose to
deduct an additonal 0.5 paints for every incorrect question. This would pive the student a grade of 70%, as opposed to 80%.

Please note that this percentage will only be applied o assessments you engage afler you have created the incentive. All
‘previous assessments il be calculated based on your previous setlings
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New... Edt

Clickin the Enable Password Protection for this CPS Datahase option box to actvate the password function,
Ifyou activate this function, enter a password and then canfirm it Optionally,you can take advantage of our
Hint Question option, that can help you recall your passward. Click Next o continue, or OK to save this,
information and return to it ater.

Password
[[] Enable Password Protection for this CPS Database.

Eter Password:

Confim Password:
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New... Edt
Choose which classes (rosters) o include in your CPS gradebook. Any classes listed in the check boxwindow are curtenty
associated with you. For class options, click:

Import Classes - import existing CPS classes or tlasses from non-CPS sofware (use the CSV fle farmat, see instructions in
the User's Guide) that you are associated with. Any imported class names appear in the check boxwindow indicating thatyou
are associated with them.

Class Information

New Classes - click o create new classes with students. During the new class creation, you have the option to associate
yourslfwith the class. fyou do, the class name will be displayed in the check boxwindow. ClickNext to use the selected
classes and continus, or OK to save this information and retum to it later. Click Previous to review the Welcome data you
entered

Studerts

Algebral

¥

Impt.

&

New.

Assessments

i m E—





image4.png
\Brady.cps

Prepare

L] Reports

ndan

Assessments

[rr—
B S Gradebook Setup.

1) Welcome | ) Class Information | 5 Grading Peiod | 11 Weight Sets | ] Letier Grades | &° Class Particpation]

Establish the Grading Periods specifc to your distrct and school. Simply enter a grading period tle (L., First & weeks),
and then use the Begin Date and End Date drop-down calendars to selectyour dates, by month, day and ysar. ClickNext
to continue, or OK to save this information and return to it ater. Click Previous to review the Classes information you
entered
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