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The purpose of education is student growth. That doesnôt 

happen in the systemôs mainframe computer or in the 

schoolôs front office. It happens in the classroom under 

the guidance of an educator. 

 

To maximize student growth, we must provide educators 

with tools that encourage growth. 

 

 

 

is such a tool.  
 

 

 

 

 

 

 

This document is best viewed with Adobe Reader 5.0 or higher. 

 

This document is revised frequently.  For the latest version, 

download a copy from 

 

www.asyluminc.com/downloads/MarkBook_Reference.pdf 
 

 

http://www.asyluminc.com/downloads/MarkBook_Reference.pdf
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Welcome to MarkBook 
 

 

MarkBook is the leader in class management software. Easy to use, powerful and 

adaptable to any assessment needs, it has become indispensable to users in more than 120 

countries around the world. 

 

Geographic Editions of MarkBook 

MarkBook works for one academic year at a time and is renewed annually. There are 

three ñgeographicò editions: 

 

1. The regular edition, MarkBook , is for schools commencing an academic year in 

August or September and ending on or before August 31
st
 of the following year. Most 

northern hemisphere schools use this regular edition. 

2. The MarkBook CY  (Calendar Year) edition is for schools with a January to 

December academic year ï typically the southern hemisphere, much of Africa, and 

Central America. 

3. The MarkBook AM  (April to March) edition is for schools with an academic year 

commencing in April, May or June and ending by March 31
st
 of the following year. 

 

LogiNotes is the French edition of MarkBook. 

 

MarkBookWeb is the online version of MarkBook. 

 

This reference manual is intended as an in-depth examination of the basic and advanced 

features of MarkBook. Additional help is in the Help file within MarkBook itself. Thereôs 

also a Quick Start Guide and other support documents installed with MarkBook. 

 

User assistance, product updates and information regarding MarkBook are available 

through the website, www.asyluminc.com, or by sending comments and questions to 

support@markbook.com. Mid-year upgrades for users are available for free. See the 

last page of this manual (before the Index) for details. 

 

The Acadiem Group Inc. also offers training for schools, districts, pre-service candidates 

at Faculties of Education, etc. Email to rhedges@acadiemgroup.com for details. There 

is also a complimentary MarkBook/RubricBuilder programme for Faculties of Education. 

 

 

 

 

  

mailto:mail@markbook.com
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MarkBook Advantages 
 

MarkBook strongly promotes the central objective of education: student growth. MarkBook 

works for teachers, students, administrators and parents in the following ways to make better 

growth happen: 

 

Class Management: MarkBook easily prints pre-formatted mark recording forms, monthly 

attendance forms, loaned item forms, seating plans (with and without photos), lesson plans, unit 

plans and birthday lists. It imports classes from student information/management systems. 

MarkBook helps each teacher create an environment and an attitude that's conducive to learning. 

 

Planning: MarkBook has an internal curriculum unit and lesson planner.  Use it to plan both 

units and lessons, print these, and post them on the Internet.  Thereôs also a Course Description or 

Course Outline generator with a time management function. 

 

Data Organization: MarkBook directs each teacher to set up a rational user-defined 

category/strand/term/subject system for the purpose of cataloguing and weighting the results from 

various assessments. Data may be cross-classified up to three ways with categories, Mark Sets 

and Block Titles. Classes may be set up with multiple subjects, multiple terms, and multiple 

course codes within one class folder. Learning Skills and Thinking Skills are easily tracked 

independent of the overall mark. If desired, use MarkBook to determine both an attainment mark 

and an independent effort mark. 

 

Mark  Calculation: MarkBook records both assessment and attendance data. Users may enter 

marks as numbers, letters, or levels. Data scored as levels from rubrics is easy to record - 

MarkBook's on-line RubricBuilder will create the rubrics. Additionally, MarkBook imports data 

from on-line e-assessments, TI-Navigator, eInstruction CPS, Turning Technologies and other 

electronic sources. Standards-based assessment is supported. MarkBook automatically calculates 

overall marks and reports these as percentages, letters and levels with means, medians and 

modes. Evidence of ñmore recent performanceò and ñmost consistent levelò is provided. The user 

may change mark calculation method at any time without affecting the collected data. 

 

Analysis: MarkBook analyzes both attendance data and assessment data looking for patterns. 

Remediation candidates are easily identified. Teachers can dissect marks to see median, mode 

and average for specific units, categories, strands, terms, benchmarks, objectives, outcomes and 

subjects. MarkBook identifies absence and lateness patterns for those students with attendance 

issues. 

 

Communication/Motivation: MarkBook prints comprehensive interim student reports complete 

with rich graphic data - Trend, Category, Mode and Block Title graphs. MarkBook will report to 

students and parents with private Email reports. It also posts assessment data on the web for 

parents and students to view on line. Teachers may report frequently and spontaneously. The best 
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motivator that teachers have is good feedback. Our users consistently report improved student 

growth when they use MarkBook to communicate with learners and their parents. 

 

Accountability:  Surveys indicate that the number one job issue with today's teachers is 

accountability. MarkBook users have this issue mastered! Its planning, organization, calculation, 

analysis, instant access and communication components make each user's work transparent and 

their decisions justifiable. 

MarkBook also makes students personally accountable for their own performances. With detailed 

MarkBook reports, parents and students no longer blame teachers for low marks. 

 

Affect: Teachers look good and feel good with MarkBook. It conveys a professional image to the 

user and saves each teacher tons of time! Both parents and learners like the detail of the student 

reports. In fact, learners will spontaneously ask for report cards when their teacher is using 

MarkBook! Students exhibit a change in attitude about reporting. Instead of fear and loathing, 

they see reporting as very valuable! Of course, the school looks good with quality reports. And 

everyone looks good when students perform better academically! Interestingly, students learn 

better when they and their parents believe that the teacher is very competent. MarkBook promotes 

a competency image for its users. 

 

Teacher Wellness:  Data management and reporting are very stressful for educators. Teachers 

who use MarkBook feel that theyôre in control and theyôre more relaxed. MarkBook users spend 

less time managing data and they can devote a larger fraction of their time to planning and 

teaching. 

Reporting cycles are particularly onerous. Calculating overall marks and preparing robust 

comments takes a lot of time unless the teacher is using MarkBook. When itôs time to send this 

data electronically to another software product for ñofficialò report cards, MarkBook users can do 

so instantly. 

Feeling in control, experiencing less stress and devoting less time for reports translates to fewer 

teacher sick days and fewer long-term leaves of absence. 

 

 

There is an old axiom in education: Nothing promotes success like success! 

MarkBook makes that axiom a reality! 

 

 

Copyright 1983-2018 The Acadiem Group Inc. 

MarkBook , Blended Mode, Blended Median, Weighted Mode, Weighted Median, NoMark  

& Mark Set are Trademarks of The Acadiem Group Inc. 
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1  Getting Started with MarkBook 
 

1-1 MARKBOOK FOR WINDOWS - INSTALLATION ON A PC 

System Requirements 

Operating System: Windows ô98SE, 2000, ME, XP, Vista, W7, W8, or W10 

Screen Resolution: 1280 X 700 or larger (the CD has a 1024 X 600 version) 

Available memory: 75MB 

 

Installation 

The MarkBook Windows Edition CD has installation files for local and network users, 

files to install support documents, and files to install utilities. Insert the CD into the 

optical drive and it should start automatically. 

 

If the CD doesnôt automatically start, browse the CD to locate the file autorun.exe. 

Double click on it to launch the installer. 

 

When the installer launches, click the Install MarkBook  button. 

The Documentation button opens this Reference Manual. 

The Tutorials  button links to the video tutorials section of the MarkBook web site. 

The Browse CD button views all files and folders the CD. 

www.markbook.com goes to the MarkBook web site. 

 

For site licensees, we strongly recommend using the Network installation. Use the 

Standard installation for Wô98, ME, 2000, XP, Vista, W7, W8 and W10 computers not 

connected to the network. This includes home and notebook computers. 

 

Network Installation ï Extra Files and Tips 

The majority of MarkBook clients use the network installation at school. This installation 

puts all files including the executables, .dlls and ocxs into the MarkBook application 

folder wherever itôs located on the network. There are two files installed with the 

Network version that are NOT included in the Standard installation: MarkBook 

Config.PDF and MB18_CFG.EXE. The ICT technician or person in charge should read 

this .PDF file and then use the .EXE file to pre-set the schoolôs and MarkBookôs 

numerous custom options. The Calculation Method, the levels scheme, the location and 

field matches for importing classes, export paths, and a host of other items can be pre-set 

and locked for the whole staff. If MB18_CFG.EXE is not run and locked, teachers will 

likely see a message each time they use MarkBook that it was unable to save the file 

MB_V12_PRG.CFG. While this is not an error, teachers may think it is an error. 

 

Once installed, put an access icon to MkBk2018.exe on the teachersô workstations. Note 

the special instructions for XP, Vista, 2000, W7, W8 and W10 workstations below. 
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CAUTION : select the network drive and path carefully. Students must not be able 

to access MarkBook. 

 

If workstations are running Windows 98 or ME, then MarkBook can be run by 

accessing MkBk2018.exe directly either through a desktop icon or by opening 

the MarkBook application folder and double clicking on the exe. The best method is to 

have a desktop icon on the workstation. However, if workstations are running W2000, 

XP, Vista, Windows 7, Windows 8 or Windows 10, some support files must be installed 

on the workstation in System32. A program called MkBk_OCX.exe is provided for this 

purpose. It will install and register these support files in the Windows System 32 folder of 

the local workstations. 

 

Running MarkBook in Windows Server 2008 

Some setting changes may need to be done to allow MarkBook to run properly on this 

server. Disable UAC (test to see if the UAC exclusions are effective). 

 

 

Standard Installation on a Single Windows Computer 

During the installation, there will be a prompt to select a location on the computer. The 

default is c:\MkBk 2018. Use Browse to alter the location if desired. If an alternate 

location is specified, install the samples folder in this same location. 

 

Click the Finish to complete the MarkBook set up. Alternatively, elect to launch (start) 

MarkBook at the end of the installation process. The installer will add a desktop shortcut 

icon to save a few steps in launching MarkBook each time itôs used. 

 

Installation on a Computer Without a CD/DVD Optical Drive 

Tablets and netbooks are small and inexpensive laptops running Windows XP, W7 or 

W8. See tablets in section 1-10. Typically, these devices do not have an optical drive. 

External USB optical drives for CDs and DVDs are 

available for these computers. Or, if another computer 

with a CD/DVD drive is available, and thereôs a USB 

memory stick available, use that computer to copy the 

installation file, setup.exe from the MarkBook folder on the installation CD to the stick. 

Plug the stick into the netbook, browse to locate the setup.exe file, and double click on it 

to run it. 

 

Many districts provide a copy of setup.exe as a downloadable file from their website. 

Download and run it to install MarkBook. 
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If the screen of the computer is 

unable to view MarkBook, it needs to 

be reset to 1280X700 or larger. If this 

is not possible, thereôs a 1024 X 600 

version of the MarkBook execute file 

on the CD. 

 

If the taskbar overlaps MarkBook, 

right click on any unoccupied space 

on the taskbar and select Properties to 

get this screen. Check the cell that 

says Auto-hide the taskbar. Click 

Apply  and OK . The taskbar will now 

drop down below the visible screen 

until the cursor is brought down to 

the bottom. The taskbar then pops 

back up and can be used normally. 

Take the cursor away, and it drops 

out of sight again. 

 

 

 

 

 

Installation on a USB Storage Device 

Use the network installation to put MarkBook onto a USB device ï drive E: on most 

computers. Now, MarkBook may be run on any computer with a USB port if the device 

is plugged in and its software has been previously installed on that machine. If the userôs 

class folders are also stored on the same USB device, then this teacher is completely 

mobile. Note that on Windows 2000, XP, Vista, Windows 7, Windows 8 and Windows 

10, depending on user permission rights, it may be necessary to run the MkBk_OCX.exe 

file to install the support files into System32 of the local machine. Another alternative is 

to browse to the USB drive, locate the MkBk2018.exe file, right click on it and click the 

option to ñRun as Administratorò. 

 

Installing the Bar Code Font 

For its barcoded attendance form, the MarkBook CD has a font file called Barcd39.ttf. 

To install this font in the computerôs True Type fonts folder, click Start, select Settings, 

select Control Panel, select Fonts, and select Install New Font. Browse for the font on 

your MarkBook CD in order to install it. This bar code is not essential for MarkBook's 

operation - it's necessary to make bar coded attendance forms if the school elects to use 

this function. See section 7-1. 
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Installing a Shortcut Icon on the Desktop 

Itôs very handy to have an icon on the desktop to launch any software 

application. If a MarkBook icon doesnôt automatically appear on the 

desktop screen after installation, itôs possible to add one. Click Start, 

select Programs, locate MarkBook and right click on the icon. Select the 

option to make a shortcut. A second icon will appear. Drag it to the 

desktop.  

 

In Vista, Windows 7, 8 or 10, right click the icon in Programs and select the option to 

send it to the desktop. Or, use Windows Explorer to browse to locate the MkBk2018.exe 

file, right click on it and select the option to send to desktop. Once an icon is on the 

desktop, right click on it and re-name it to ñMarkBook 2018ò, or ñMarkBook CY 2018ò 

or other name of your choice. Double click this icon to launch MarkBook. 
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1-2 TROUBLE-SHOOTING INSTALLATION AND OPERATING DIFFICULTIES 

A. óMarkBook Has Expiredô Message 

This is about the computerôs clock/calendar settings. These must be set properly to 

today's date for MarkBook to work properly.  To check and correct the computerôs 

settings, click on Start on the desktop screen, click on Control Panel, click on Date/Time, 

and then edit the date and time. Once the date and/or time have been re-set, click Apply 

and exit the Control Panel. Or left click on the date/time at the right of the task bar, and 

select Change Date and Time. 

 

B. ó16 bit Windows Subsystemô Error 

Although MarkBook is not a 16-bit application, this error may occur at the start of 

installation on a Windows 2000, XP, Vista, Windows 7, 8, or 10 machine: 

 

The issue is a missing or faulty 2Kb file in the Windows/System32 directory (or 2000 

WINNT/System32) called AUTOEXEC.NT . Replace this file from another computer. 

Or, send Email to support@markbook.com requesting a copy of the file. Then install 

MarkBook. Microsoft describes this problem on its web site at 

 

http://support.microsoft.com/default.aspx?scid=kb;en-us;324767 

 

 

C. MarkBook Crashes on Class Report and Student Report 

The version of Grid32.ocx on the local workstation is too old. Copy the correct version 

from the MarkBook CD to replace the older version. See troubleshooting section F for 

details on how to do this. 

 

D: Taskbar Interference  

On computers with vertical screen resolution of 700, the taskbar interferes with the lower 

part of the MarkBook screen. In this case, put the mouse over any blank portion of the 

taskbar, right click the mouse once, select Properties, and check Auto-Hide (see the 

image in the previous section about installing on netbook computers). Click Apply and 

OK to leave this dialogue box. Now, the taskbar slides down and disappears. To pop it up 

again, slide the mouse down to the bottom of the screen. 

 

mailto:mail@markbook.com
http://support.microsoft.com/default.aspx?scid=kb;en-us;324767
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E. MarkBook Crashes when Comments or Anecdotal Notes Are Selected 

This applies to older 32-bit computers. The path to the MarkBook execute file contains a 

directory name longer than eight characters or the whole path name is longer than 120 

characters. Edit the path names and/or length. 

 

F. The .OCX Files Do Not Register 

This is a permissions issue on some machines and workstations. If MarkBook was 

installed by an administrator, someone with a lower level of permissions may not be able 

to access the functions supplied by the .OCX files. There are several solutions. 

1. Install all of the .OCX files onto the local hard drive. The CD has copies of these in 

the files folder. Manually register these files on the local machine. For instance, to 

manually register a file called óthreed32.ocxô, click Start, select Run, type in the 

following and click OK. Repeat with the other files. 

For XP, Vista, W7, 8, 10:  regsvr32.exe C:\Windows\System32\threed32.ocx 

For 2000:  regsvr32.exe C:\WINNT \System32\threed32.ocx 

For ME or ô98:   regsvr32.exe C:\Windows\System\threed32.ocx 

2. Have the administrator who did the installation log in and run MarkBook. Have them 

open any class such as a sample class, select Student Report, and click on Notes. This 

sequence will call all of the .OCX files used by MarkBook. From this point on, all 

users may have access to the .OCX files. 

3. Visit the Downloads page of the MarkBook web site for a patch. Run this programme 

to install and register the .OCX files on the affected computer. 

 

G. Grids/Tables Are Backwards 

The following image is a Class Report on a computer with this issue. 
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Note that the table/grid is reversed left to right compared to the proper screen image as 

seen in section 9-1. The students are listed at the right instead of the left. There are no 

inaccuracies and no data integrity issues but the left-right reversal is annoying. This same 

backwards view will occur in Student Report, Attendance, Loaned Items, and Combined 

Report. 

 

The culprit in this case is a different version of a Microsoft support file called grid32.ocx 

located in the Windows/System32 directory on the local hard drive. On older machines, it 

may be located in Windows/System. MarkBook installs and uses a version of grid32.ocx 

with a size of 87Kb dated January/96. The ódisplays-backwardsô version of this file is 

90Kb and dated Sep/96. Some other software installation has added this 90Kb version of 

grid32.ocx onto the affected computer. 

 

If the user wishes to correct this display, itôs necessary to replace the 90Kb version with 

the 87Kb version. However, the other software application which originally installed the 

90Kb version of the .ocx file may cease to function. To avoid this loss, we recommend 

the following. 

1. Use Windows Explorer to hunt for the file in C:\Windows\System32. 

2. Right click on the file and re-name it to grid32.oxx by changing the last letter. 

Rather that deleting it, this keeps the file intact but renders it dysfunctional due to 

the name change. 

3. Copy the 87Kb version of the file from the Files folder on the MarkBook 

installation CD into Windows/System32 where the 90Kb version is located. 

Since the name is now different, the 87Kb file will not over-write the disabled 

90Kb file. 

4. Launch and test MarkBook. 

 

If the other software fails to run, use Windows Explorer to locate the two files, re-name 

the 87Kb version, and name the 90Kb version back to .ocx.  

 

If unable to install MarkBook, please send an Email to support@markbook.com with 

details about what happened. That is, what error messages appeared? 
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H. MarkBook Wonôt Run Properly in Vista, Windows 7, 8, or 10 

The Vista, W7, W8, & W10 operating systems frequently ask for user permission to do a 

host of tasks. This includes running installed software. Sometimes Vista requires 

ñadministrator rightsò to run applications like MarkBook. Just because you own the 

computer, it doesnôt mean that you have administrator rights. 

 

Following are three techniques to run MarkBook if you encounter any permission issues. 

 

a. Change the DEP Settings 

1. Be sure that MarkBook is 

installed but closed. 

2. Open the Control Panel and 

click on the System icon. 

3. In the Vista form that appears 

(background at right), under the 

Tasks list at the upper left, 

click on Advanced system 

settings. 

4. In the System Properties 

window, click on the Advanced 

tab. Then click on Settings in 

the Performance box. 

5. Click on the Data Execution 

Prevention (DEP) tab. 

 

You should find that the "Turn 

on DEP for all programs and 

services except those I select:" 

option is active. If not, select it. 

 

Then,  

1. Click on the Add button. 

2. Use the Open dialog box to 

locate MarkBook. The file is MkBk2018.exe and is usually located in the folder, 

c:\MkBk2018. 

3. Highlight this file; then, click on Open. 

4. Click on the Apply  button.  

5. Click on OK , until you exit the System Properties form. Launch MarkBook. 
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b. Run as Administrator 

If that doesnôt work, hereôs another solution: 

right click on the MarkBook icon on the desktop 

(the screen). In the menu, youôll see the option 

to Run as administrator . Select that option. 

The ñCancel or Allowò window will open. Click 

Allow and MarkBook will launch. 

 

 

 

c. Edit the Firewall 

1. Click on the Start button and then on the Control Panel. 

2. Click on the Security Center icon. 

3. There is now a menu on the left side of this panel. Click on Windows Firewall . 

4. There will be a new menu on the left side. Click on Allow a program through 

Windows Firewall. 

5. Click on the Exceptions tab if itôs not already selected. 

6. Click on the Add Programs button in the lower left. 

7. Click on Browse. 

8. At this stage you need to get to the MarkBook folder which is usually c:\MkBk2018. 

Double click on "My Computer" on the left, then, Drive C on the right, then, the 

folder "MkBk2018". 

9. Once inside the MkBk2018 folder, double click on MkBk2018.exe. 

10. Be sure to apply changes where needed. 

 

Once this is done, MarkBook should run without going through the "Administrator" step. 

 

 

I. MarkBook is Too Big for my Tabletôs Screen in Rotated (Portrait) Mode 

Tablet computers are like notebook computers with two significant differences. 1) thereôs 

a touch screen and 2) the keyboard can be detached. Some tablet computers rotate their 

screens from landscape to portrait mode in response to gravity. Given that MarkBook 

requires a 1280 width, this poses a problem for screen resolutions set to 1280X800 or any 

other resolution with the smaller number below 1280. When the screen rotates to portrait 

orientation, MarkBookôs width (1280) is wider than the screen (800). 

 

The simplest fix is to go to Control Panel, Display, and re-set the resolution to a setting 

with the lower number at 1280.  Or, disable the auto-rotation on the tablet. Go to Control 

Panel and select the graphics driver. Or right click on the screen and select Screen 

Resolution. Thereôs a check cell to prevent the rotation of the display. See
 
section 1-10. 
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J. MarkBook Gets Deleted by Anti-Virus Software 

We strongly recommend using anti-virus software. In rare cases, that software will 

identify MarkBookôs execute file as a potential threat. In this circumstance, the anti-virus 

tool may remove MarkBookôs execute file from the computer without warning, along 

with its configuration settings file. Sometimes this happens while MarkBook is running. 

The anti-virus program will not remove MarkBook data. 

 

To fix, the first step is to uninstall MarkBook. Go to Control Panel, select Programs and 

Features, locate MarkBook in the list, and uninstall it. Then, use your CD or your 

download file to file to re-install MarkBook. 

 

Then, open Windows Explorer (not Internet Explorer). To do this, right click on Start and 

click on Open Windows Explorer. Or, if using Windows 7 or higher, thereôs an icon to 

the right of Start that looks like a folder. Click it to open Explorer. On the left side of the 

screen, locate C:/MkBk2018 (first arrow in this image). The right side of your screen will 

show the contents of MarkBook as per the following image. Locate MkBk2018.exe 

(second arrow). 

 

Right click on that execute file. This will open a menu. (In the next example, the 

computer is running Norton 360, an anti-virus tool). Click on the option that says ñNorton 

File Insightò to open a Norton analysis screen. In the Unproven section, image 

following, click Trust Now. Norton will label this MarkBook file as trusted. Click Close. 

MarkBook should now run properly without anti-virus interference. 
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K. The Screen Resolution is More Than 1280 X 700 but MarkBook is Still Too Big 

Right click on any blank portion of the computer screen. From the menu, select Screen 

Resolution and youôll get an image similar to this one (Windows 7). The current 

Resolution is shown (1440 X 900 in this example) and a drop-down menu enables a 

quick change. In selecting a new resolution, make sure that the horizontal resolution is 

>1280 and the vertical resolution is >700. 

 

Click on Make text and other items larger or smaller (arrow above) to get this screen: 
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Note the three options, Smaller, Medium and Larger . The current setting is Larger. As 

per the circled note, some items may not fit on the screen. Thatôs because the effective 

resolution is well below that displayed on the prior screen. The fix is simple ï select 

Smaller ï 100% and click Apply . The effective resolution will now match the setting 

(1440 X 900 in this example) and MarkBook will fit and run on this screen. 
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1-3 STARTING MARKBOOK FOR THE FIRST TIME 

Version Number 

The version number is in the upper right corner of the Welcome screen (below) and on 

the Open a Class screen. Visit the web site regularly for mid-year updates.  

www.markbook.com 

 

License Agreement 

From the Windows operating screen, double click the MarkBook icon as created in 

section 1-1. This will launch/start MarkBook and give this WELCOME screen. Read the 

terms of the Li cense Agreement. Use the scroll bar at the right of the text window to 

view the full text of the Agreement. Notice that each teacher in the licensed group has the 

right to install MarkBook at school as well as on personal computers at home. 

 

For novice users, the Quick Start  Guide (a .pdf file) may be viewed by clicking the 

button at the upper right. If the computer is connected to the Internet, the YouTube 

Videos button will launch your browser and open a page with a catalogue of links to 

MarkBook support videos. Click on any link to view that video. 

 

After reading the License Agreement, click on the I Accept button at the bottom right of 

the Welcome screen. Once arriving at the Some Choices screen following, there are three 

options as described next. The sample classes are already installed in the 

MkBk2018\Sample18 folder. Click one of the three buttons at the left. 

http://www.markbook.com/
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Choices for New Users: 

 

1. Start a New Class 

Click Start a New Class and the following Setup screen will appear. To accept the 

supplied defaults, click Next at the lower right. To change the supplied defaults, use the 

tabs across the top (Calculation, Date Options, Letter Styles, Password, Email) and 

edit. When finished, click Next.  All of these selections may be altered later. 

 

Thereôs a Quick Start Guide supplied with MarkBook. Click that button to launch this 

document. It may be launched from other places in MarkBook at any time. Details on 

starting a new class are in section 1-4. 

 

Tip: if desired, print and follow the Quick Start Guide. Itôs located in the 

c:\MkBk 2018\Manuals directory or online in MarkBookôs Help menu. 
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2. Open a Sample Class 

 

During installation, sample classes  were installed in the MkBk2018/sample18 directory. 

Click the Open a Sample Class button to 

access these classes. The samples demonstrate 

some of the unique and powerful features of 

MarkBook such as Mark Sets, Comment 

Construction, Assessment Types and Modal 

Analysis. 

 

If the classes were NOT installed properly or 

in the expected location, the Button will say 

Install Sample Classes. 

 

 

Copies of the samples are stored in one or two self-extracting zip 

files. These files, called Sample1X.exe (X is the last digit of the 

year), were added to the hard drive in the MkBk2018 folder during 

the installation process as described in section 1-1. Double click on 

the file to "Unzip" it. Open these classes to learn about some of the 

features of MarkBook. 

 

To re-install the samples, click the 

Install Sample Classes button. 

Click OK in the dialogue box that 

appears to open the WinZip Self-

Extractor file. By default, the 

Unzip to folder: window will 

show c:\MkBk 2018. Click the 

Unzip button. Or, navigate with 

the Browse button to any 

different location desired and then 

Unzip. 

 

If re-installing the originals, check the Overwrite files without prompting  cell before 

clicking the Unzip button. 

 

Once WinZip is done, Close WinZip and re-launch MarkBook by double clicking the 

icon on the desktop. MarkBook will start with the OPEN a CLASS screen as in the next 

section. Double click on sample18. Single click on the selected sample class and click 

Open.  The samples may be installed or re-installed at any time later. Use Windows 

Explorer to locate the Sample18.exe file in the c:\MkBk2018 directory. Double click it to 

launch it and follow the steps above. 

 

Tip: use the sample classes for personal experimentation, training and 

presentations. None of the student personal information in the sample classes is real. 
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3. Open an Existing Class 

The following screen allows one to open an existing class. Todayôs date appears at the 

left centre of this screen. If the date is incorrect on the computer, use the Windows 

settings function (Start, Control Panel, Date/Time) to re-set it. Or click on the date in the 

taskbar of your computer screen and select Change. 

 

The samples folder will be located on the hard drive in the MarkBook directory. Double 

click on Sample18 in the Folder window to expose the classes inside. On this screen, the 

teacher has classes in the c:\MkBk2018\Sample18 directory. Look at the names of the 

class folders e.g. MB8D15. 'MB' stands for MarkBook. The last two digits indicate the 

beginning of the academic year for the class. If necessary, change the School Year to 

match the selected class by clicking up/down on the School Year toggle. MarkBook will 

open older classes. For instance, if the class folders end in 14 (2014/2015), or 15 

(2015/2016) or 16 (2016/2017) or 17 (2017/2108) use the down toggle to change the 

school year to match. 

 

To open a class, drop down the Select a Class: menu and click on the desired class. Click 

Open. Or, single click one of the class folders in the Folder window. The folder name 

will highlight in blue and the class will appear in the upper Select a Class window. Click 

Open. MarkBook will move to the Main Form, section 3-1, with the chosen class data 

loaded. 

 

Note the Save As Default Path button. Click on it to point MarkBook to this class data 

storage location every time itôs launched.  
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Each MarkBook class is a 

folder with several files 

inside. MarkBook can launch 

(open) a folder but not a file 

within that class folder. If 

one double clicks on a class 

folder, an óMBô Folder 

Error  appears as in this 

image. Double click the 

Sample1X folder again to 

remove this warning. Then, single click on the class of choice and click Open. 

 

Working with the Sample Classes 

8D is a class taking Mathematics and Science over three trimesters. There are six separate 

Mark Sets - one for each subject term. Look at the multiple sets of comments and the 

attendance codes. 

 

DEMO  is designed to show the wide variance that can occur among different algorithms 

measuring central tendency. See Appendix A-7. Four of the students have an identical 

average on Summative Assessments but differ widely in their Median, Mode and 

Blended Mode calculations. Assessments are divided into Types and Units. 

 

MFM1P105 is a math class with numerous assessments.  This class has used the ñUnitò 

Block Title to cross-classify the assessments. Assessments are divided into Types and 

Units. 

 

All of the sample classes use a modal analysis scheme with five levels. Set up and 

employ any other levels or letter mark schemes. 

 

If not familiar with MarkBook, we recommend examining the features of these sample 

classes and printing some of the reports e.g. a student report with a trend graph, a code-

name class report, a photo seating plan/chart, a monthly attendance form with bar codes, 

etc. Experiment by modifying weights, adding more assessment and attendance data, 

editing the seating plan, etc. These changes will save to the hard drive if the computer 

clock is set in the same academic year as the sample class. To restore the original sample 

files, click on File in the Main Form, section 3-1, and select Install  Sample Classes. The 

self-extracting zip file will replace your modified sample classes with the originals. 
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Restoring the Welcome Screens 

Once MarkBook has been opened for the first time, the Welcome screens will not re-

appear. Instead, the OPEN a CLASS screen will appear each time MarkBook is launched. 

See section 2-1 for further details on how to open a class folder. To review this Welcome 

process again, launch Windows Explorer (see section 14-1), click on the MkBk2018 

directory, and delete or re-name the file called MB_V12_PRG.CFG. This is a program 

configuration file created by MarkBook during its first use. Its removal tricks MarkBook 

into thinking that this is the first use of the software. Then, launch MarkBook to get the 

Welcome screen at the beginning of this section. 

 

Planner Button 

The Planner button goes directly to MarkBookôs 

Planner tool, section 6-2, without having to open or create a class. 

 

 

1-4 CREATING A FIRST CLASS  
For a novice user, the toughest part of MarkBook is creating a first class. Once 

created, a novice will quickly learn to work with all types of student data and to print the 

forms and reports needed. 

 

Tips: consult the Quick Start Guide installed in the MarkBook directory, 

C:\MkBk 2018\Manuals. Or, consult YouTube MarkBook video 4-1 and following. 

 

MarkBook will create one folder for each class for the current year. Eventually, 

MarkBook will create a series of files inside this folder for such items as the class roster 

list, student personal and demographic data, a seating plan/chart, attendance, text books 

issued, marks, anecdotal comments, learning skills, thinking skills and so on. 

 

To begin making a new class, click on the New Class 

button on the OPEN a CLASS screen as seen in 

section 2-1. The next screen will appear.  Or, if in the 

Main Form, section 3-1, click on File at the top left corner of the screen, and select New 

Class. In either case, the next screen appears. If starting a new class from the Welcome 

screens, as in the previous section, a series of Setup screens appear (not shown here) 

asking to set some defaults. These can be reset later if unsure at present.  If importing a 

class, see section 4-4. 
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Class Code 

STEP 1: Start by typing a Class Code in the NEW CLASS Enter a Class Code window. 

 

 1 The teacher in this example has decided to type in BIO3DO-02. This cryptic 

description indicates Biology at the school's third Year/Form grade level, academic (D), 

class section 02. This teacher is confident that this description will distinguish this class 

from all others in the school. In other words, MarkBook will create a class folder with 

BIO3DO-02 embedded as the unique folder name. The class code of the class may be 

entirely up to the teacher or it may be dictated by the school. The limit is 15 letters or 

numbers. Be careful about number zero 0 versus the letter O. Certain characters are 

not allowed: space ! | / \ ? * , ; etc. 

 

If itôs an option, teachers could use a year/grade/form and letter (e.g. class 3C). Or a year 

and room number (e.g. 6R11). Or just a number. Any class name thatôs unique in the 

school will do. 

 

 

Importing a New Class 

 

MarkBook can import a new class from 

MarkBookWeb or from a file created by 

MarkBook on another PC. These imports will 

include all data entered to date. Click the 

appropriate button, locate the import file, and 

follow the prompts. This import will include 

the class roster plus any assessments entered on 

the previous device. 
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Class Folders and Storage Locations Including USB Storage Devices  

2 and 3. Existing classes will appear in the Folder window at the bottom of the above 

screen. Each folder is a group of files for one class and its name begins with MB and 

ends with the start of the academic year in which this class was created. In between is the 

name used to distinguish among classes. The class thatôs being created in this example 

will eventually be saved as a folder called MBBIO3DO-0218. MarkBook will 

automatically add the MB prefix and 18 suffix to the folder name. 

 

We recommend putting the new class in the MkBk 2018 directory, not in the Sample 

folder. However, one may store the new class folder(s) anywhere desired - on a USB 

storage device (insert memory stick before launching MarkBook), in My Documents on 

the C: drive, or in a personal space on the school's network drive. This last location is 

strongly recommended for networked users. 

 

Cloud storage is possible. Use services that sync with a folder on the computerôs hard 

drive. As examples, DropBox, Box, Google Drive, iCloud Drive and OneDrive (using its 

Desktop APP) work. To use these, MarkBookôs default path has to be to those syncôd 

folders on the hard drive (e.g. C:\Users\User Name\OneDrive). See section 3-2. 

 

In the following example, the user has decided to store the class folders on a USB device 

(e:) in a folder called MarkBook Classes. Insert the device before launching MarkBook, 

drop down the Drive menu to locate e:, and click on the desired folder name, if any. In 

this image, the teacher has classes and backups from 2013 already on the USB stick. 

 

 

Setting the Default Path 

If desired, click on the Save as Default Path button so that MarkBook hunts this location 

automatically on launch. If using the network version of MarkBook, the network manager 

may set the default path to each teacherôs personal space on the network. 
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4 Click Next to get to this STEP 2 screen: 

 

The Heading will appear automatically and reflect the information entered on the 

previous screen. The other three yellow fields will need filling. To change the course 

code in the Heading, click in the cell and edit, or click the Back button at the lower right 

to edit. 

 

School Information 

Fill in the Teacher name, School name, and the School Phone number fields. If thereôs a 

telephone extension number, decide whether or not to use it, e.g. 555-555-5555 x123. 

The phone number and extension will print on report cards. If planning to create more 

classes, click the Save as Default button and these three fields will auto-fill next time. 

Come back to this Description screen to edit fields at any time. This may be handy for 

shared courses - the new teacher will edit the Teacher field to take over the class part 

way through the year. 

 

Trick : the Save as Default function will ensure that this teacherôs name remains 

consistent across all of this teacherôs classes. This is particularly important for 

MarkBook Admin Edition ï see the recommendations in section 13-6. 

 

 

Options with Mark Sets 

Decide whether to keep one Attendance list for the whole class, or separate lists for each 

Mark Set. A "Mark Set" is a subset of the class, or another subject taught to this class. 

See section 4-3 in this manual for more information on Mark Sets. Similarly, decide 

whether to keep one Seating plan for the whole class or separate plans for each Mark Set. 
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If unsure about these two items, use the defaults supplied. Change them any time later. 

Also see the óUsing Mark Setsô document in MarkBookôs Help menu. 

 

Entering Student Names 

Click Next. The following STEP 3 screen will appear. If this is the first time using 

MarkBook, we suggest typing no more than two student names at this stage. The rest of 

the names can be added after the class folder is created and saved. 

 

The following five ñfieldsò (yellow cells) are mandatory for each student: 

 

  Last Name, 

  First Name, 

  Gender, 

  Home Form, and 

  Student Number. 

 

All others are optional and can be filled in later as desired. If checked, the Show as *  cell 

to the right of the Program field will print an asterisk next to the name on selected 

printouts to indicate a special program. 

 

If the school system does not use Home Form (aka "Home Roomò, ñHome Class", 

"Home Base", "Tutorial Group", "Teacher Advisor Group", etc.), put in any letter or 

number. Similarly, if there is no meaningful student number in the schoolôs system, fill in 

any sequential number or letter. Or click the Auto Inc. cell ï MarkBook will make up 

sequential student numbers. 

 

The Enter key and the Tab key on the keyboard will move the cursor from field to field. 
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After typing data into the first five fields for each student, click the Add:  [Name] button.  

Or push the keyboard Enter key twice. The new name will appear in the centre white 

column. MarkBook automatically sorts the names into alpha order. 

 

If the path to the student photos has been previously established, or set by the network 

administrator, student photos may appear in place of the black silhouettes. 

 

Importing Class Roster Lists 

If thereôs a comma or tab-delimited ASCII or .txt file with student names and other data, 

use the Import Students button at the right of the screen to avoid typing the data. See 

section 4-4 through section 4-7. Importing should be done before typing in names. 

 

Once the second name is entered, click Next to move to STEP 4, the NEW MARK SET  

screen.  Itôs possible to import all items on this screen.  See Importing a Mark Set Setup 

File later in this section. 
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New Mark Set Screen 

Fill in a Mark Set Short Code (up to 4 letters and/or numbers) and push the tab key on 

the keyboard. In this example, the teacher typed 1BIO . If multiple subjects are going to 

be taught to one class, make the Short Code a 3 or 4-character description for one of them 

e.g. MAT or ENG, etc. 

 

Class or Mark Set Description 

Type a Description for this Mark Set. This description should reflect the common name 

for this subject/course. If thereôs just one Set, this can be the name of the class. As 

available, fill in the room number, day number (use 1 if there is no day numbering in the 

school) and period number. 

 

Master Course Code 

The Master Course Code will appear automatically and it can be edited now or at any 

time later if necessary. This code is used on barcoded attendance sheets and in submitting 

summary data electronically to the Student Information System. 

 

Block Title 

Use the toggle to edit the Block Title  as desired. 

MarkBook's default is Unit . Edit this now or any time 

later to divide assessment data into other groupings. 

Alternatives include Semester, Quarter, Division, Source, 

Strand, Term, Category, COP, etc. Or, type up to six 

letters for a custom Block Title. For instance, use the word 

óTypeô to cross-classify assessment instruments into Tests, 

Labs, Notebook, etc. Or, use óSourceô to cross-classify 



 

MarkBook
® 

Reference Manual, Version 12.5.8  37 

 

data into such groups as e-assessments, in-class assessments, government tests, etc. 

Future analysis by this defined grouping is possible. See section 9-4 and section 11-2. 

The Block Title has no mathematical contribution to the overall mark calculations. Thatôs 

governed by the next item, Category/Strand/Objective/Standard. However, MarkBook 

will determine the fraction of the assessment package that fits into each Block, the class 

performance by Block and each learnerôs mark in that Block. 

 

Tip: cross-classify data with a Block Title to aid in the future analysis of individual 

and class performances. 

 

Category / Strand / Objective / Standard / Etc. Title Selection 

Many curriculum documents mandate the 

collection and reporting of achievement data 

within certain groupings. They also mandate a 

mathematical contribution of each group towards 

the overall mark. In this case, each course is 

typically divided into Categories, Strands, 

Objectives, Outcomes or another group name. 

Drop down the MarkBook menu to select a title. 

Once a title is selected, youôll be able to create as 

many as 100 assessment groups under that title. The title ñCategoriesò is commonly used. 

Besides mandatory items, potential category sub groups could include assignments, 

presentations, essays, skills of all types, vocabulary, fluency, participation, etc. Learning 

Skills such as initiative, cooperation, work habits, etc. could be set up as category groups. 

Or, they could be isolated into separate Mark Sets as in section 4-3. Or, see section 8-13 

for another way to deal with Learning Skills, Thinking Skills and Behaviours. 

 

Unlike the Block Title above, a user may NOT type a custom title in this cell. Also, the 

selection from this menu may carry a mathematical contribution towards the overall mark 

calculation or grade depending on which weighting system is used. Once selected, this 

title may be changed at any time, even after assessments are added! 

 

Tip: If a jurisdiction mandates particular categories/strands/outcomes or other 

names for reporting purposes, one would be wise to set up the class accordingly. See 

chapter 12 on Electronic Report Cards and section 4-3 on Mark Sets for more examples. 
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Category / Strand / Objective / Benchmark / Standard Weighting 

Once a title has been selected as in the previous paragraph, create sub groups. Initially, 

the only category showing for any new class is Misc. (100). This is a miscellaneous 

category counting for 100% of the course. To add new categories/strands, block the 

contents of the Description  box and type in a new name. Up to 8 characters are allowed. 

Push Enter on the keyboard. Type a number in the Target cell. Push Enter again. Each 

new category/strand/objective will appear in the list for this class at the lower left of the 

screen. The targets may be edited at any time later if necessary. The category and target 

will also appear in alpha order in the Master List at the lower right (not shown in this 

image). 

 

 

In this example, the user has selected the 

ñCategoriesò title and typed four 

categories plus an Exam/Culminating 

Activity . Applnôs has a target of 14, 

Thinking  21, and so on. 

 

If desired, click the Makeé. button to 

make that category come up by default 

when entering assessment data. 

 

Itôs not necessary for the Target Total to sum to 100. The total can be less than or more 

than 100. MarkBook will count each category as its fraction of the Total on a pro-rata 

basis. See section 8-9 for more information on weighting categories/strand/objectives and 

weighting individual assessment entries. In this example, once the user drags the 

Misc.(100) category to the trash can (not shown), the Count will drop to 5 and the 

Target Total will become 100. 

 

 

This user has selected ñStrandsò, 

typed in five equally-weighted 

strands with a Target of 1.0 each, 

and trashed the Misc strand. 

 

 

 

 

Thereôs a way to avoid re-typing categories. If this teacher has created other classes, all 

previously-used categories/strands now appear in the Master List at the right. If there are 

suitable categories/strands/other in this list, double click on the name in the Master List to 

copy it into the left list for this new class. Or drag and drop. As necessary, highlight any 

category, edit the Target and push Enter on the keyboard to save the change. 
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This user has an ESL (English as 

a Second Language) Level 1 

class. There are 45 Benchmarks 

for Level 1 and these are broken 

into four broad skills, Listening, 

Reading, Speaking and Writing. 

Each learner is tracked on all 45 

benchmarks and a pass is earned 

when the learner has achieved 

(mastered) a defined fraction of 

the benchmarks for each skill.  

For instance, a pass in Listening 

will be earned when the learner 

has mastered at least six of the 

eight ñListò benchmarks. 

 

Since consideration of the 

Benchmarks determines a pass, 

this teacher has decided to 

import all 45 level 1 benchmarks 

into this Mark Set. The Block 

Title  has been set to Skill. Now, 

the teacher will be able to isolate 

each of the four skills to see 

what fraction of the benchmarks 

for that skill have been achieved. 

 

 

Standards-Based 

An assessment process that measures achievement directly against the curriculum 

objectives (aka outcomes, benchmarks, standards, expectations, etc.) is known as 

ñStandards-Basedò. Achievement thresholds such as Levels are defined for each 

objective and learners are measured objective-by-objective. Standards-based assessment 

is very different from category or strand assessment and itôs frequently criterion-

referenced as opposed to norm-referenced. As in the screen above, select the appropriate 

menu term to replace ñCategoryò. 

 

Deleting a Category / Strand / Objective / Benchmark 

Delete a category/strand from the left list by grabbing it with the mouse and dropping it 

on the trash can. Or highlight it and click the Delete key on the keyboard. Most users will 

delete the Misc category/strand after creating their own. Caution: once thereôs 

assessment data in a category or strand, MarkBook will not allow its deletion. First, 

edit the headings of these assessment(s) to re-classify them into other categories/strands. 



 

 

  

40   MarkBook
® 

Reference Manual, Version 12.5.8 

 

See section 8-5. Once all assessments are re-classified, then itôs OK to return to this 

screen in order to delete that category/strand/objective. 

 

Importing a Mark Set Setup File (optional) 

Note the Setup Options box. These functions 

enable a user to import all of the information 

required on the New Mark Set screen using an 

external file.  

 

Click the Load a Setup button to open a 

Windows dialogue box. Browse for the directory 

where the desired Mark Set Setup file, .MSS, is 

located as in the next image. Open it. All cells on 

the New Mark Set screen will fill without typing. 

 

 

 

 

In this image, note that all items for this new class 

except  Room, Day and Period have been imported 

from the .MSS file. 

 

 

For details on creating .MSS files, see section 8-4. 

 

 

Tip: MarkBook comes with ~350 pre-built .MSS 

files in a folder called MkBk2018/MSS. Access these 

files directly from this screen by clicking the ñLoad 

a Setupò button. 
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Attaching a Template File (optional) 

In addition to .MSS files, MarkBook can generate .MTP files. This latter file has all of 

the data contained in the .MSS file plus a listing of all assessments for the course. The 

procedure is the same as for the .MSS file ï click the Attach a Setup + Template File 

button, locate a pre-existing .MTP file, and open it. All of the same items will fill on the 

New Mark Set screen. In addition, the user will have access to all assessments from the 

Mark Set used to build the template file. 

 

With .MTP files, the following are possible: 

1. A teacher wishes to use the same categories and assessments in a new class as 

were used in a previous class.  Open the old class with MarkBook, click on the 

Entry Heading button to the left of the entries, and click Make a Template File 

using.  Give the file a name and save it in a known location. Attach it to any new 

class as above. 

2. A department head or curriculum coordinator wishes to set categories/strands and 

an ideal set of assessments for all courses to be used by others in the subject 

department.  To accomplish this, create a series of .MTP file, give each a unique 

name, and send these as attachments to the intended users.  Or add them to a 

network folder where others have access. 

3. A district wishes to set categories/strands and an ideal set of assessments for all 

courses in the district. Create and add these to a networked folder where teachers 

have access. 

 

See section 8-4 for detailed instructions on how to make .MTP files. 

 

 

Saving the Class 

Click Finish in the lower right of the screen. MarkBook will save the class as an 

MBé15 class folder in the specified location. Whenever one clicks 

Finish or Save in MarkBook, the on-screen data will save inside this 

class folder. 
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As indicated on the screen, continue entering data for this class or create another class 

folder. Click Yes or No. If Yes, MarkBook will return to the New Class screen at the start 

of this section. If No, MarkBook will open the Main Form described in section 3-1. From 

there, add more names or select a wide variety of other MarkBook functions. 

 

Printing Forms 

Once students have been entered or imported into a class folder, many MarkBook users 

will immediately print a host of useful paper forms. See section 5-1. 

 

Calculation and Weighting Methods 

See Appendix A-7 for a discussion of these options. See Appendix C for definitions of 

terminology. 
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1-5 MARKBOOKôS SETUP AND CUSTOMIZATION OPTIONS 
MarkBook comes with a host of default settings but it allows any user to customize these 

to a significant degree. To reach the Setup options screen, open any class and click Setup 

in the upper menu bar. Click on a menu choice from the list in 

this image and alter the displayed defaults. When changes are 

complete, click Save and all custom settings will be saved in a 

personal file called MB_V12_USR.CFG stored in the same 

location as the class folders. This custom setup file is copied 

whenever the user runs a Backup as in section 3-2. 

Analysis / Reporting Setup 

See section 8-1, first part. 

Attendance (and Bar Coded Attendance) Setup 

See section 7-1. 

Calculation / Remarks Setup 

See section 8-1, second part. 

Comments Setup 

See section 10-1. 

Dates / Birth Dates Setup 

Select the Date Format and number of digits preferred. In the Birth Dates box, select a 

field order for entering Birth Dates on the Class screen, section 4-1. In the lower box, 

select the kind of Birth  Date Alerts preferred on the Main Form, section 3-1. Click Save 

at the lower right to retain your edited/custom choices.  
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Email Setup 

Email is setup in the Email section of the Setup Menu 

 

 

Email is sent by connecting directly to an SMTP server by entering its name or IP 

address, your email address and, if necessary, your password. You must also indicate 

whether the server requires an SSL/TLS connection. 

 

For some non SSL servers, authentication may be required. If this is the case, in the 

ñSMTP Authentication frame, select the Type (usually ñLoginò) and, if necessary, your 

email address and/or password for the account. 

 

If you donôt know your SMTP Host name, port and whether it uses SSL, check the 

account settings in your email software or search the internet. For example, a search for 

Gmail might be ñGmail SMTP settingsò. 

 

Some common ones are  

 

Service SMTP Host Port(*)  SSL/TLS 

Gmail(*) Smtp.gmail.com 465 Yes 
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Yahoo Smtp.mail.yahoo.com 465 Yes 

Outlook.com Smtp-mail.outlook.com 587 Yes 

Bell.net Smtphm.sympatico.ca 25 or 587 Yes 

Sympatico Smtphm.sympatico.ca 25 or 587 Yes 

Rogers Smtp.broadband.rogers.com 465 Yes 

 

NOTE 

-  Gmail (*):  In order to send email through the Gmail server, the user must set their Gmail 

account to allow less secure access. To do that, sign into the account, click on ñSign-in & 

security > Connected apps & sitesò; then change ñAllow less secure appsò to ON. 

-  The most common ports for SSL servers are 465 and 587. For non SSL servers, itôs 

usually 25 and sometimes 587. Occasionally other ports are used.
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Letter Styles Setup 

Change the style of selected fields on the screen and on printouts. For instance, to put all 

student surnames in upper case, click on Last Name in the Students list, click on the 

UPPERCASE button in the STYLE  box, and click the Update Last Name button. All 

surnames will be converted to uppercase without re-typing. 

 

 

 

Similarly, make any other selection from the other lists, click a STYLE  button and click 

Update. 

 

Enter a school name and a teacher name in the two Class cells. Anything typed here will 

appear in the next class(es) created. 

 

In the Loaned Items white window, replace any of the three terms with your own 

choices. 

 

Click Save at the lower right to retain any customizations. 

 

Tip: if the entire department or school is using MarkBook, consider mandating 

these settings for all teachers so that printouts and electronic reports have an 

identical appearance. 
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Password Setup and Use 

 

Enter a new password. Record it on paper in a safe place if thereôs any chance that it may 

be forgotten. Click the Show as plain text cell to see the entered text instead of asterisks. 

 

From this point on, each time the user clicks the Open button, a red Password? Window 

will appear. Type in the password and push Enter on the keyboard to open the selected 

class. 

 

 

Printer Options Setup 

The Printer Options  button allows a user to change printers, select a different paper size, 

enable a different orientation and select a default font for printing. 

 

Select the default printer in the Printer Setup box. Click the Select Printer button and 

click on a choice. See Appendix B for the advantages of using FinePrint as the default 

printer. 
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The Show Printer Dialogue Box is an option for launching a Select Printer control 

window each time a Print button is clicked in MarkBook. This gives on-the-spot printer 

selection and paper orientation. This is useful if MarkBook is being run as a network 

application and there are numerous network printers available throughout the building. 

 

The Thick Lines option allows a user to increase the thickness of dark lines on 

MarkBook printouts. If dark lines are too thick or too thin on printed forms, select 

another thickness. This setting is highly variable among printers. Generally, high-density 

lasers produce very fine lines and may benefit from a darker setting towards the right. 

Conversely, some bubble-jet printers may need lighter settings towards the left. Some 

experimentation with specific printers will enable a preferred setting. 

 

If installed, FinePrint will give an on-screen print preview of any forms. This may assist 

in setting an appropriate line thickness. See Appendix B. 

 

In the Printer  Font box, Arial  is the default font for MarkBook. One may select another 

font and set it as the default. However, a different font may not work properly on some of 

MarkBookôs forms. Change the font by clicking the Select a Font button.  When done, 

click Save. 

 

CAUTION : some forms may not print properly with a font other than Arial. 

 

Tip: use MarkBookôs setup options to customize how it works for each teacher, the 

school or the whole school system. 
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1-6 MARKBOOK FOR MAC AND IOS DEVICES 
As of May 2018, The Acadiem Group no longer makes MarkBook for Mac and iOS 

devices. Teachers are encouraged to use MarkBookWeb on their devices. Visit 

www.markbookweb.com for information, a complimentary trial and support. 

  
 

1-7 MARKBOOK FOR WINDOWS ON A MAC COMPUTER  

Ordinarily, a Mac computer cannot run Windows software. However, with the 

introduction of Intel Macs running OSX (Operating System 10), Mac users have two 

options for running Windows software on their Macs. They can use Boot Camp to 

partition the computerôs hard drive.  Or, they can install ñvirtual machineò software like 

VirtualBox (free) and then install Windows on their Mac. 

 

1. Boot Camp 

In early 2006, Apple released its óIntelò Macs with the OSX operating system. Now 

included on each new Mac is a copy of Boot Camp ï software thatôs set up for installing 

a separately-purchased Windows operating system (Vista, XP or W7) onto the Mac. Once 

installed, the Mac computer can ódual-bootô with either the OSX system or the installed 

Windows operating system. The Windows software is on a separate part of the hard 

drive.  Itôs as if the user had two independent computers both using the same keyboard, 

mouse and screen. For details, search for Apple and Boot Camp on the internet 

 

If this Boot Camp option is selected, a Mac user can install and run MarkBook for 

Windows inside the Windows partition. To move MarkBook class data between a Mac at 

home and a Windows computer at school, see Backup in section 3-2. 

 

2. Parallels 

This software tool allows both the Mac and Windows systems to run simultaneously on a 

Mac OSX machine.  Install it on the Mac, then install the Windows operating system 

(XP, Vista, Windows 7 or Windows 8 or Windows 10 ï sold separately) and then install 

MarkBook for Windows. 

http://www.parallels.com 

 

3. VMware Fusion 

A software product called VMware Fusion is available for Mac computers running OSX 

(Operating System 10). Itôs not available for OS9 and earlier Mac machines.  VMware 

enables a Mac user to install and run as many other óVirtual Machineô operating systems 

as they wish. For instance, a Fusion user could install Windows 7 and Linux and then run 

all three operating systems simultaneously. BTW, the Mac OS is known as the óHostô and 

each of the virtual systems are called óGuestsô. The OS currently in use is said to have the 

ófocusô.  That is, itôs the active window.  Once a Windows OS is installed (ó98SE or 

newer), install MarkBook for Windows inside it.  List price for Fusion is the same as 

http://www.markbookweb.com/
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Parallels. Interestingly, thereôs a very high variance in cost among retailers. Shop around! 

For more information,  visit 

 

http://www.vmware.com/products/fusion/ 

 

4. Virtual Box 

This free product works in a similar manner to the virtual machine products above. 

 

https://www.virtualbox.org/wiki/Downloads 

 

 

Data Management Recommendation 

Regardless of the version of Windows operating on the Mac, each user should backup 

their class folders regularly as per section 3-2. Two copies on two hard drives (work 

computer and home computer) plus a third copy on a USB drive that moves the data from 

one computer to another should do the trick!  Or use cloud services for backups. This 

applies to PC users as well. 

http://www.vmware.com/products/fusion/
https://www.virtualbox.org/wiki/Downloads
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1-8 MARKBOOK FOR WINDOWS IN LINUX (UBUNTU) WITH VIRTUALBOX 
Ordinarily, Linux computers canôt run Windows software. However, emulator programs 

such as WINE (www.winehq.org) and virtual machines such as VirtualBox  

(www.virtualbox.org) from Sun Microsystems are making this possible. 

 

WINE  emulates a Windows computer without actually installing Windows. MarkBook 

has been tested using WINE on Ubuntu (www.ubuntu.com). While it worked for some 

functions, to date, results have not been reliable enough to recommend this approach. We 

do NOT recommend using the WINE environment. See section 1-9. 

 

VirtualBox 

VirtualBox is free software that creates a virtual computer within Linux and other 

ñHostò operating systems such as Mac OSX. Once created, any óGuestò operating 

system, including Windows, may be installed on that same machine. MarkBook and other 

Windows programs may then be installed and used as if they were on a native Windows 

computer. 

 

VirtualBox is available for many versions of Linux. A list is available on the VirtualBox 

web site. 

 

 https://www.virtualbox.org/wiki/Downloads 
 

 

 

1-9 MARKBOOK IN LINUX
®, UBUNTU

® / WINE 

 

Caution: As of January 2018, The Acadiem Group Inc. does NOT support 

MarkBook for Windows running in Linux / WINE.  

 

WINE is a Windows emulator thatôs available for a number of the Linux operating 

systems. Ubuntu is one of these systems and there are numerous unresolved issues. 

MarkBook runs unacceptably in this environment. MarkBookôs use in Linux/WINE is 

entirely your responsibility. 

  

https://www.virtualbox.org/wiki/Downloads
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1-10 INSTALLATION AND USE ON A WINDOWS 8.1 OR WINDOWS 10 TABLET 
 

Caution: Windows tablets 

currently come with two different 

processors. Those with Intel chips 

run the full W8.1 or W10 

operating systems. Those with 

ARM chips (the dominant 

technology in cell phones) run 

Windows RT. MarkBook will run 

in W8/W10 on the Intel-equipped 

tablets but not on the RT 

tablets. 

 

Windows tablets (aka ñslatesò) 

are thin and ultra-light 

computers with touch-sensitive 

screens and detachable 

keyboards. Typically, they have 

high-end graphics, terrific speed 

and come with solid-state drives. 

In response to gravity, the 

screens rotate to portrait 

orientation automatically. Use 

your fingers (or a stylus if 

supplied) on the screen to enter 

commands equivalent to a mouse click. An on-screen keyboard enables typing. Major 

manufacturers include Asus, Dell, HP, Intel, Lenovo, Microsoft, Samsung, Sony and 

Toshiba. Screen sizes vary up to 11.6ò (29cm). These devices occupy a similar market 

niche to the Mac Air  notebooks but the keyboard is detachable giving a tablet the size, 

feel and mobile functions of an iPad. Unlike the iPad (see section 1-6) and similar 

Android devices, the Windows tablets come with a full -function operating system and 

multiple communication ports. Some have micro-SD slots for extra memory. 

 

Besides the on-screen keypad, some tablets come with a detachable keyboard or you can 

purchase and connect a variety of external keyboards. If considering a tablet for 

MarkBook use, we recommend examining various models for operating system (NOT 

RT), 32 vs. 64-bit chips, physical screen size, minimum and maximum screen 

resolutions, integrated keyboard quality, number of power ports (some have a second 

power port on the keyboard), number of communication ports (extras on keyboard?), on-

board memory, memory expansion potential, battery life, WiFi plus WiDi, stylus 

functions and warranty. 

 

MarkBook will install and run very nicely on a Windows 8.1/10 tablet but NOT on a 

Windows RT tablet. These less expensive devices are designed to run only certain apps 

coded specifically for the RT system. 
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MarkBook Installation on a Tablet 

Installing MarkBook from a CD: 

If you have an external CD/DVD drive connected to the tablet, MarkBook may be 

installed directly from the CD. Otherwise, using a separate computer with a CD/DVD 

drive, copy the contents of the MarkBook CD to a USB Flash drive or a micro-SD card if 

your tablet is so equipped. Insert the drive or card into the tablet, open the drive and 

double click on ñAutorun.exeò. Whether from the CD or the Flash drive, use the 

ñStandardò not the ñNetworkò option to install the program. Alternatively, copy the 

setup.exe file from CDôs MarkBook folder to a USB memory stick or SD card. Insert the 

stick/card and run the file. Also see Installation on a Netbook in section 1-1. 

Installing from a download: 

This bypasses the need for a CD. MarkBook should install and run without any issues. If 

there are problems, please contact support@markbook.com. 

 

Recommended Tablet Settings 

Out of the box, tablets come with a variety of screen resolutions (width X height) such as 

1920 X 1080. While large resolutions are partially responsible for the superb visual 

display, they make reading text difficult and they make touch commands awkward since 

a fingertip is often large enough to hit several cells or buttons simultaneously. 

MarkBookôs minimum resolution requirement is 1280 X 700. If the tabletôs screen 

resolution is 1920 X 1080 and the text is set to ñSmaller (100%)ò, MarkBook may be 

used in Landscape orientation. However, text labels may appear very tiny and some 

finger tap/touch commands are difficult with such a high resolution 

The following image is a screen capture from a Samsung tablet reset to a 1280 X 768 

resolution. The font size was set to ñSmallerò or 100%. In landscape orientation, 

MarkBook̀ s OPEN a CLASS screen fits comfortably on the tablet̀s screen: 

mailto:support@markbook.com
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This image is the same tablet. MarkBook̀s main screen (section 3-1) is large and the 

function buttons are easy to tap with a finger or stylus. 

 

 

 

 

 

However, in portrait orientation, thereôs a problem. 

 

There are solutions. First, in a matter of seconds, the user 

can lock out the auto-rotate feature of the tablet 

(recommended ï see the instructions at the end of this 

section). Or, the user can select a resolution where the 

height is at least 1280, if available. However, as 

described previously, all applications on the tablet, 

including MarkBook, are very tiny at these high-

resolution settings. 
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This image is MarkBookôs photo seating screen (section 5-4) running on a tablet at a 

1280 X 768 screen resolution. The text size is 100%, the auto-rotate is blocked and the 

task bar is set to auto-hide (see the notes on installation on a netbook in section 1-1). 768 

is the minimum vertical resolution on this particular tablet. 

 

To set a new resolution, 

right click on the tabletôs 

desktop screen (or hold 

your finger on the 

screen) and tap/select 

Screen Resolution to get 

this menu. In the centre, 

drop down the 

Resolution menu, reset 

and click Apply . 

To lock out the auto-

rotate, uncheck the cell 

that says Allow the 

screen to auto-rotate. 

Click Apply . 

 

Then, click the blue message lower on the screen that says Make text and other items 

larger or smaller. Select 100% and click Apply. 

 

 



 

 

  

56   MarkBook
® 

Reference Manual, Version 12.5.8 
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2  Working With Existing MarkBook Classes 
  

2-1 OPENING / RETRIEVING A CLASS FOLDER OR FILE 

Opening Screen - "OPEN a CLASS" 

After first use, this screen appears each time MarkBook is launched. All data for each 

class is stored in a Folder. Locate and retrieve (i.e. open) each existing class folder with 

its stored data using this OPEN a CLASS screen. 

 

Selecting the School Year 

Click on the up/down toggles beside School Year to change the academic year if 

necessary. Computers will select the current year if the internal clock is set accurately. 

CAUTION : If the correct School Year is not selected, MarkBook will not open that 

yearôs classes. In the northern hemisphere, the starting year for each class is indicated by 

the last two digits of the folder name - 11 for 2011/2012, 12 for 2012/2013, etc. 

MarkBook CY users (mostly in the southern hemisphere) should pick the calendar year 

of use ï 2012, 2013, 2014, 2015, 2016, 2017 or 2018. 
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Folders 

The computer hunts for and displays the file names of each saved class in the white 

Folder window. In the above example screen, there are several classes stored in 

Sample18. If desired, set this search location as the default so that the software 

automatically hunts this location each time MarkBook is launched. Click on the Save As 

Default Path button to set it as the default. Or, set the default to any other location such 

as a personal space on the school's network. 

 

Searching for a Class 

To change the search location, click on the Drive toggle. This will be useful if there are 

many teachers using the same computer and each one keeps their class folders in a 

different location (e.g. a separate USB stick). Caution: Wherever itôs stored, always 

back up your data! See section 3-2 and section 14-1 for backup details. 

 

Selecting a Class 

To select a class, use the mouse to click once on the class of choice in the Folder 

window, OR use the up and down keyboard arrows to scroll through the class folders. A 

double click on a class folder will get an óMBò Folder Error as pictured in section 1-3. 

Correct by double clicking on the folder above the class and then single click on the 

class. 

Once the appropriate academic year is selected, the chosen class will appear in the Select 

a Class: window near the top. In the above example, the "MFM1P105" class has been 

selected (MB and 12 were selected by MarkBook when the class folder was created for 

the 12/13 academic year). To open the selected class, click on the Open button on the 

screen. This will move to the Main Form, section 3-1 with the selected class data loaded. 

 

Starting a New Class 

To start a new class, click the New Class button. Follow the instructions in section 1-4. 

Select the Help file by clicking on the Help button.. MarkBook's context-sensitive Help 

file is available from any screen by clicking F1. Note: the Help file doesnôt work in Vista, 

Windows 7 or Windows 8. 

 

Planner and YouTube 

Access the Planner without opening a class by 

clicking on the Planner button. See section 6-2. 

Click on the YouTube Videos button to see a linked 

list of support videos. 

 

Exit 

Quit MarkBook by clicking the Exit  button. 
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2-2 NAMING / DESCRIBING / EDITING A CLASS AND/OR A MARK SET  
A sub group of marks or students in MarkBook is called a Mark Set. After the class is 

created, edit the data for any existing Mark Set or make new Mark Sets. 

A list of Mark Sets for the current class will 

appear by clicking Mark Sets in the upper menu 

bar as in this image. The current Mark Set has a 

check mark. 

 

To get to the CURRENT MARK SET screen 

from MarkBook's Main Form, section 3-1, click 

on Mark Sets in the upper menu bar and select 

Edit : [name]. Use the resulting screen to edit the 

description and/or the categories/strands for 

the class, OR 

a subset (aka Mark Set) of the class, OR 

another subject taken by this class, OR 

edit the calculation/weighting methods 

used for this class. 
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Current Mark Set Class Code 

This following screen shows the description and categories for a class. This sample has 

only one Mark Set because all students are taking the same course, the teacher does not 

teach any other subject to this group, and the course is not divided into "terms", 

"semesters" or "quarters". Since there is a single Mark Set, the button labelled Make 

[TERM ] the default Mark Set is greyed out. 

 

Itôs possible to create another Mark Set using the New Mark Set button at the upper 

right. Select four convenient letters and numbers for creating the Mark Set Short Code. 

For instance, one could use a code from the curriculum/syllabus guideline for this course. 

The Master Course Code cell automatically fills. 

 

Course Description 

Enter a Description for the course as itôs generally known within the school. Other 

examples: World History, Gr5 Mathematics Term 2, Early Childhood Edn, Foods 10. 

This description will appear on printed reports and on MarkBook's operating screens but 

it is not used as a file/folder name by MarkBook or Windows. 

 

Block Title 

The Block Title enables a grouping of assessment data into units, terms, semesters, 

quarters, clusters, source, curriculum expectation numbers, COPs, skills or some other 

grouping as defined by the user. Type or edit a name for the group. MarkBook's supplied 

default is Unit  and student performance by Unit can be analyzed. See section 9-1. 

However, if edited to Term, then analysis by Term is possible. Use Sem, Qrtr , Skill , or 

any other text up to six letters that describes how the assessment data is to be subdivided. 

There is another way to divide a course into Terms or other time blocks: see the fourth 

part of section 4-3 on Mark Sets. 
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A number or short name may be used for specific curriculum objectives/expectations. In 

this case, the Block Title should be Obj# or Exptn# or Otcm#. Then, analysis by 

objective is possible. 

 

A decision on which name to use is not critical at this stage. A user can come back to this 

screen at any time to alter the Block Title. 

 

Calculation and Weighting Method 

Click on the weighting system to be used. The Average/Category system is set by 

default. This can be re-set at any time later such as in this example where the teacher has 

switched to Blended Mode/Category. Changing calculation method doesnôt affect any 

entered assessment data. In the preceding screen sample, the teacher elected to build all 

categories for this course and assign pre-determined weights for each. Categories are 

typed into the Description cell and their weights typed into the Target cell. If these are 

known at the start of the course, great! If not, set up new categories/strands and/or change 

their weights/values at any time! 

 

Assessment Categories / Strands / Outcomes / Expectations / Benchmarks / Etc. 

Once categories have been created, MarkBook remembers these and the weightings last 

used. All of these are stored in the Master List  window at the bottom centre. Double 

click or drag any item in the Master List to pop it into the category list on the left for the 

current class. Click in the Target cell and edit for a new weight. Click Enter on the 

keyboard. If one category is used more frequently than others, make it the default 

category by highlighting it and click on Make [ ] the default category. 

 

Delete any category now or later by dragging it to the trash can. The Misc category 

should be deleted if it will not be used. Edit its Target if itôs to be kept. Warning: if there 

are any assessments in a category/strand for this class, MarkBook will not allow its 

deletion! Go into the assessment description, section 8-2, and move all assessments in 

this category into another before deleting the unwanted category. 

Click F1 at any time for Help. 

 

Attach Names 

If thereôs a subset of students within the class (also called a Mark Set) that requires 

separate assessment and evaluation (e.g. another academic level/stream), click on New 

Mark Set. This will allow a separate description, categories, and weights for this subset 

of the class. Then click on Attach Names and to drag and drop selected students into the 

subset group. In effect, this creates two separately-evaluated student cohorts within the 

same classroom. They can have a common seating plan/chart and attendance form, but 

are assessed differently and compared only to their peers within the subset group. Section 

4-3 has more information on the concept and uses of Mark Sets. Also, see the document 

in the Help file called Using Mark Sets. 
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The Default Mark Set 

If thereôs more than one Mark Set in this class, a default will open whenever the class is 

launched. Beside Mark Set Short Code at the top of the screen, click on Make [subject] 

the Default Mark Set to have this particular Mark Set open automatically whenever this 

class is opened. If thereôs only one Mark Set, it will be the default. 

 

Mark Set Setup Files and Template Files 

Two kinds of files assist setting up new Mark Sets.  See section 8-4 for instructions on 

creating these files and section 1-7 and section 8-4 for instructions on using them. 

 

Help with Mark Sets 

There is an installed manual, Using Mark Sets, that 

may be opened using the button at the lower right 

corner of the Mark Sets screens just above the Back 

or Save buttons. Click it to open this .pdf document. 

 

 

ñMark Set
TM
ò is a trademark of The Acadiem Group Inc. 
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2-3 EXPORTING CLASSES TO MARKBOOKWEB 
 

 

 

With any class open, 

click File in the upper 

menu bar. Click 

Exports and then click 

to MarkBook Web. 

 

 

The following 

Windows Save screen 

will appear. 

 

 

 

MarkBook will suggest a name based on the current class course code and section, with a 

.csv extension as in the following example. Edit the name as you wish, but keep the .csv 

extension. Pick a file location and click Save. Once saved, open that file with 

MarkBookWeb. 
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3  MarkBookôs Main Form 
 

3-1 THE MAIN FORM  
MarkBook works with one class at a time. The following screen appears automatically 

when one opens a class folder from the Open Class Screen, section 2-1. MarkBook 

automatically returns to this screen when finished with a function in another 

screen/frame. This screen has three parts: 

¶ The upper half manipulates the class roster, enters attendance, builds reports and 

communicates. 

¶ The lower half enters, manipulates, analyses and backs up assessment data. 

¶ The Menu Bar at the top of the screen (not shown in this next image) accesses 

numerous other functions. 

 

This screen image shows one of the sample classes. Students are listed alphabetically by 

last name in the upper window. Their assessments to date are listed in entry order in the 

lower window. The yellow windows display the teacher name and the title of the selected 

assessment. As with all Windows software, there are functions that can be accessed using 

the words in the Menu Bar at the top of the screen (not shown) e.g. File, Class, Mark 

Sets, Working On , Reports, Comments, Tools, Setup, and Help. However, there are 

buttons on this screen that permit direct access to some of these functions. 

 

The date on which the last data was entered into this class folder shows in blue under the 

Open a Mark Set button. If set up, a Backup warning appears in red at the centre left 

(see section 3-2). 
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Birthdays 

If student birth dates were entered, as in section 4-2, letters will appear in front of some 

names indicating upcoming birthdays in a, b, c, ... order. To print a birthday list, see the 

Class menu below or click the Printed Forms button. Highlight any student's name by 

clicking on it. Then right click the name to see the birth date. If today is a birthday, the 

studentôs name and age will automatically show in red in the upper right. 

Class Button ï Add / Delete Students, Display Contacts, Edit Student Data 

Add new students to the class or delete current students by clicking the Class button as in 

section 4-1. Edit or delete any information on any student (name, HF, student number, 

telephone numbers, code name, etc.) by clicking on the same button as in section 4-2. 

Anecdotal Notes, Printed Forms, and Seating Buttons 

Build or edit anecdotal Notes by clicking the button of that name as in section 3-4. Print 

several different forms by selecting the Printed Forms button. The Seating button goes 

to a screen for constructing and printing a seating plan/chart, including one with photos. 

Email Button 

Send text messages to groups, individuals or the whole class with the Email button. 

Class Report Button 

Produce Class Summary Reports, as in section 9-1, by clicking on the Class Report 

button. There are several styles of reports including ones for posting in the classroom 

with anonymous code names as the only identification of individuals. Numerous 

analytical techniques are supplied. Produce HTML class reports as well. 

Student Report Button 

Analyse individual performance and report privately by clicking on the Student Report 

button as in section 11-1. There are numerous options including a trend graph, a mode 

graph, achievement by category or strand, and other useful selections. All are described 

in section 9 of this document. With a single command, create paper or electronic report 

cards one at a time, for the whole class, or for a selected cohort within the class. 

Attendance Button 

Record and analyze attendance by clicking on the Attendance button as described in 

section 7-2. Options include printing blank attendance forms (including bar coded forms), 

printing individual attendance summaries, and analyzing the attendance from the seating 

plan grid. 

Selecting a Different Class 

To switch from the current class to another, click on the Open a Class button at the upper 

right OR click on the class title. A list of classes in this same directory will appear. 

Double click the new class selection to open it. 

 

 

MarkBook Admin 
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Transfer data for the current class to MarkBook Admin Edition. The function of this 

button is described in section 13-6. 

New Entry & Multiple New Buttons - Add Assessment Data 

To put data in for each new assessment or New Entry being recorded, as in section 8-2, 

click on the New Entry button in the lower half of the screen. To subdivide this 

assessment into several categories/strands, click the Multiple New  button. 

Update Buttons - Edit Assessment Data 

To change marks for any assessments, click on any of the Update buttons. The Update 

Screen, section 8-8, is one of several ways of editing a mark (e.g. for a late item, for a 

redo, or to correct an error). Similarly, the Multi Upd  button enables updates for several 

assessments simultaneously. 

Weight Button ï View & Edit Assessment & Category Weights 

The Weight button, section 8-9, accesses one of the most powerful features of this 

software - the ability to adjust the importance/value of any assessment and any 

category/strand towards the overall mark. Edit the weight of any assessment to zero to 

delete it. For more information on Weighting, see Appendix A-7. 

Entry Heading Button ï Edit the Assessment Title and Description 

The Entry  XX Heading button accesses the title and classification screen, section 8-3, 

for the blue highlighted assessment and permits changes to its name, date, and 

category/strand. 

Entry Analysis Button - Analysis of One Assessment 

For an analysis of any individual assessment, highlight it and click on Entry XX 

Analysis. To analyze the overall performance of the class on all assessments or on a 

category of assessments (e.g. tests, labs, homework), click on the Class Report button, 

section 9-1, in the upper half of the screen, and isolate one category/strand. 

Open a Mark Set Button 

To switch from the current Mark Set to another, click on the Open a Mark Set button. 

The button will be greyed out if there is only one Mark Set for this class.  See section 4-3. 

Backup Button 

This button gives direct access to a screen for rapidly copying class folders to another 

location. Use this feature regularly to prevent loss of data should the current storage 

device or location fail. See section 3-2 for details. 

MB Exchange Import / Export Buttons 

These buttons enable a user to move classes with all data back and forth between this 

version of MarkBook for Windows and MarkBookWeb. 
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Menu Bar Options 

 

Each word/phrase at the top of the screen accesses a number of MarkBook features. Click 

on a selected word e.g. File or tap the Alt key on the keyboard and then click ALT and 

the underlined letter in the selected word e.g. Alt -F. In either case, a menu of options will 

drop down as in the following examples. Where choices are greyed out, insufficient data 

is available to run these options. 

 

File Menu 

 The File menu has the following options:  

¶ Make a New Class - see section 1-4. 

¶ Open a Class. This goes to the Open a 

Class screen - see section 2-1. 

¶ Select a Class - this selects among the 

current year's classes in the same drive 

location. There are three classes in this 

example. A check mark indicates the one 

currently open. 

¶ Backup classes - see section 3-2. 

¶ Export selected data. See below. 

¶ Setup MarkBook's user defined parameters. 

¶ Setup a connected printer(s). Use this to 

change printers, paper size, or orientation. 

¶ Open the Quick Start Guide. 

¶ Exit MarkBook. Or, exit by clicking X in the upper right of the main form. 

 

Exports Sub Menu 

The Exports sub menu enables MarkBook 

to send data to other applications. 

¶ User Defined allows a custom 

export. See section 13-1. 

¶ Export to MarkBook Admin - 

section 13-6. 

¶ Export to MarkBookWeb. 

¶ Export to an SIS. See section 13-5. 

¶ Export a student to a Mark Set in another class or Import a student from another 

class. This export/import includes the studentôs achievement data. See section 13-

8. 

¶ Export to eInstruction®. See section 13-3 

¶ Export classes to TI-Navigator
TM

.  See section 13-2. 

¶ Export to TurningPoint
®

. See Section 13-4. 
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Class Menu 

The Class menu has the following options:  

 

¶ Review/Edit the class Description - 

see the first Class List image in 

section 1-4. 

¶ Add names - see section 4-1. 

¶ Edit names - see section 4-2. 

¶ Undelete names. MarkBook will 

return any deleted student with all of 

their data - see section 4-1 and section 

4-2. 

¶ Attach several/all students to a given 

Mark Set. See section 4-3. 

¶ Produce a Birth Dates and Age list. 

See section 5-3. 

¶ Send bulk Email to selected students, 

parents, groups, or the whole class. 

¶ Enter, edit, or import student 

timetable/schedule and locker 

location data. 

¶ Open the anecdotal Notes screen as 

described in section 3-4. 

¶ Open the Attendance functions - see 

Chapter 7 starting at section 7-1. 

¶ Build or edit a class Seating Plan/Chart - see section 5-4. 

¶ Enter data for text issue or other Loaned Items - see section 5-6. 

¶ Attach different course codes to each student. This is useful for Coop teachers 

with numerous credit courses in the same class. See section 4-2. 

¶ Define and assess Learning Skills, Behaviours, Thinking Skills, Habits, etc. ï see 

section 8-13. 

¶ Backup this class to another location or drive - see section 3-2. 

¶ Export selected data. See the Export sub menu above under the File Menu. 

¶ Update the class list roster from an external SIS file. See section 4-8. 

¶ Print useful recording forms - see section 5-1. 
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Mark Sets Menu 

The Mark Sets menu has the following 

options:  

¶ Make a Mark Set, Open a Mark Set, 

or Edit a Mark Set - see section 4-3. 

¶ Open an existing Mark Set. The 

checked Mark Set lower in this menu 

is open. 

¶ Edit the current Mark Set. 

¶ Export or Import a student with their 

assessment data as a separate Mark 

Set. See section 13-8. 

¶ Make the Current Mark Set the 

default Mark Set. This Set opens 

when the class is opened. 

¶ Delete or Undelete a Mark Set. See 

the end of section 4-3. 

¶ Open the Attendance functions - see 

Chapter 7 starting at section 7-1. 

¶ Build or edit a class Seating 

Plan/Chart. See section 5-4. 

¶ Enter data for Text Issue or other 

Loaned Items - see section 5-6. 

¶ Attach several/all students to a given 

Mark Set. See section 4-3. 

¶ Attach different course codes to 

individual students. See section 4-2. 

¶ Enter results for an assessment - see 

section 8-2. 

¶ Update data. See section 8-8. 

¶ Adjust the Weight for all 

assessments - see section 8-9. 

¶ Import assessment entries from 

MarkBookWeb. 

¶ Import marks from other electronic 

sources such as the Texas Instrument Navigator system and web tests. See 

section 8-6. 

¶ Open the Using Mark Sets .pdf support document. 
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Working On Menu 

The Working On menu has the following options for a 

specific assessment entry: 

¶ Edit the Heading for the assessment - see section 8-

3.  

¶ Edit / update the assessmentôs data - see section 8-8. 

¶ Analyze the assessmentôs data - see section 8-10. 

¶ Clone the assessment - see section 8-2. 

¶ Delete that assessment entry. The Hide option will 

remove deleted items from view. 

¶ Update all assessments. 

 

Reports Menu 

The Reports menu has the following 

options: 

¶ Analyse and print a Class Report 

- see section 9-1. 

¶ Analyse and send individual 

Student Reports - section 11-1. 

¶ Combine two or more Mark Sets 

into one report - section 12-1. 

¶ Define and assess Learning 

Skills. See section 8-13. 

¶ Transfer summary data to MarkBook Admin Ed ition . Counsellors, department 

heads, and administrators will have instant access to current academic and 

attendance data for all students. For more information, see section 13-6. 

¶ Export summary data to an SIS. See section 13-5. 

 

 

Comments Menu 

The Comments menu has the following 

options: 

¶ Create Comments for the current 

subject Mark Set in Normal Mode - 

see section 10-3. 

¶ Transfer these comments into other 

software - see section 10-9. 

¶ Create Comments for Combined Mark Sets. 

¶ Transfer Combined Comments into other software - see section 12-8. 

¶ Edit any comment bank using the comment editor - see section 10-4. 
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Tools Menu 

The first two options in the 

Tools menu access 

MarkBookôs Planner 

functions ï see Chapter 6.  

Section 6-8 has the Course 

Description or Course 

Outline. 

 

RubricBuilder  is available as an online option for all teachers. 

¶ If your computer is connected to the web, open MarkBookôs RubricBuilder from 

this sub menu by clicking Use. This will launch the RubricBuilder website. 

¶ Click Purchase to buy a license on line with your credit card. 

¶ The RubricBuilder  Manual may be installed locally with MarkBook as a PDF 

file. Otherwise, itôs online. Click to open it. 

¶ If  connected to the web, click About MarkBook RubricBuilder  for details. 

 

Setup Menu 

The Setup menu has user-defined or school-defined options 

for: 

¶ analysis and reporting conversion tables. See 

section 8-1. 

¶ attendance functions as in section 7-2. 

¶ calculation options and custom remarks as in 

section 8-1. 

¶ editing the comment fit parameters - section 10-4. 

¶ setting date formats. 

¶ setting up the Email functions. 

¶ accessing the Learning Skill, Thinking Skill, 

Behaviour, Habits functions. See section 8-13. 

¶ adjusting letter styles, fonts, and preferences for display and printouts. 

¶ creating a password. See section 1-7. 

¶ setting printer options. See section 1-7. 
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Help Menu 

The Help menu has several .pdf files listed 

in this image. In addition, there are links to 

¶ YouTube video tutorials, 

¶ the MarkBook website, 

¶ MarkBookôs Facebook and Twitter 

accounts, 

¶ a Policies document. Replace this 

file with your local district policy 

as a file named Policy.pdf. 

 

If thereôs a newer execute for the current 

edition of MarkBook, Update your version 

from the Web at no charge. 

 

Request Email Support. 

 

Click About MarkBook  for your version 

number. 
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3-2 BACKUP, CLOUD STORAGE, MOVING CLASSES AND DATA RECOVERY 
CAUTION : Every computer data storage device is going to fail. Itôs not a matter of 

ñIFò, itôs a matter of ñWHENò! This includes every hard drive, network drive, USB 

stick, and diskette. If you have only one copy of your data on a single storage device 

like a hard drive, Murphyôs Law guarantees a visit from Mr. Murphy, usually the 

day before marks are due! Mr. Murphy is much less likely to visit if youôve made 

backups! Even if he does hit one storage device, your data is backed up! 

MarkBook has a built-in Backup routine to make another copy of class data, one class at 

a time or multiple classes at a time. Always keep at least one backup copy, and preferably 

two copies, of all current class data. A USB Mass Storage device will hold all of a 

teacherôs current class folders. Use Backup to 

 

1. Copy current class folders to another storage location through a network or on a 

portable storage device lined a USB memory stick. 

2. View or recover current class folders with their data or view/recover data from an 

earlier date. 

 

Tips: the MarkBook Backup routine is NOT a óSave Asô function. Rather, a copy of 

each selected class folder is created but MarkBook continues to work from the 

original file location. Make backup copies frequently! 

 

There are four ways to access Backup: 

 

1. From the Main Form, section 3-1, click on the 

Backup button at the lower left. 

2. Click File in the upper menu bar to get this drop-

down menu. Click on Backup. Or scroll down to 

Backup with the cursor and push Enter on the 

keyboard. 

3. Double click on the red Backup message on the 

Main Form. 

4. Hold down two keys, Ctrl+B, on the keyboard. 

 

 

 

 

 

However accessed, the following Backup screen will appear for making an exact copy of 

one or more classes in the current directory. 

 

To save to an external drive or a mass storage device, insert/connect that device to the 

computer before launching MarkBook. The device may have an earlier backup of the 

same classes on it. As in the next image, the Backup screen will show where the current 

data is stored in the upper Source window. 
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Selecting Classes and Setting the Destination Path 

In the Select Classes area at the upper left, 1, click to put a check mark in the box beside 

each class needing backup. MarkBook will select all classes by default. Note that the 

current location for the class folders is shown as the Source just above this window. 

 

In the Set the Destination Path box at the lower left, 2, choose the location where the 

backup class folders are to be stored (click on the down toggle and then on the choice of 

Drive). If the existing data is on the hard drive (drive c:) or the network drive in the 

Source, then make a copy to any other available drive (e.g. a:, b:, d:, e: etc.) or to another 

file or location on the same hard drive. In the example, the user has selected the e: drive 

as the backup location (a USB stick). Double click on folders in the Folder window to 

display their contents. In this screen example, the user has previously used Windows 

Explorer (see section 14-1) to create a folder on the USB stick called MarkBook Classes 

but there are no class data folders in it yet. If  the receiving destination already has 

MarkBook class folders, these folders will show in the Folder window. 

 

To warn before over-writing existing files and folders, 3, check the first cell in the Make 

the Backup box at the upper right. To include customized comment banks in the backup 

(recommended), check the second cell. We strongly recommend keeping the third cell 

about a dated folder checked on. Click Start at the upper right. As the backup proceeds, 

file names will flash briefly in the Copying cell and a scrollable report log will appear in 

the large window at the lower right of the screen. 

 

Once a backup has been made for any class, MarkBook will retain the date of the backup 

as part of the folder name and provide a warning on the Main Form as in section 3-1. It 

will also display the last backup date at the top of this screen. 

 



 

MarkBook
® 

Reference Manual, Version 12.5.8  75 

 

Tip: MarkBook will nag you about when to backup. At the upper right, set a 

backup reminder for a desired number of days. Set to zero to turn off this function. 

Click Back or Save at the lower right. 

 

Moving Data to Other Computers 

Once thereôs a copy of each class on a 

portable storage drive such as the USB 

Mass Storage device, transport that 

class data from one computer to another 

as convenient. Open the class from the 

portable device drive on the next 

computer and back up the class folder to 

the hard drive. In this case, the Source 

Path will be e: and the destination will 

be c:\MkBk2018 or other location as 

you see fit. 

 

With employer permission, teachers 

should install MarkBook on personal/home PCs as well as on the computers at work. Use 

Backup to frequently refresh each computer with the most recent class folder data. The 

MarkBook license permits each teacher within the licensed group to install MarkBook on 

all of the computers used by that teacher licensee. 

 

Email Your Classes 

Thereôs another way to send 

MarkBook data to other computers. 

Use Windows Explorer to make a 

new folder in a known location on 

the current computer or on a USB 

stick with a made-up name like 

ñMarkBook_Classesò. The file 

name is entirely up to you but 

should be unique so that other 

teachers donôt use the same name. 

Backup the classes into this folder 

as per the above technique. Youôll 

end up with a Backup folder like 

this: 
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Then, explore to that folder, right click on it and select the Send to option. Click on 

Compressed (zipped) folder . This will generate a new .zip file with all of the current 

classes inside it. Windows may insist on saving the new zipped file on the Desktop. 

 

 

And youôll get as new .zip file like this: 
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Whether the .zip file is on the desktop or in the same location as the Backup folder, locate 

that compressed file, right click on it, click Send to and click Mail recipient. 

 

The computerôs email software will launch and attach the zipped file as in the next image. 

Enter your email address in the To: line and Send the file to yourself at home and/or to 

an administrator as required. 

 

When you get to the computer where you want use the copy, open that machineôs email 

software program, receive the email with the attachment and save that .zip attachment to 

a known location. Unzip it to expand it into a dated folder with MarkBook backup files 

inside. Then, open any class on this receiving computer with MarkBook. 

 

For other ways to manage/copy class file folders using Windows tools, see section 14-1. 

 



 

 

  

78   MarkBook
® 

Reference Manual, Version 12.5.8 

 

Recovering or Reviewing Data as of a Particular Date 

For a variety of reasons, a user may wish to view or recover data as of a particular point 

in time. Frequent dated MarkBook backups make this possible. 

This example is dated Jan 29, 2012, and uses three 2011 classes backed up earlier in 

January 2012. 

As per arrow 1 in the next image, it has been four days since the user last backed up the 

current class (and possibly all classes) on a USB stick (drive e:). Arrow 2 shows that the 

user has backed up one or more classes on three previous dates: Jan 15, Jan 20 and four 

days ago on Jan 25. If this user clicked the Start button, a fourth folder would be created 

and dated today (Jan 29). 

 

 

To open any class in one of these dated folders, exit the Backup window to return to the 

main frame, as per section 3-1. Click File in the upper menu bar and select Open a Class. 

Select the location of the backup data, Drive e: in this example, double click on the 

backup folder of the desired point in time, 2012-01-25 in this example, and open a 

selected class within that folder. 

 

See section 3-3 for details on how to use Restore to replace a missing or damaged class 

folder. 
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If the original class has been damaged or 

deleted, back up this older class into the 

default primary location to replace the 

damaged/missing class. Also see the Restore 

function in section 3-3. 

 

 

 

 

 

 

 

 

 

 

 

This image from Windows Explorer shows the 

contents of the USB stick (E) with four dated 

folders each containing copies of the userôs three 

classes as of the date backed up. 
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Using ñThe Cloudò with MarkBook for Automatic Backup and Sharing 

If you use MarkBook on more than one computer, Cloud services designed to sync files 

on the hard drives of those computers will let you work seamlessly on each machine 

using the most up-to-date data. No need for USB sticks or remembering which copy of 

your data is the latest. No FTP or emailing zip attachments. 

 

While this is not an endorsement, we have tested, used and like DropBox, OneDrive, 

iCloud Services and Google Drive. 

 

Services create folders on each of your computers and then, when changes are made on 

one computer, theyôre updated automatically in your Cloud account and then in the 

matching folders on each computer thatôs syncôd with that account. Therefore, if your 

MarkBook class folders and files are located in your Cloud folder on each computer, your 

data is updated on every computer attached to your Cloud account. 

 

Following is an example using DropBox (www.dropbox.com). All of 

these services work in a similar manner. 

 

 

1. If you donôt have an account already, install DropBox on computer A. This will set up an 

online account with 2GB of free cloud storage and create a DropBox folder on that 

computer. Folders and files in the DropBox folder on this computer will be duplicated 

and updated to your online cloud account. 

   

2. Create a folder in your DropBox folder for your 

MarkBook data. Its name is up to you but is should 

not start with the letters ñMBò. 

 

3. If you have created classes in MarkBook 

already, go to Step 4. Otherwise, open 

MarkBook, set your default path to your 

MarkBook folder in DropBox  (e.g. 

c:\dropbox\MarkBook Data) and proceed 

to create classes and enter data.  Go to 

Step 6. 

http://www.dropbox.com/
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4. Use MarkBookôs Backup routine to copy your data to the DropBox folder. Remove the 

check beside ñSave to a dated folder...ò before you click on Start. 

 

5. Once the Backup is complete, restart MarkBook, open your class from the 

DropBox\MarkBook Data folder. Reset the default path to this location. 

 

6. On your other computer(s), install the DropBox software. Since you have an account 

already, you wonôt have to go through the ócreationô steps; simply sign in. Once installed, 

all the files in your DropBox cloud account will be copied to your DropBox folder on this 

computer. 

 

7. Once the DropBox software is installed on each computer, changes made to the files in 

the DropBox folder on one machine will be automatically updated on all the other 

computers attached to your DropBox account. 

 

Some Notes about DropBox, OneDrive, iCloud Services and Google Drive: 

¶ Currently, DropBox provides 2GB of free storage; OneDrive provides 7GB, 

iCloud Services provides 5GB and Google Drive provides 15GB. Charges start at 

$10/month to go over this limit. 

¶ You must install the OneDrive Desktop APP (search: ñOneDrive downloadò) in 

order to create a OneDrive folder on your hard drive that syncs with the Cloud. 

¶ Other Cloud services that create folders on your computerôs hard drive that sync 

with that Cloud may also work with MarkBook as described for DropBox. 

Search ñCloud Storageò. However, services that provide only Cloud storage 

cannot be used this way for automatic backup and data sharing. 

3-3 RESTORE A CLASS 
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Sometimes, it may be necessary to restore a class from a backup copy. If the original 

class folder has been deleted or damaged, AND thereôs a backup copy (see section 3-2 to 

make backup copies), then this Restore routine will replace the missing or defective 

class(es). Restore is Backup in reverse for one class at a time. If a class wonôt open, it 

may be appropriate to use Restore. 

To commence Restore, launch MarkBook to get the OPEN a CLASS screen: 

 

 

Click the Restore button (see arrow above) at the right of this screen. The following 

yellow panel will open. 

 

MarkBook remembers the 

selected class from the 

Open a Class screen (8D 

in this example), the 

location where the selected 

class was last backed up 

(Path to Backup) and the 

location where the missing 

/ defective class folder is 

supposed to be located 

(Destination Path). 

 



 

MarkBook
® 

Reference Manual, Version 12.5.8  83 

 

If the path to the latest backup copy of the class doesnôt appear automatically, click the 

button labelled Locate Backup to get this dialogue box: 

 

Read the message, click OK , and MarkBook will open a browse function enabling you to 

search and locate the folder where all of your backup class files are stored: 
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Note the items circled in red in the previous image. 

As per the previous on-screen instructions, do not click on a class folder. Once you can 

see your classes (in this example, the classes are in a folder called MkBk_Backup_2015-

02-03), click Save. MarkBook re-opens the yellow screen with both paths now identified: 

 

1 is the source folder where the latest backup copy is located. 2 is the folder location 

where the missing or defective class is to be restored. Once the two paths are selected, 

click Restore Class at the lower right. 

 

MarkBook will make a copy of the class in the Destination Path location as per this 

message. It will over-write the existing class folder, if present. Of course, the data from 

this Restore is current as of the last backup. Click OK  to open the restored class. 
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Trick : if a file in a given 

class is missing or corrupt, 

MarkBook may refuse to 

open the class and it will 

report an ERROR message 

like the one here. Use 

Restore to fix. 

 

 

 

 

Help 

Click the red question mark at any time for context-sensitive assistance. 

 

 

Create a New Class from an Older or Current Class 

 

See section 4-9. 
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3-4 ANECDOTAL NOTES AND TELEPHONE LOGGER 
MarkBook can keep a running anecdotal record for each student. Export these records, 

individually or collectively, to a word processor for formatting and printing. Or export 

them to MarkBookôs Comment construction screen (see chapter 10) to merge them into 

MarkBook Student Report cards. 

 

Pedagogically, there are two ways of using anecdotal Notes. One is a strategy for keeping 

a history of interactions with those few individuals (plus appropriate administrators, 

counsellors and parents) displaying academic difficult ies or inappropriate behaviours. See 

the first example following. The other is to prepare a textual analysis for every learner in 

the class and then to report these prognoses and recommendations with MarkBook or 

other reporting devices. See the second example following. 

 

From the Main Form, section 3-1, click on the Notes button to the left of the student 

names in the upper half of the screen to reach this next image for typing notes. 

 

Use the up/down toggles to the right of the current student's name to select any student in 

the class. 

 

Click the cursor in the white window and press the Ctrl  and D keys simultaneously to 

insert today's date into the box. MarkBook will use the specified date format from Setup. 

Similarly, press Ctrl -N to insert the selected student's first name. MarkBook has a spell 

checker running in this window ï a red squiggle underlines any word not found in the 

dictionary. 

 

Tip: research indicates that detailed descriptive feedback requires teachers and 

learners to have a thorough understanding of what is to be learned 

(objectives/expectations) and the steps along the way. To this end, use this anecdotal 

Notes tool and/or MarkBookôs Comment functions (chapter 10) to provide that 

feedback. 
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An analytical paragraph may be typed for each learner as in the next image. Once a 

paragraph is assembled, export the whole file to a word processor for formatting. Print 

and cut up for distribution. Or, import these paragraphs into MarkBookôs Comment 

screen and print or Email a MarkBook report. See section 10-7 for the process. This latter 

technique is recommended since the reports may include three kinds of feedback: 

numeric/letter/level marks, a visual graphic presentation, plus this anecdotal text. See the 

sample printouts in section 11-8 and the two kinds of Feedback in Appendix A-2. The 

comment can also be exported to an official report card as per section 10-9 and section 

13-5. 

 

Anecdotal Notes View Menu 

The View menu varies how the text is displayed on 

screen. Click to select preferred options as desired. 

 

 

 

Anecdotal Notes ñSend To éò Menu 

The Send To é menu exports all accumulated text to Notepad or another word 

processor. This permits formatting the entire note prior to printing. 

 

This optional anecdotal Notes tool is entirely independent of the class assessment records 

and attendance records. When the class files are backed up, as in section 3-2, the 

anecdotal notes will be copied into that backup file. 

 

Right-to-Left Typing in Notes 

If your computer has a Right-to-Left language in use, and youôve selected a Right-to-Left 

font in MarkBookôs Setup/Comments, click in the text cell, hold down the right Alt  key 

and click the left Shift key twice. The screen will now enter characters right-to-left as you 

type. 
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Phone Logger in Notes 

Note the telephone number(s) below the studentôs photo. For details on adding and 

editing phone numbers, see section 4-1.  For importing phone numbers, see section 4-4. 

 

Tip: when making calls, we recommend using this Notes tool to log details. Type a 

summary of the conversation on the screen. When finished, hang up, select the next 

student using the down toggle and make the next call. Used this way, thereôs no need 

to leave the Notes screen to make a series of calls, and itôs much more likely that 

there will be an adequate record of the conversation(s). 

 

 

Trick : when including achievement in a discussion with a parent, click the Notes 

button in Student Report , Chapter 11. The Notes screen appears in front of the 

Student Report screen. Grab the upper bar of Notes and move it to a convenient 

location in order to view the details behind as in the image above. This enables 

simultaneous typing while viewing achievement details for the conversation. 
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3-5 BULK EMAIL FUNCTIONS 
MarkBook can import and store multiple parent and student Email addresses. MarkBook 

has an internal Email utility that fires off bulk or individual messages to selected persons. 

In effect, MarkBook acts like a ñSendò button in a regular email program. No need to use 

Outlook or similar tools for sending Email. However, a user must have an Email program 

in order to receive email including copies and responses to MarkBook messages sent. 

Use MarkBook's ability to rapidly and conveniently send bulk or individual Email to the 

entire class, to parents, to selected groups, or to selected students. 

 

Entering Email Addresses 

From the Main Form, section 3-1, click on the Class button to get the following screen. 

Locate the fields for student and parent Email addresses. Collect these addresses from 

students and fill in these fields as time permits. Or, import them from the schoolôs SIS as 

in section 4-4 through section 4-8. 

 

There are two styles for Email addresses. The first is a "raw" Email address, e.g.  

outahere@awol.net 

 

The second style (shown in the next image) has the recipient's name plus the address. 

Note the style - each raw address is sandwiched between < and > bracket symbols. 

Outside of the raw address, do not use punctuation symbols in an Email address! 

Periods and commas may interfere with the Email delivery processes on some servers. 

For instance, the salutation Mr and Mrs  does not contain periods in the example shown. 

 

 

mailto:outahere@awol.net
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Multiple Email Addresses 

To enter more than one Email address in a field, separate these with a semi-colon and a 

space. Multiple addresses MUST have <> brackets around each address: 

 

 <pops@awol.net>; <mom@hottmail.com>  OR 

 

 Mr Day <pops@awol.net>; Mrs Day <mom@hottmail.com> 

 

Although MarkBookôs entry cells for the two Email fields are small, the storage sizes of 

the fields are almost unlimited. Each field could hold dozens of addresses and send mail 

to all, provided that each address is encased in <> brackets and separated from the next 

address with a semi-colon and a space. Click and scroll to see the rest of the field. Or, put 

the mouse cursor over the cell and the entire contents will appear as in the following 

image: 

 

Donôt expect to get Email addresses for every student and parent. Some don't have Email 

and a few others are unwilling to provide their addresses. However, keep asking. 

Experience indicates that more addresses will come in each time a message is sent to the 

entire class (students and their parents). Students adore getting Email and will typically 

supply an address willingly. Ask parents on Parent Night for their Email addresses. Make 

a few telephone calls if necessary. 

 

Tip: many of our client schools collect email addresses centrally in their Student 

Information  System (SIS) database and export these to MarkBook. See section 4-4 

through section 4-8 for details. Additionally, numerous principals now send a 

weekly or bi-weekly school newsletter by email to all parents and all students using 

these collected addresses. Topics vary from extra-curricular  activities like sports, 

upcoming events like exams and parent interview dates, links to items on the 

schoolôs website, suggestions and tips for better learning, and other topics as the 

school sees fit. 
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Selecting Recipients for Bulk Email Messages 

To begin MarkBook's Email process, 1 click the Email button at the centre right of the 

Class screen. Or, click the Email button on MarkBookôs Main Form, as in section 3-1, to 

get the following screen: 

 

2 Click one or both cells at the upper left. To select those persons to receive Email, check 

or uncheck the individual names. If thereôs no address for a selected student, MarkBook 

will pop up a warning as shown. To clear all selections, click the Clear All  button. 

3 We recommend checking the Send a copy to me cell. See below. 

 

Creating an Email Message 

Type a Subject and a Message. A spell checker operates on the Message window and 

underlines words not in its dictionary. Before sending, have a colleague read and re-read 

the Email memo to ensure that itôs free of spelling, syntax, and other errors/defects. Your 

professional image is on the line - it will suffer if there are errors. 

 

Attaching a File 

Use the Browse button to select a file for attachment. Items could include a host of 

different document types such as a Course Description as in section 6-8, assignments, 

rubrics, etc. 

 

Sending the Email 

Enter the SMTP Host address under MarkBookôs Setup as in section 1-5. The word 

Ready appears on this screen. Once the SMTP is entered under Setup, and the computer 

is connected to the Internet, click the @ Send button. Any composed message will go as 
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separate messages to all selected individuals who have a valid Email address. To receive 

a confirmation copy of each message, click the Send a copy to me too cell. 

 

Tip:  some MarkBook users wish to keep copies of all Emails sent to students and 

parents. In this case, create one or more boxes in your regular Email program  (e.g. 

Inbox, Outbox, Deleted Items, MB Mail). Copy yourself with all outbound messages 

from MarkBook. After sending messages from MarkBook, open your email 

program, send and receive, and then move the received copies from your Inbox into 

your new ñMB Mailò box for an historical reference. See the same recommendation 

in MarkBookôs Email report card function, section 11-7. 

 

Not all SMTP servers automatically allow MarkBook to send Email. You may be able to 

bypass common blocks by setting the appropriate Port and SMTP protocols. Work with 

your IT department and your Internet Service Provider (ISP) to unblock MarkBook 

Emails. See MarkBookôs email setup. 

 

Software communication programmes like FirstClass (see section 13-7) can be set up to 

send Email. FirstClass and similar programmes can bypass a port 25 block. 

 

Confidentiality of Email Addresses 

When sending a common message to more than one person, MarkBook sends separate 

Emails to each of the recipients. This protects the confidentiality of all recipients' 

addresses. 

 

Including Email Addresses in the Student Information System 

The school's Student Information System (SIS) software may be able to store and export 

Email addresses. If this is the case, but the addresses are not yet in the SIS, print and 

deliver your gathered Email address information to the office so that the addresses can be 

entered into each student's SIS demographic record. Use the MarkBook form in section 

5-1. If many teachers on staff do this, the next time anyone downloads a class 

electronically or updates it electronically from the SIS, as in section 4-4 through section 

4-8, the Email addresses will be imported from the school's administration software. 

 

Tip: An organized Email address collection process for the whole school, perhaps 

through the Home Room, will save everyone tons of time and improve accuracy! If 

the student information system has Email fields and an export to MarkBook, enter 

all newly-collected addresses into the SIS at the first opportunity. Then, on the next 

óUpdate From Fileô (see section 4-8), all teachers will get the collected addresses for 

all students in all classes. 

 

Private Student Report Cards by Email 

MarkBook can also send private Email report cards to students and parents. See section 

11-7. 
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Some Precautions 

Caution: all recipients will get your return Email address.  

In the beginning, expect some Email to bounce back marked as undeliverable. If thereôs a 

typing mistake in any recipient's address, the Email will be returned or go to the wrong 

party. In the circumstance where individuals do NOT get your Email, ask the affected 

students to provide the address(es) again, edit these fields, and re-try. 

 

Email Policies 

Increasingly, schools, districts and teacher federations have policies about Internet and 

Email use. For instance, here are some guidelines from OSSTF/FEESO (a teacher 

federation, www.osstf.on.ca): 

 

Using these guidelines, you can reduce your risk of harm through inappropriate cyber 

conduct: 

 

DO: 

Å Maintain exemplary professional standards when sending email messages to students, 

parents, colleagues, and administrators. 

Å Always keep a copy of your email messages. 

Å Use a professional voice when communicating via cyberspace. 

Å Use a signature that includes your name, assignment title, and workplace. 

 

DO NOT: 

Å Share your password with other colleagues or students. 

Å Leave your computer on and unattended when students are in the vicinity. 

Å Send unnecessary attachments with emails. 

Å Write emails using capitals; it is interpreted as shouting. Do not use cyberspeak 

(LOL, Ur). 

Å Use your home computer or email to contact students or parents. 

Å Permit images of yourself to be taken or posted on any site without appropriate 

privacy safeguards. 

Å Post criticism of administrators, colleagues, students, or parents on social networking 

sites. 

 

(from 

http://www.osstf.on.ca/adx/aspx/adxGetMedia.aspx?DocID=8547,550,541,442,365,Docu

ments&MediaID=2384&Filename=cybersafety-pamphlet.pdf) 

 

This website contains excellent recommendations about cyber bullying and internet 

safety. Please make yourself aware of local policies and recommendations on the use of 

Email communication within your district. 

http://www.osstf.on.ca/
http://www.osstf.on.ca/adx/aspx/adxGetMedia.aspx?DocID=8547,550,541,442,365,Documents&MediaID=2384&Filename=cybersafety-pamphlet.pdf
http://www.osstf.on.ca/adx/aspx/adxGetMedia.aspx?DocID=8547,550,541,442,365,Documents&MediaID=2384&Filename=cybersafety-pamphlet.pdf
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4  Entering / Editing / Importing Student Personal Data 

 

4-1 ADD/DELETE STUDENTS, DOBS, PHONE #S, EMAIL, CODE NAMES 
Reach this screen from MarkBook's Main Form, section 3-1 by clicking on the Class 

button. Use this Add Names screen to add/delete students or to edit student information. 

If creating a new class, and thereôs a text file of student records available, import all 

names plus other fields electronically as in section 4-4. Or, update the class roster 

electronically as in section 4-8. 

Adding Students 

To add new students, click the Add Names button at the upper right and enter the first 

five yellow fields (Last Name, First Name, etc. down to Student Number) plus any 

others. Click on the Add [Name] button at the centre and the new name will appear in the 

centre white box in its proper alpha sequence. 

 

The first five yellow fields at the upper left are required for each student. The other white 

fields are optional. The Enter key or the tab key moves the cursor from field to field. If 

the Quick Entry  cell is checked, two Enter key clicks will add the student to the list once 

the yellow cells are filled. As new students are added, MarkBook automatically 

alphabetizes the current student list in the centre column. To correct a mistake, edit the 

cell or click Clear Name. 

 

 

If all students are in the same Home Form/Class, click the Use Class Code button and the 

Home Form box will auto-fill for each added student after the first entry. If thereôs no 
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need for some of the five required fields such as Home Form or Student Number, enter 

any unique number or letter (e.g. "1" or "X"). Auto Inc. enters an incrementing  number. 

 

Deleting Students 

Click once on any student name in the centre list. The Enter Name button will change to a 

Delete [Name] button. Click it once. Or click the Delete key on the keyboard. Undelete 

students at any time. 

 

Code Names 

MarkBook will automatically assign a 5-letter gibberish code name to each student as the 

class is saved. If desired, have students give a secret/anonymous Code Name to replace 

the one assigned by MarkBook. The code name will enable the posting of class results 

while keeping data anonymous. Be prepared to change any code name on request - from 

experience, expect 1% to 2% of students to make this request each year. See section 4-2 

for some suggestions on selecting code names and section 9-10 and section 9-11 for more 

details on the uses of code names for reporting to students and parents. 

 

Telephone Numbers and Email Fields 

Use the optional Telephone Number and Email Address cells to enter useful information 

about students (parent home & work numbers, special program needs, medical alerts, 

custody alerts, etc.). This information can be collected directly from the students and 

added to these fields later. Or, the school administration may provide this information by 

memo or electronic download. 
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The Telephone and Email fields can hold lots of data. However, the screen display is 

limited to ~38 characters. Click once in the cell and scroll to the right to see data in 

excess of this viewable limit. Or, put the cursor over the cell to show its entire contents: 

 

 

Trick : If there are multiple telephone numbers, itôs useful to preface these with text 

like H (for home), C (for cell), FW (father work), GP (grandparent), MC (mother 

cell), etc. If there are extensions, use the letter X in front of the extension number. 

 

Caution: MarkBookôs printouts (List Format form , section 5-3, and Loaned Items 

form, section 5-7) with telephone and Email fields are limited to 30 characters per 

field. If there are more than 30 characters in these cells, only the first 30 will print. 

 

Miscellaneous Field 

This field is designed for extra information of any type.  Medical alerts, health card 

numbers (if allowed!), custody alerts, and extra phone numbers are examples.  If 

importing this class, there may be information automatically inserted into this field cell. 

 

 

By default, this field is greyed out. Click 

on Miscellaneous to show the contents as 

in the next image. 

 

 

 

 

Click on the word Miscellaneous to hide 

the contents again. This view/hide 

function is handy if someone who 

shouldnôt see the message is viewing this 

screen. 

 

 

Birth Date (DOB) 

Enter the Birth  Date for each student and MarkBook will calculate student age to a 

tenth of a month and update the class average age. All age data automatically updates 

whenever a class opens. As long as the computer's clock is set to the correct date, 

MarkBook will display current ages and print this data on Student Reports. MarkBook 
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will also provide birthday warnings. All ages will display in the Class Report as in 

section 9-1. Print a Birth  Dates and age list by clicking that button at the right. 

 

Student Numbers and Code Names 

The Student Number and anonymous Code Name fields  accept any alphanumeric 

characters. MarkBook produces reports with students sequenced by real names, code 

names, or student numbers. If your school system does not use student numbers, fill in 

any number(s) or letter(s) as desired. 

¶ Although most teachers will not wish to use these two fields for purposes other 

than those intended by MarkBook, they could be used in other ways. For 

instance, replace the Code Name or the Student Number with each student's first 

name. Then sort and print a Class Report in first name alpha order. 

¶ If a class has multiple grades/years/forms (or other groups) and you wish to have 

the class sort in other ways, prefix the students' surnames with a digit such as a 

grade/year/form. For instance, three student surnames pre-fixed with a year and 

typed in as: "6-Smith, 5-Taylor, and 7-Khan" will sort into year order before 

sorting alphabetically. 

¶ If planning to post assessment data on the Internet using MarkBook's web page 

generator (see section 9-10), we strongly recommend using anonymous code 

names in the Code Name field. For instance, a mix of four numbers and animal 

names in a required format produces a class list with code names like 42tiger98 

and 17cricket58. Or, have students use professional athletes' names. Or, the 

names of published female authors (lots of fun if the class is composed of 15-

year old males). 

¶ Use the field for more telephone numbers. 

 

Edit Description, Restoring a Deleted Student 

Access several other screens directly from here. Edit the Class Description, section 1-4, 

using the button of that name. Bring back a student who was formerly in the class using 

the UnDelete Names button. In this case, all previously-entered data (personal 

information as above, marks, attendance, seating plan position, anecdotal notes, etc.) will 

return when the student is undeleted. 

 

Split or Combined Classes 

If there are two or more courses running in the same classroom at the same time, and the 

user wishes to keep assessment data separate, use two or more Mark Sets within the 

classroom, and attach selected students to each Mark Set using the Attach Names button. 

Mark Sets can also be used to break up courses into independent terms or to track do-not-

count-in-mark assessments such as Learning Skills, Thinking Skills, Habits and 

Behaviours. See section 4-3 for more information on Mark Sets.  See section 8-13 for 

more information on tracking these items. 
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In MarkBookôs Help menu, and on the web site, thereôs a document called Using Mark 

Sets.  It provides a number of examples of making use of this tool inside MarkBook and 

more details on attaching and un-attaching names. 

 

Anecdotal Notes, Seating, Print Functions 

Access the Anecdotal Notes screen, section 3-4, using the button of that name. Access 

the Seating Plan/Chart screen, section 5-4 using the Seating button. Send bulk Email to 

selected individuals or the entire class using the Email button as in section 3-5. Print out 

a class list with selected data fields using the Print  button. These printouts, as shown in 

section 5-3, are very handy for such items as field trip lists, or for passing detailed 

information to other educators. 

 

Photographs 

Most schools have digital photos of students, usually located in a single directory on the 

school server. If they are in [student number].jpg format or [student number].bmp format, 

MarkBook can read them.  Click the Find Photograph Files button and browse to the 

location where the digital photos are stored. Double click on any photoôs name and 

MarkBook will now display available photos for this class on this screen and on the 

seating plan screen. MarkBook does not save the photos.  If the computer is disconnected 

from the network, or otherwise no longer óseesô the photo directory, the digital images 

will not display here. 

 

Updating Classes from a File 

If thereôs an import file available, update the class data by comparing current class data to 

the latest SIS download. This is similar to importing a class as described in section 4-4 

and is described in detail in section 4-8. Click the Update from File button and follow 

the prompts. 

 

Click the Save or Back button at the lower right to save all data and return to the Main 

Form, section 3-1. 
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4-2 EDIT STUDENT INFORMATION & INDIVIDUAL COURSE CODES 
Reach the following screen from MarkBook's Main Form, section 3-1, by clicking the 

Class button and then the Edit Names button at the upper right in this image. Use this 

screen to edit/add/delete student information. Use the Timetables/Lockers button to 

add/view locker and timetable information. 

 

To alter information about one student, click on that student's name in the list window in 

the centre. The student's name appears near the top left with the field names below it. 

Select the field to be altered using the mouse and add or re-type the new information. 

Press the Enter or Tab key to save the change on screen and click Save at the lower right 

to save any edits to the class data file. 

 

To delete a student, highlight the name in the list left using a mouse click, and then click 

on the Delete [Name] button at the bottom centre. Or click the keyboard Delete key. Add 

additional information about given students in the Miscellaneous field as in the example.  

 

Access several other screens directly from here. 

¶ Add Names, section 4-1, using the button of that name. 

¶ Bring back a student who was formerly in the class using the Undelete Names 

button. In this case, all previously stored data (marks, attendance, etc.) will 

return when the student is undeleted. 

¶ For a split class (two or more years, grades, groups, or "Mark Sets"), attach 

selected students to each set using the Attach Names button. See section 4-3 for 

more information on Mark Sets. Create Email messages as in section 3-5. 

¶ Print a chronological order Birth Dates list. 
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¶ If the school has a file for creating classes, as in section 4-4, use the Update 

from File  button to compare current student data with a fresh file. 

¶ Access the Notes screen described in section 3-4 using that button. Access the 

Seating screen, section 5-4 using that button. Print out a class list with selected 

entered data using the Print  button. 

¶ Click Back or Save to return to the Main Form, section 3-1. 

 

Code Names 

MarkBook users have the option of posting class achievement data in the classroom and 

on the Internet. To preserve anonymity, many teachers use student numbers. However, 

student numbers are not as anonymous as one would like - they're on every attendance 

form and theyôre often posted in the school for other purposes. For this reason, some 

jurisdictions ban the use of student numbers when posting achievement data. To preserve 

confidentiality, use the Code Name field instead. As a class is created, MarkBook will 

automatically create a five-letter gibberish name. At your option, have students provide 

an anonymous name and their real name on a piece of paper (collect other information 

like Email addresses at the same time). Type this anonymous name into the Code Name 

field as in the above example. MarkBook will now display and print class reports with 

students sorted alphabetically by their code names. See section 9-11 for an example of a 

Code Name class report. The name will remain anonymous as long as the student keeps it 

that way. 

 

When selecting code names, some students will try to slip in a name with a hidden 

meaning. It might be a drug name, a gang affiliation, a nefarious character or some other 

name with a hidden connotation unknown to the teacher but recognized by classmates. 

Some will attempt to use the real name of a classmate as their code name. To avoid future 

problems, restrict the code name selection to something topical within the course. This 

may require a few minutes of research on each student's part. However, it's lots of fun! 

For instance, have students select code names as follows: 

¶ In an English class, chose the names of Shakespearian plays, or Shakespearian 

characters, or the names of Pulitzer Prize winners, etc. 

¶ In Biology, parts of the cell, names of lab equipment, English names of 

butterflies, Latin names of snakes, names of bones in the body, etc. 

¶ In History, names of living Third World presidents, names of deceased kings, 

names of important historical documents, etc. 

¶ In Geography, names of Himalayan peaks, rivers of Africa, types of rock, etc. 

¶ In Mathematics, names of great mathematicians, names of theorems, etc. 

¶ In boys Phys Ed, the names of sports, the names of sport equipment, or the names 

of influential female writers of the last half century. As a last resort, have them 

select the names of prominent athletes. 

 

Trick : Whether the code names are 'Canis familiaris' or 'Margaret Laurence' or 

'Othello' or 'Limestone' or 'Alb ert Einstein', they will sort alphabetically on code 

name reports. And, whatever name selection students make, it can be changed it at 
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any time. Change one or all of the code names as frequently as desired. When doing 

so, remove all posted class reports with the old names so that students cannot use 

the data to re-identify each student's new code name. 

 

If using TI -Navigator in conjunction with MarkBook, as in section 13-2, code names 

must NOT contain spaces, accented letters, or non-letter characters. 

 

Fake Names 

Some jurisdictions forbid the posting or use of other communication involving class 

averages. This includes the posting of data in a manner that enables someone to calculate 

that average. 

 

Some MarkBook users employ a trick thatôs lots of fun for both teachers and students. 

Add several fake students into the class. We suggest giving each a surname beginning 

with ZZ (ZZ1, ZZ2, ... ZZ15, etc.). This way, the óreal nameô screens in MarkBook, 

including the mark entry screens, alphabetize these fake students at the end of the class 

list. However, give fake students a code name in the same style as the real students. If this 

was done with the class above, the 24th student could be 'Marilyn ZZ1', the 25th could be 

'Frank ZZ2', etc. 
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As assessment data is entered, type in fake data for each ZZ student. We suggest giving 

ZZ1 through ZZ3 high marks making them competitive with the top students in the class. 

Give the last couple terrible marks making them the worst performers in the class. Give 

the other ZZ students marks that scatter them throughout the academic order. Then, when 

a code name class report is posted (see section 9-10 and section 9-11), itôs much more 

difficult to match the code names on the report with the real names of the students. In 

addition, students have fun guessing whoôs real and whoôs fake. 

 

Tip: see sample class Math 9 or MFM1P105 inside the MkBk2018/Sample18 folder. 

It has fake students with made-up assessment data as above.  Watch what happens 

when Code names are used on Class Report screens or printouts. 

 

To generate a real report without the fakes, take a few seconds to delete the ZZ students 

with the delete button. Or, use the Attach Names screen to quickly unattach the ZZ 

students from the class. Print the real report or create a real export file. Then, undelete or 

re-attach the fake students. All of their phony data returns with them. See section 4-3 for 

details on the attach/un-attach functions in MarkBook. 
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This same 'fake students' trick works nicely on the Internet. MarkBook generates an 

HTML class report as described in section 9-10. The code name is the only allowed 

identifier of each student on these web pages. Again, the HTML report sorts 

alphabetically by code name and scatters fake students throughout the list. It's also 

possible to exclude selected individuals from the HTML report. 

 

Trick : Students like to play games. If reporting becomes a game, students will play, 

pay more attention, take ownership of their data, take responsibility for that data 

and eventually perform better academically. Fake names facilitate open 

communication while protecting identities and confidentiality . 

 

When the Attach 

Names tool is used, 

MarkBook displays 

a message on the 

main form under 

the teacherôs name. 

 

 

 

Timetables / Schedules / Lockers 

MarkBook will import, record, store, and display both locker and timetable/schedule data 

for every student in a class. This information will prove handy in a number of 

circumstances. 

 

¶ Suppose a student asks to visit her locker, is gone too long, and then claims her 

locker is in a distant hallway. But this screen says that her locker is near the Art 

room, just around the corner! 
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¶ She is frequently late for your period 1-5 Science class. She claims that her Phys 

Ed teacher doesn't give her enough time to change. But this screen says that she 

has lunch on Day 1, Period 4! She doesn't even have a Phys Ed class! 

¶ Her parent calls wanting a text from her locker while she is absent for a few more 

days. In this case, one could ask locker partner Mary Lee to retrieve the book or 

ask an administrator to do the same. 

 

This timetable/schedule data can be imported if your Student Information System exports 

an appropriate file.  Notice that this particular import has current mark, attendance, 

courses, rooms and teacher names. 

 

Individual Course Codes 

Some classes, such as cooperative education classes and technology classes, have each 

student taking different courses. Technology classes often have multiple courses running 

simultaneously in a single classroom. Coop classes often start out with a single class code 

but new course codes and section numbers are assigned part way through the term. If the 

MarkBook user is planning to submit report card data electronically as in section 11, and 

each student is in a separate course, the Individual Course Code feature of MarkBook 

enables that teacher to accommodate this electronic submission just as if all students were 

taking the same course. 

 

To use individual course codes, choose and open the class.  Then, click on Class in the 

upper menu bar and select Individual Course Codes from the menu to get the following 

screen. 

 

At the top, chose whether these codes apply to a single Mark Set or whether they apply to 

Combined Mark Sets. The Master Code may have been used to import the class at the 
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beginning of the term. Select each student in turn, type the assigned code and section in 

the Individual Code cell (blue), and push Enter. When complete, click Save. 

 

Entered once, MarkBook will remember each individual code/section and submit course 

data to the SIS for each student using that code instead of the Master Code. Return to this 

screen to edit these course codes at any time. 

If individual course codes and sections have already been assigned in another Mark Set 

for this class, click on the Copy Codes from cell to move these into this Mark Set. 

 

After entering, click on the Printed Forms button at the lower right to move to a Print 

screen.  Print a form with the student names, numbers, course codes and sections.  Use 

this form to advise others as to the new courses for each learner. 

 

Trick : once individual course codes are assigned, coop teachers have difficulty 

running an Update from File (section 4-8).  When assigning sections, use ñ-99ò for 

the first coop class (as in the example following), ñ-98ò for the second coop class and 

so on.  If the SIS tolerates alpha-numeric sections, use any unique combination of 

letters and numbers. Since there is no original class in the school with section -99, 

the coop teacher may use ñ-99ò as the update filter.  Print the form described in 

section 5-3. 

 

 

CAUTION : if transferring data electronically to the SIS, these codes must be an 

exact match for the code in the SIS. For instance, if the teacher types RCR2OO01 and 

the SIS has RCR2OO-01 (with a hyphen) or RCR2OOO1 (with an O instead of a 0), this 

studentôs record will be rejected by the SIS. See section 13-5. 
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4-3 MARK SETS ï WHY, HOW AND EXAMPLES 
Mark Sets are one of the most powerful tools in MarkBook. Each Mark Set is an 

independent cluster of assessment data for a class or for part of a class. MarkBook allows 

up to 100 Mark Sets for each class. Mark Sets are useful for classes when one or more of 

the following situations apply: 

¶ the class has multiple subjects with the same teacher;  

¶ one wishes to create blocks of assessment data in units, terms, semesters, etc.;  

¶ thereôs more than one assessment group of students in a single classroom (i.e. a 

combined class); 

¶ there are students in the class with different learning styles who need different 

assessment strategies;  

¶ an additional classification level/strand is needed for assessments;  

¶ one wishes to isolate and independently report certain kinds of assessment data 

that may or not contribute to the overall mark.  Learning skills, behaviours and 

formative assessments are potential examples. 

 

Mark Sets make class creation very easy - once all student personal data is entered, create 

a new Mark Set in seconds. In the case of combined classes, divide the class into 

assessment groups in seconds by "attaching" each student to an appropriate Set and "un-

attaching" them from inappropriate Set(s). The balance of this section will clarify the 

concept of "Mark Set" and provide examples in which Mark Sets may help with classes 

and their data management. Also see a document called Using Mark Sets in MarkBookôs 

Help menu. Or download it from the web site, www.markbook.com. 

  

http://www.markbook.com/
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Creating a New Mark Set 

Once a class has been created, itôs possible to add up to 99 more Mark Sets. On the main 

form, click on Mark Set in the upper menu bar. Select (click) Make a New Mark Set. 

The following screen will open with the cursor in the upper Mark Set Short Code cell. 

 

 

The first Mark Set for this class was created/imported when the class was built. 

Categories/Strands/Standards were created at that time. If typed, those existing categories 

will be in the Master List . They are greyed out until the short code is created. 

 

If there are .MSS files or .MTP files available for this Mark Set, the Setup Options will 

be useable.  Click the Load a Setup button or the Attach a Setup + Template File  

button and import the file as per section 1-7 (see section 8-4 for more information on 

these file types). Otherwise, begin by typing any meaningful 4-character Short Code e.g. 

T4 for Term 4, or 1ENG for the first Mark Set in English, etc. This must be a unique 

short code within this class. The same Short Code may be used in other classes. For 

instance a teacher with six English classes could use 1ENG as a Mark Set short code 

within all six classes. However, the class names should be distinct. Describe this new 

Mark Set in the Description cell. Select categories/strands and weight them by double 

clicking from the Master List. Or type new ones. Drag any unwanted category/strand to 

the trash can to remove it. Or, highlight and click the keyboardôs Delete key. 

 

Itôs also possible to import all items on this screen from an .MSS file or an .MTP file. 

Click Finish to complete this new Mark Set. 

 

 

 



 

MarkBook
® 

Reference Manual, Version 12.5.8  109 

 

Mark Set Example 1: Multiple Subjects 

It's common for schools to use a partial rotary system so that a class of students takes 

several subjects from the same teacher. In MarkBook, each of these subjects could be 

called a "Mark Set". See the subjects in class 8D in the sample1x folder supplied. 

MarkBook could also use this same system to keep three separate subject records for this 

same class if three different teachers taught these three subjects to this class. However, in 

this latter circumstance, these teachers must use the same computer or pass the class 

folder back and forth on a portable storage device such as a USB key. In other words, 

only one teacher may enter data at a time. 

In this example with six Mark Sets, Phys Ed has been 

made the default Mark Set when the teacher opens this 

class (see the check mark). This default can be changed 

to any of the other subjects by selecting the Mark Sets 

menu and clicking Edit [Subject]. Access any of the 

others by clicking on Mark Sets in the upper menu bar 

to open the drop-down menu shown and then selecting 

(clicking on) the subject desired. Or, use the Open a 

Mark Set button on the Main Form, section 3-1. 

 

When Math is selected, the teacher has access to all of 

the records associated with that subject - text issue, 

seating plan/chart, and Math subject reports. If the 

teacher clicks on any of the other subjects, then all 

stored information for that subject is accessible. It IS 

possible to have independent attendance records, 

categories, and seating plans for each subject set. 

 

Produce a Combined Report for these subjects using any weighting system of choice 

(e.g. Science 20%, Math 30%, Music 10%, etc.). This report is available by clicking on 

Reports from the menu bar and selecting Combined Mark Sets. Or use the Combined 

Report button. See the example printout in section 12-8 of this manual. 

 

Mark Set Example 2: Separate Attendance and Seating Plans/Charts 

Each of these items may be attached to a specific Mark Set. For instance, a teacher may 

have two or more seating configurations, one for traditional lessons and another for labs. 

Similarly, a teacher may wish to track separate 

attendance for each Mark Set. 

 

If this is the case, click on Class in the upper 

menu bar, select Description, and choose the 

appropriate items at the bottom of the 

description screen. Save. Open any Mark Set 

and build a new seating plan and/or new 

attendance forms. 
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Mark Set Example 3: Multiple Evaluation Groups in One Combined Class 

The Environmental Science class in this 

example is actually two similar but separate 

courses being taught by the same teacher in 

the same classroom at the same time. The 

teacher could set up the class as two separate 

MarkBook class folders. However, MarkBook 

can structure each course as a Mark Set and 

keep both in one class folder. In this example, 

there is an academic stream, Env Sci 

Advanced, with 15 students and a graduation 

stream, Env Sci Applied, with 9 students. The 

former stream is currently the default (check 

marked). 

 

To create this split class, the teacher entered all students in Env Sci Advanced and then 

clicked on Create a New Mark Set. After naming it Env Sci Applied, nine Applied 

students were attached to the new Applied Set and unattached from the Advanced Set. To 

do this, click on the Attach Names button in the Edit Names screen, section 4-2. For 

each Mark Set in turn, click on the names to highlight and move these selected students 

to the appropriate side of the screen as per the following image. Repeat with the next 

Mark Set. 

 

There are many other circumstances requiring sets of assessments for two or more groups 

within a single classroom such as:  

¶ a class with some students who are just learning English. It would be unfair to 
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assess and evaluate these individuals in the same manner as the rest of the class. 

Thus, an ESL (English as a Second Language) Mark Set could be created to 

evaluate these students in an independent and appropriate manner. 

¶ two or more years/grades/ forms in the same classroom. A small school may have 

a class with three years/grades/ forms in the same room - e.g. a class of 25 with 

students from years 4, 5, & 6. For an alternate suggestion on isolating these small 

groups see section 4-1. 

¶ two or more groups of students with different learning styles in the same 

classroom. These groups require different assessment strategies, categories, and 

weights. For instance, there might be three boys who are kinaesthetic learners in 

a class thatôs otherwise academic. For an alternate suggestion on isolating these 

groups see section 4-1. 

 

We recommend keeping a common attendance list and seating plan for these kinds of 

split classes. 

 

Mark Set Example 4: Isolating Data e.g. Learning Skills, Behaviour and Effort 

Some teachers are required to track and report groups of assessment items independently 

of the overall mark. For instance, the system might require that each teacher measure and 

report seven items for each student: an overall achievement percentage plus an evaluation 

of six Learning Skills (Organizational Skills, Reliability, Working Independently, 

Collaborative Skills, Initiative, and 

Self Awareness / Self Regulation). 

Or, in the UK, a mark for Attainment 

and another for Effort . The 

philosophy behind these reporting 

systems is to identify to students and 

parents which items need 

improvement for better learning. 

However, the measures of Learning 

Skills or Effort are NOT to be 

included in the calculation of interim 

or final marks for the course! 

 

MarkBook has three means of dealing 

with this assessment requirement. 

Two involve Mark Sets and the third 

is creating low-weight categories for 

the skills. Set up a single Mark Set 

with a short code called LS and a 

description of Learning Skills. Make 

six categories within the set titled 

Org, Reliab, Work sInd , CollabSk, 

Init atv, and Self. Or, set up six Mark 

Sets, LS1, LS2, etc. - one for each 

skill. Now, open any Set and add data 

at will. However, the assessment of 
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the skills is always independent from the main Mark Set that holds the summative 

achievement items that contribute towards the overall mark. 

 

For Attainment  versus Effort , set up the second Mark Set with a Short Code as EFF and 

with a description of Effort . 

 

Since skills and effort are tracked independently and data is added from time to time, the 

teacher can report a summative mark for each skill or an overall mark for effort. 

Percentages, levels, letters, or some other indicator system (Excellent, Good, Satisfactory, 

Needs Improvement) may be used for reporting purposes. Use a rubric to convert the 

percentage calculated into a letter or level indicator of achievement. 

 

See section 8-13 for another way of dealing with Learning Skills, Thinking Skills, 

Behaviours, Effort and other reporting items that are not to be factored into the overall 

mark. 

 

Mark Set Example 5: An Additional Classification Level 

The Science teacher who created this class decided to use six Mark Sets to subdivide her 

course assessments into major curriculum groups. See the four course units plus a project 

and an exam in this example. Her Space Science 

Mark Set is currently the default. Change the default 

by selecting Edit  from this menu. Or use the Make é 

default option in this menu. 

 

By organizing the course this way, she has given 

herself the extra classification level afforded by 

MarkBook. To get a final mark for this course, she 

will use the Combined Mark Sets option available 

from the Reports menu. See the examples in chapter 

12 for details on weighting multiple Mark Sets.  

 

Since each of her course units are separated into a 

distinct Mark Set, she now has the option of creating 

different categories for each curriculum unit and/or 

assigning different weights to each. For instance, she 

could alter the weight given to her Knowledge 

category in each Set. However, she has the ability to 

combine the Mark Sets in any proportion as in the prior paragraph.  So, she could equally 

weight the four curriculum units or assign a different weight to each. 

 

We recommend keeping one attendance list and one seating plan for this kind of class. 
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Mark Set Example 6: Terms, Semesters, and Quarters 

Some teachers like to divide their courses up into terms, semesters, trimesters, quarters, 

or other time blocks. For instance, 

 Term 1 - 10%, Term 2 - 18%, Term 3 - 22%, Term 4 - 25%, Exam - 25% 

 Total = 100% 

In this case, one could create five Mark Sets to isolate each of the four terms and the 

exam. Once assessment data is entered in two or more terms, produce an overall mark by 

clicking Reports, selecting Combined Mark Sets, and weighting the terms (Mark Sets) 

appropriately. Or use the Combined Report button. See section 12-1. 

 

There is another technique for separating assessments into time blocks. See the 

discussion of Block Title  in section 2-2. The advantage with this "Mark Set" method is 

that one has exact control over the percentage contribution of each Set towards the final 

mark. The disadvantage is that one doesnôt "see" all assessment data for the entire course 

- each Mark Set is completely isolated from the other Sets until Combined Mark Sets or 

the Combined Report button are used. Decide which method works best for you. 

 

In the above example, note that there is an increasing weight or value to the terms over 

time. This is an example of ñProgressive Weightingò used to place greater emphasis on 

evidence of more recent student performance. 

 

Mark Set Example 7: Combined Terms and Subjects 

Sample class 8D, installed with MarkBook, has two subjects, Math and Science, taught 

over three trimesters (terms). The teacher divided the year's assessment data into six 

Mark Sets representing three terms for Science and three for Math. Used this way, the 

teacher is able to report each term independently and each subject independently. The 

teacher also has the ability to provide "evidence of more recent achievement" by 

heavily weighting the more recent Mark Sets. Open 8D from the samples folder, click 

Reports in the upper menu bar, and select Combined Mark Sets. Then click the Set 

Weighting tab. Click on any number to edit the weights of the six Mark Sets in the 

Target column as per the following example. 
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Note how the terms have been differentially weighted. Of course, the teacher could 

weight the three Science Mark Sets to zero in order to isolate a mark for Math. Similarly, 

the teacher could edit the weights of terms 1 and 2 to zero to isolate the last termôs mark 

as the final mark. 

 

Mark Set Example 8: All of the Above 

This is an example of the multi-subject class organization afforded by Mark Sets: 

An elementary teacher taught six courses with her class: Music, Art, French, English, 

Drama, and Math. She was required to report a percentage mark and an anecdotal 

comment at the end of each trimester along with an independent measure of six Learning 

Skills. Furthermore, she was required to report a percentage for each strand/category in 

some subjects like Languages and Math. Evidence of most recent achievement was 

required. She had a core group of 26 students taking all six subjects but there were 16 

additional students who dropped into one or more of her subject classes. For instance, she 

had 38 students in Music, 33 in Art, 28 in French, and so on. In all, she taught one or 

more subjects to 42 individuals. 

 

She handled all of her needs as a single MarkBook class with numerous Mark Sets. There 

are two limitations in this class structure: the maximum number of Mark Sets is 100 and 

the maximum number of active (i.e. not deleted) students is 200. She created the 

following 21 Mark Sets: 

¶ MUS1, MUS2, MUS3 each with one category/strand and 38 names attached. 

¶ ART1, ART2, ART3 each with one strand and 33 names attached. 

¶ FR1, FR2, FR3 each with three strands and 28 names attached. MarkBook 

reports three marks ï one per strand. 
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¶ ENG1, ENG2, ENG3 each with four strands and 34 names attached. MarkBook 

reports three marks. 

¶ DRA1, DRA2, DRA3 each with one category and 35 names attached. 

¶ MAT1, MAT2, MAT3 each with five strands and 30 names attached. MarkBook 

reports five marks, one per strand. 

¶ LS1, LS2, LS3 each with six categories for six learning skills and all 42 names 

attached. 

 

As she began each new trimester, this teacher zero-weighted the prior Mark Sets in the 

Combined Report. In this way, the older sets did not get included in the current reports. 

Since MarkBook can generate and store up to 10 sets of comments per student per Mark 

Set, and ten more for a Combined Mark Sets report, she had ample ability to use 

MarkBook for the anecdotal portion of the report as well. 

 

In this kind of example, we recommend keeping separate attendance lists and seating 

plans for each subject. Click on Class in the upper menu bar, select Description, edit the 

appropriate buttons, and Save. Then make and edit independent attendance forms and 

seating plans for each Mark Set. 

 

Under MarkBookôs Help menu, or under the Mark Sets menu, see the .pdf document 

titled Using Mark Sets. Or, download it from 

 

www.asyluminc.com/downloads/Using_Mark_Sets.pdf 

 

Deleting and Undeleting a Mark Set 

MarkBook can delete a Mark Set and undelete it again to re-activate it. To delete, click 

Mark Sets in the upper menu bar and click on Delete a Mark Set. This image will appear 

in the lower half of the frame: 

 

Click once on the unwanted Mark Set. Click the Delete button. Or, to leave this screen 

without deleting any Set, click Cancel. 

http://www.asyluminc.com/downloads/Using_Mark_Sets.pdf
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4-4 IMPORTING CLASS ROSTER LISTS WITH NAMES AND OTHER DATA  
MarkBook has the ability to import/update student names and other personal data from a 

delimited text file. This will save typing time and improve accuracy. 

 

If the school has a comma-delimited or tab-delimited text file of student names (first and 

last names plus any other available items such as student number, gender, Home Form, 

birth date, etc.), MarkBook has the capability of importing these students plus their 

significant personal data from that file. Text files are given various extensions: .txt , .hdr , 

.asc, .csv, .dat and others. These are also known as ASCII  files. 

 

"Text" or "ASCII" is a universal file structure that almost any computer can generate and 

read. MarkBook is set up to create classes from an external text/ASCII file provided that 

it has been set up as a series of records with each line (a record) containing data for one 

student. If each student record contains appropriate data, MarkBook will hunt through a 

very lengthy list of many students to select only those individuals who meet one or more 

criteria for building each class roster. 

 

The text file can be comma delimited (as in the following example), or tab delimited, and 

may look like this in a word processor: 

 Last,First,Gender,Number,HF,DOB 

 Adams,John,M,12347,7A,860423 

 Bat,Barry,M,34691,7C,861123 

 Jones,Keith,M,76239,7A,861001 

 MacDonald,Melinda,F,7C,860214 

 Turkstra,Melanie,F,7B,860311 

 etc. 

 

The above example file has each student on a single line of text (a record) with each data 

item (a field) separated by commas. In this sample, the field order is Last Name, First 

Name, Gender, Student Number, Home Form, Date of Birth. This sample also has a 

"Header" - a first line with a title for each field. Text files with headers are sometimes 

given the extension .hdr. 

 

Field Order in the Import File 

MarkBook does not require a specific order for the fields. In fact, MarkBook's only 

requirements for importing from a text file are two fields: First Name and Last Name. 

All other fields and their order are optional. 

 

Text files may be available for each class for importing into MarkBook. If not, 

MarkBook allows sorting through a larger file to find only those students in a given class 

based on one or more fields in each record. If the school district has a central computer 

system, chances are that the persons in charge will have the capability to build a text file 

generation routine (aka a report or a "menu pick") to extract suitable files. The best 

single-class file to build would contain fields for last name, first name, home form, 

gender, program, student number, date of birth, home telephone number, a parent work 
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number, Email addresses, and any other significant items as text in a Miscellaneous field. 

See the fields in the first image following. MarkBook will generate a gibberish code 

name automatically and the teacher may edit the code name plus any optional/missing 

fields later. 

 

Tip:  in the absence of a suitable text file, do some lobbying to get one! The district's 

mainframe is likely the source and the persons who run it are the ones to convince. 

IT managers and technicians may be able to create these files as well. Don't be 

afraid to ask! For some examples, see section 4-7. The more teachers using 

MarkBook, the greater likelihood of success! 

 

Step 1: Set Up a Class: 

Set up a class using MarkBook's New Class functions as 

described in section 2-1. Name the new class and get to 

the screen where student names are added. Normally, one 

would start typing data into the blank student data fields. 

However, if thereôs a suitable import text file available, 

click on the Import Students button at the right. 

MarkBook moves to the next screen with an Open an 

Import File  dialogue box. 

 

 

 

 

 

 

 

Step 2: Locate and Open the Import Text File: 

Browse to select the drive and folder and then click on the name of the file. In this 

example, there are two text files, ElemStudents.txt and SecStudents.txt. Select the 

desired file and click Open. 
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This Open an Import File dialogue box will disappear exposing MarkBook's Import 

Students screen as in the next image. 

 

Step 3: Matching Fields 

The selected file will open in MarkBook as in the following example. This import text 

file has a "header" meaning each field is named/titled in the first record - see the example 

header text file at the beginning of this section.  The first record shows in the centre of 

the large white window with all of its fields listed vertically. There are 15 fields per 

record in this sample import file. 

 

 

There are 291 students (292 records, the first of which is the header) listed in this file. In 

fact, every student in this school is listed! 
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Identify the fields in the centre Matched list with a title from the MarkBook Fields list 

on its right. Starting with the top Matched field, drag and drop the corresponding field 

title from the right list. Or, double click on the corresponding MarkBook Fields title. In 

this example, field titles from the right have been moved over to the left in matched 

order. Used fields become grey except Ignore this field. Note that the teacher has elected 

to ignore the HF2 field since this is a semester 1 class. Year is also ignored. 

 

The Last Name and First Name fields are mandatory.  

 

If an error is made in matching, click on the Clear Last Match button. The last used 

Available Field will disappear. 

 

To open another import file, click the Open an Import File button and a dialogue box 

will  re-appear as in STEP 2 above. 

 

Step 4: Matching Date of Birth Format 

The DOB (date of birth) field may appear in any one of several different formats such as 

American, English, or SI. If DOB is an available field in the import file, one must know 

the format of the text file before attempting to import DOB data. In the example above, 

the Header title shows the format.  However, if unsure, use the purple up/down toggle at 

the top centre to scroll through the first few student records to examine them for DOB 

format. Each student record will appear in the left window in place of the field titles 

visible at present. At the bottom of this screen, in the Date Format for Birth Dates 

(DOB) box, select the matching format. MarkBook will change 2-digit years (e.g. 94) to 

4-digit years (e.g. 1994) automatically as per the message at the right. 
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Step 5: Establish a Filter Criterion When Importing from a Large File 

If the source file is a single class, click the Import  button and the student data will move 

from the source file into the new MarkBook class folder. However, MarkBook can 

selectively import students from a large file as in this example one. 

 

If the source text file is not a single class file, now establish some criteria for selecting 

specific students from among all students in the file. Select class members using their 

Home Form, a Gender (e.g. a Phys Ed class), a course/section code, etc. 

 

If creating several classes from this file, MarkBook will "remember" the source file 

name, its location, and the field matches made as above. This makes it much easier to set 

up a second and subsequent classes. Similarly, the schoolôs IT manager can pre-set all of 

these items within MarkBookôs Network installation. 

 

a) Importing Students Using Home Form 

Home Form is also known as Home Room, Home Class, Home Base or Tutorial Group. 

The teacher's class is in the previous example is 7B. In the Import If  ... box, 7B has been 

added to the HOME FORM contains window. Thus, only those individuals in 7B will 

be selected and imported for this class and all other students will be ignored. 

 

Since the first record was a header, click the Skip it  button in the What If  é box. If the 

text file does not contain a gender field, thereôs the option to select M or F for all students 

and then editing after the import, as necessary. If a letter other than M or F is found in the 

Gender field, MarkBook will use the letter specified instead (see below). 
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Similarly, a Student Number field may be missing from the text file. In this case, 

MarkBook will assign an incrementing number as each student is imported. Edit any 

imported item using Edit Names, section 4-2, as necessary. If the Home Form is not 

specified in the import file, MarkBook will assign the class code as a Home Form for all 

students. 

 

Once these filter criteria are indicated, click on Import at the lower right and MarkBook 

will hunt for all students in the text file who meet the criteria specified. A message will 

appear with a count of the 

number of students 

imported. Click OK . If 

there were no students 

imported, click on Cancel 

and enter a new import 

fil ter criterion. 

 

When OK is selected, MarkBook will open the Add Names screen with all selected 

students added into the new class. 

 

b) Selecting by Home Form AND Gender 

Suppose a teacher wants all the males in 7B for a Phys Ed class. In this case, assign title 

Import If #1 from the Available Fields list to the GENDER field in the MATCHED list. 

Type 7B beside HOME FORM contains. In the Import If ... box, type M. Click Import  

and, all males in 7B will be selected. 

 

Suppose a teacher wants all of the females in two Home Forms, 7B AND 7C. In many 

co-ed schools, Phys Ed classes are made up with all individuals of one gender from two 

Home Forms. 1. Assign field title Import If #1  from the MarkBook Fields list to match 

against the Gender field in the Matched list.  2. Below, in the Import Parameters 

section, type 7B and 7C in the two HOME FORM contains: cells.  3. Type in F in the 

first Import if #1 contains cell. 4. Select F in the What If é box. 
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Click Import , and all females in those two Home Forms will be imported into one Phys 

Ed class. A message similar to the following will appear. Click OK or Cancel. 

 

If the source file is a multi-class or whole-school file, colleagues will be able to use it 

with different criteria to build their classes. Or, copy it to a location where all teachers 

can find and use it. Some schools copy this source file onto the hard drives of their 

department computers in the MkBk2018 directory. However, the best solution is to put it 

into a specific network location where all teachers have password access. 
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4-5 IMPORTING CLASS ROSTERS USING COURSE CODES & SECTIONS  
Thereôs another way to select among student records in a lengthy text file. This section 

explains how to hunt for specific classes students using a course and section. 

 

If thereôs an available text file which has 

¶ a large block of students, and 

¶ their courses and sections, 

then MarkBook will select among these courses/sections to pick out only those students 

in a specific class. 

 

The text file can be comma delimited (as in the following example) or tab delimited and 

may look like this if previewed it in a word processor (without any items underlined as in 

this example!): 

 

 Last,First,Gender,Number,HF,DOB,Tel#,Courses 

 Adams,John,M,12347,3A1,860423,555-8923,ART3DO03 MAT3PO01 ENG3DO02 PHB3O102 

 Bat,Barr y,M,34691,3C1,861123,555-4634,ART3G001 MAT3G002 HIG2G002 PHB3A003 

 Jones,Keith,M,76239,4D1,861001,555-8652,ART4A001 ENG3A002 MAT4A003 PHB4A004 

 MacDonald,Melinda,F,54321,1G1,860214,555-2398,ENG1W001MAT1W002FSF1W003ART1W004 

 Turkstra,Melanie,F,88663,2E1,860311,555-0102,HIG2G001MUS2A002ART2G002BAC2G001 

 etc. 

 

Like the example in section 4-4, the above file has each student (a record) on a single line 

of text with each data item (a field) separated by commas. The field order and titles are 

given in the header line. Note that there is a Courses field. Within it, course codes and 

sections are run together without separating commas. It doesn't matter whether there is a 

space separating the courses or not - both versions are shown. The first student, John, is 

taking ART, MATH, ENGLISH, and PHYS ED BOYS, all at the Year 3 level. His class 

sections, as a two-digit suffix to each course code, are 03, 01, 02, and 02 respectively. 

 

MarkBook's "Import If" feature will pick out those students taking a specific course and 

section. For instance, suppose the class to be imported is HIG2GO01. Match 

MarkBook's Import If  #1 field title against the Courses field and it will hunt the above 

file and select only one of the five student records shown: Melanie is the only one taking 

that course in section 01. Barry is taking the same course but he is in a different section 

(02) and will NOT be selected. Note the two underlined course code/sections. 
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Selecting and Importing Students by Course & Section: 

Suppose a teacher wanted to select all students taking ENG3U104 and thereôs a text file 

for the entire school with the structure indicated above, i.e. all courses and sections in a 

single field in each student's record. The example file shown here has a header line, 1452 

students and fifteen fields per student record. Note that the file contains a Miscellaneous 

field. The kind of data for this field is described in section 4-6. As in section 4-4, drag 

titles from the Mark Book Fields column at the right to the Matched: window in the 

centre. In the next image, Import If #1  is matched to the Import  field (contains the 

courses and sections). In the Import If #1 contains cell, type ENG3U104. Click Import . 

MarkBook will hunt through all student records and import only those students with 

ENG3U104 somewhere in their Courses field. 

 

If the teacher started with a class code that didnôt match the Import If #1 code used to 

successfully import students, this CHANGE CLASS CODE message will appear. The 

answer is likely Yes. 

 

Once a first class is built this way, MarkBook will remember the import file name, 

location, and field match order. The second and subsequent classes are much easier to 

import! Alternatively, the network administrator can set all of these parameters using the 

network configuration tool in the network version of MarkBook. 
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MarkBook will also update the class from a fresh import file using the Update from File 

button on the Edit Names screen in section 4-2. See section 4-8 for details. 

 

Cooperative Education classes may be imported provided that there is a single course 

code for all students OR a unique course section number for each class. See the tip in 

section 4-2. 

 

Importing Classes from a Timetable/Schedule File 

A second example: Suppose thereôs a comma-delimited text file available with each 

course separated into its own field. The school is semestered and runs on a five-period 

day. The course fields are in timetable/schedule order. X indicates lunch or a spare 

period. The 12-field text file for the same students above would look like this: 

 

Last,First,Gender,Number,HF,DOB,Tel#,C1,C2,C3,C4,C5 
Adams,John,M,12347,3A1,860423,555-8923,ART3DO03,MAT3PO01,X,ENG3DO02,PHB3O102 
Bat,Barry,M,34691,3C1,861123,555-4634,ART3G001,MAT3G002,HIG2G002,X,PHB3A003 
Jones,Keith,M,76239,4D1,861001,555-8652,ART4A001,ENG3A002,MAT4A003,X,PHB4A004 
MacDonald,Mel,F,5431,1G1,860214,555-3918,ENG1W001,MAT1W002,X,FSF1W003,ART1W004 
Turk,Melanie,F,88663,2E1,860311,555-0102,HIG2G001,MUS2A002,ART2G002,X,BAC2G001 
etc. 
 

In this case, each teacher knows that any given class (i.e. a course and section) is in a 

specific field. For instance, the mathematics teacher knows that his class, MAT3PO03, 

runs in period 2 and is in field #9 titled C2 in the text file header above. The boys' phys-

ed teacher knows his class, PHB3O102, runs in period 5 and is in field #12 titled C5. 

Now, when importing data, each teacher can move Import if #1 to the appropriate field, 

C1 - C5, type in the course and section, and import all students in that class. The other 

four "C" fields will use Ignore this field when matching. 

 

Importing Classes from Multiple Record Files 

A third example: This type of import file is in wide use for MarkBook because it's 

relatively easy to build. Each student record is repeated once for each course - notice that 

John and Barry each have five near-identical rows. Often, there is no header row. An 8-

field text file for some of the students above would look like this:  

 

Last,First,Gender,Number,HF,DOB,Tel#,Course 
Adams,John,M,12347,3A1,860423,555-8923,ART3DO03 
Adams,John,M,12347,3A1,860423,555-8923,MAT3PO01 
Adams,John,M,12347,3A1,860423,555-8923,LUNCH 
Adams,John,M,12347,3A1,860423,555-8923,ENG3DO02 
Adams,John,M,12347,3A1,860423,555-8923,PHB3O102 
Bat,Barry,M,34691,3C1,861123,555-4634,ART3G001 
Bat,Barry,M,34691,3C1,861123,555-4634,MAT3G002 
Bat,Barry,M,34691,3C1,861123,555-4634,HIG2G002 
Bat,Barry,M,34691,3C1,861123,555-4634,LUNCH 
Bat,Barry,M,34691,3C1,861123,555-4634,PHB3A003 
etc. 
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In this case, Import If #1...  is lined up with the last field, Course. MarkBook will search 

the entire file and import any student record (a row) when it encounters a specified course 

and section. Because each student has a different course in each record, it doesn't matter 

that there are multiple records for each student. 

 

Choosing an Import Data File 

Importing classes is highly dependent on the files available. Before one can consider 

importing student records, establish what types of file downloads are available. If there 

are numerous teachers using MarkBook in the school, district, division or LEA, itôs more 

likely that persons in charge of the central computer system will be prepared to build 

routines to extract text data with an appropriate file structure. Work with those people to 

build a custom text file that meets all teachers' needs. Remember, central computers are 

in place to make data management fast, accurate, and therefore efficient. If teachers need 

data in a particular form, then the managers of the computer system should be prepared to 

provide data in a pre-determined format! ASK! 

 

Pre-matching fields with MB18_CFG.EXE and UpdField.cfg 

The network version of MarkBook installs a utility in the MkBk2018 directory called 

MB18_CFG.EXE. Run it to set a path to the import file and pre-match the fields. When 

complete, a file called UpdField.cfg will be written in the same location as the import 

data file as per the next image. Now, when teachers click the Import  button, MarkBook 

will open the .txt file and pre-match the fields automatically. 

 

 

Trick : use the MarkBook configuration utility to pre -match the path and field 

matches for all users in the school. Store the import file and UpdField.cfg together 

on the server in a directory where all teachers, but no students, have access. 
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4-6 MARKBOOK'S IDEAL IMPORT FILE 
In our opinion, the ideal import file for MarkBook has a header line and all students in 

the school in one file. We recommend that the IT department create one file for the entire 

school rather than creating separate files for each class or for each teacher. In schools 

with few computer terminals, this "single file" approach avoids placing strain on the 

schoolôs secretaries at the beginning of each term. Itôs easy to re-create or update a single 

file whenever convenient. This approach also encourages collegial activity as teachers 

help each other get their classes set up in MarkBook. 

 

Conversely, if the school has numerous workstations connected to the server, every 

teacher has access to data from that server/mainframe, and the class files are generated 

automatically, then single class files will work nicely. 

 

As described in the two previous sections, MarkBook will accept the following fields for 

each student who is "electronically imported" into a new class:  

 

¶ Last Name 

¶ First Name 

¶ Home Form (aka Tutorial Group, Home Class, Home Room, Home Form, etc.) 

for any one term, block, or semester 

¶ Student Number 

¶ Date of Birth 

¶ Gender - M or F 

¶ Special Program Placement such as Enhanced, ESL, SLD, SHSM, etc. 

¶ A studentôs Home Telephone Number and Cell number 

¶ Multiple Parent Work Telephones Number with extensions 

¶ Student Email Address(es) 

¶ Parent Email Address(es) 

¶ Miscellaneous 

¶ A Special Use number for potential ID control by the administration software 

 

Hopefully, the educational system can build a comma-delimited or tab-delimited ascii 

text file that incorporates as many of these fields as possible. 

 

Caution: any field where a "stray" comma could appear should be sandwiched in 

quotation marks. The Miscellaneous field is the most likely candidate but commas may 

appear in other fields in the school system. They could appear in student names like óJohn 

Knight, Jr.ô! Or someone may have erroneously entered an Email address with a comma 

instead of a period like @aol,com. Consequently, we recommend encasing all fields in 

quotes. Or use tabs as the field delimiter. 
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Custom Import File 

We recommend that the file be designed/tailored for the needs of the system. That is, any 

additional student information thatôs regarded as important to MarkBook users should be 

exported from the system's mainframe into MarkBook's Miscellaneous field. For 

instance, the Miscellaneous field could contain some or all of the following information 

about each student: 

 

¶ Special academic placement e.g. Enhanced, Gifted, ESL, SLD, etc. instead of 

using the Program field 

¶ Medical Alerts 

¶ Health Card Number 

¶ Significant Medical Warnings like epilepsy 

¶ Custody and Access Alerts 

¶ Home Address 

¶ Ethnicity 

¶ Lunch support or other aid 

¶ Additional Telephone Numbers 

¶ Additional Email addresses 

¶ Any other item(s) that the system wishes to communicate to teachers. 

 

The following comma-delimited export file has been set up for a system with three 

trimesters per year at the senior level. There is a red header and one example student who 

has been timetabled into three Home Forms: HF1, HF2, and HF3. John Bull doesn't have 

a special Program placement and therefore his 5th field has no data. All selected courses 

(seven characters each e.g. ART9A0A) are run together in one field. They can be 

separated by spaces as in this example. As indicated above, quotes around the fields 

prevent MarkBook from interpreting a stray comma as a field separator. 

 

Last,First,Number,Gen,Program,HF1,HF2,HF3,DOB,Tel1,Tel2,SEmail,PEmail,Courses,Misc 
ñBullò,òJohnò,ò35601ò,òMò,òò,ò9Bò,ò9Hò,ò9Pò,ò19860326ò,ò1715552682ò,ò1715551919ò,òbullj
@dingdong.edu.k12.caò,òbullsr@awol.comò,òART9A0A MAT9A0B SCI9B0C MUS9A0B 
PHB9A0D GER9A0Bò,"Gifted in Math. Allergic to bananas, bee stings. Insulin-dependent 
diabetic. Deaf in left ear. Father has sole custody." 

 

Each teacher has two potential means of picking out selected students as per the previous 

manual sections 4-4 and 4-5:  

 

¶ by Home Form (ignore the ones that don't apply) or 

¶ by Course Code & Section 

 

This same file-generating routine could be used in the same school system for junior 

classes where there are no trimesters. In this case, the file would likely show the same 

Home Form in all three Home Form fields. 

 

 

mailto:bullj@dingdong.edu.k12.ca
mailto:bullj@dingdong.edu.k12.ca
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Import File Specifications 

The following table has the specification limits for each field in an import file. More 

fields may be added such as the HF3 in the above example. Fields may be deleted if there 

is no data available. The fields may appear in any order in the file as long as all records 

are the same. We strongly recommend that all fields be sandwiched in quotes as per the 

example above and that there be a header row as the first record. Each record must end in 

a hard return. 

 

Field Name  Length  Examples  

Surname 30 characters Bull 

Given Name or Forename 30 characters John 

Gender 15 characters M or any word beginning with the letter 
M.  Or, F or any word beginning with the 
letter F 

Student Number or Unique 
Pupil Number 

20 characters 12345, 123-456-789 

Date of Birth or DOB 10 characters in 
any of the formats 
to the right with or 
without '/' 
characters. Text 
formats such as 
JUN are not 
permitted. 

1. YearMMDD (19910629 or 910629) 
2. MMDDYear (06291991 or 062991) 
3. DDMMYear (29061991 or 290691) 
4. Year/MM/DD (1991/06/29 or 

 91/6/29 or 91*6*29 and so on) 

5. MM/DD/Year (06/29/91 or 6/29/91) 
6. DD/MM/Year (29/06/91 or 29/6/91) 

Home Form Term 1 or 
Home Room 

15 characters 9D, RM211, SNC1DO-A 

Home Form Term 2 or 
HF2 

15 characters as above 

Program No limit ESL, Enhanced, Special Ed, SHSM 

Phone 1 No limit 555-1212, (999) 555-1212 x123 

Phone 2 No limit as above 

Student Email Address No limit skipper@awol.com, or John Bull 
<skipper@awol.com>  Separate 
multiple addresses with a semi colon 
and a space 

mailto:skipper@awol.com
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Parent Email No limit dad@parent.com, Mr H Bull 
<dad@parent.com> Separate multiple 
addresses as above 

Miscellaneous No limit, 

commas not 
permitted 

Health Card #: 123-9885-41 Allergic to 
nuts, carries an Epipen, Custody with 
mother only. 

Special Use No limit (cannot be 
seen or edited by 
the teacher) 

45698532 

Courses or 'Import If' No limit SNC1DO-A ART1AI-02 ENG1A106 

 

Timetable / Schedule / Locker Import Files 

MarkBook will import 

Timetables/Schedules as 

well as locker information. 

See section 4-2 for details on 

these functions. The 

following image is a Notepad 

view of an import record that 

has timetable (period, course, 

room, teacher name), current 

marks and attendance in each 

course, and contact telephone 

numbers for one student.  

Although this record is 

difficult to read in its current 

Notepad format, once 

imported, it will display in an 

easy-to-read format inside MarkBook
®

. Once a class is built, MarkBook will read a 

whole-school file like this to import the information for just those students in the current 

class. The student number (first field) is the key field for this filtered import. 

 

Importing a Single Student WITH Their Assessment Data 

See section 13-8. 

  

mailto:dad@parent.com
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4-7 SIS EXPORT FILES FOR IMPORTING CLASSES INTO MARKBOOK  
Certain school administration software suppliers have existing export files that work with 

MarkBook. These companies provide Student Information Management Systems (SIMS 

or SIS). Larger schools, districts, boards, divisions, or LEAs likely uses such a system. 

MarkBook currently imports data from Trillium , Trevlac, Peel SIS, Mayet, 

Harts/Windsor /Tess, PowerSchool, SASI, eSIS, Snowman, Inkwell , and Maplewood 

as well as some custom systems. More systems are added periodically. Contact us to get 

interoperability with a system not listed. 

 

 

4-8 UPDATING CLASSES FROM AN EXTERNAL SIS FILE 
If thereôs an import file available from the Student Information System, as in section 4-7, 

MarkBook can update student records in each class by comparing the current class data to 

a newly-built SIS file. Create a fresh extract and use this newer file to add the names of 

new students, delete those who have been removed, and change/update any altered data 

for existing students such as Home Forms, telephone numbers, etc. In fact, if the SIS file 

is relatively easy to generate, and all teachers in the school use MarkBook, the school 

could move to a paperless system for notifying teachers about changes to each class. 

 

We strongly recommend that this process be done just before a mark submission cycle. 

However, it may be done at any time on an ad hoc basis. Caution: Many MarkBook 

schools run a fresh extract every few days and require staff to update classes only 

from the fresh SIS file. Run the fresh file more frequently early in each semester when 

changes are common. 

 

Importing a Student from Another Class 

MarkBook has a special tool for this function including the ability to import the learnerôs 

entire set of assessments to date. See section 13-8 for details and tips. 

 

Import File Location and File Naming Tip 

Tip: MarkBook remembers the name of the last import file used, the path to where 

it's located, and the field matches. When generating a fresh MarkBook file from the 

SIS, give it the same name each time and over-write the older, out-of-date file in the 

same location. This makes it much easier and faster for MarkBook users to update each 

class. If itôs necessary to retain older import files, re-name each outdated file with a date 

before saving the new file.  For instance, if teachers last imported/updated classes two 

weeks ago on Sep 2
nd

 from a file called ñmarkbook.txtò, and thereôs a newer file just 

created, re-name the older file to ñmarkbook0902.txtò and then save the newer file to the 

same location with ñmarkbook.txtò as its name. 
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Updating a Class 

This example shows the update process for a class, MFM1P105. The class was initially 

created at the start of the term using an import from the school's SIS system. The screens 

below show the sequence for updating the class data from a new SIS file that has the 

same name and is in the same location as the original import file. One may also update 

classes using this process if they were built manually. 

 

In the lower right of the Class screen, section 4-2, is a button labelled Update Class. 

Click it. MarkBook will move to an import screen similar in appearance to the screens 

used when the class was first created electronically as in section 4-4 and section 4-5. 

 

If the class was originally built by hand, it will be necessary to locate the import/update 

file. Use Windowôs Open a File dialogue box that will appear automatically. Then match 

the fields as described in section 4-4 and section 4-5. 

 

Since this class was initially created by importing data from an external file as in section 

4-5, MarkBook will immediately hunt for that same file name in the original location. Of 

course, some of the contents of the file will be different since it contains more up-to-date 

information. Additionally, if the file is found, MarkBook will match all of the fields and 

enter the course code used in the Import If #1 cell - note MFM1P105 in this example. 

Click the Show Update Options button to get to the next image. 
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Update Options 

Choose among the UPDATE OPTIONS. Some of these fields  may not be available in 

the SIS extract file. This doesn't matter. MarkBook will not erase manually-entered data 

with "blank" field information. If the First Name field is selected for an update, 

MarkBook will offer the option of changing common first names to formal names, e.g. 

changing Bill to William if óWilliamô is in the new file. 

 

Caution: if there is manually-added data in any selected field, and the user elects to 

update that field, the manually-entered data will be erased or replaced. 

Once the update options are selected, click the Update Class button. The following 

screens will appear in sequence. 

 

Invalid or Incorrect Student Numbers 

If a name was manually entered, but the student number was wrong, the following 

dialogue box will appear. The correct response is likely Yes. 

 

Once the additions and deletions are dealt with, the following sequence of UPDATE 

REPORTS will appear on screen sequentially. 
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This student is no longer in the 

class according to SIS. Click a 

choice Yes or No. The Cancel 

button will stop MarkBookôs 

Update routine. If Yes, the 

student will be deleted from 

the class. However, if an error 

is made, use MarkBook's 

Undelete Names function, 

described in section 4-2, to bring this student, along with ALL marks and attendance, 

loaned items, etc. back into the class. 

 

If student data was manually entered and both the student number and the name are both 

wrong, the correct response is No. In this case, MarkBook will keep Caulda and add 

another student to the class with the correct name and student number. For instance, in 

this example, it may import "Cauldine Copps 184-003-333" as a new student (note the 

differences in name and number). When the update is finished, use the Edit Names screen 

to correct Caulda's student number and delete the newly-added "Cauldine" from the class. 

Validating Update Changes 

In this example, three differences between the teacher's MarkBook class folder and the 

SIS record were found. Click Yes to see a report on screen listing the changes. There will 

be a further chance to accept 

or reject these changes after 

viewing the report. The 

report will list  each type of 

change in sequence. Click 

OK on each screen to move 

to the next part of the report. 

 

After all reports, MarkBook presents the option to accept the changes. Click Yes or No. If 

Yes, all reported changes will be made 

automatically to the class folder. If No, all of the 

above alterations will cancel and MarkBook will 

return to the starting position without any 

changes made to this class. 

 

Updating Cooperative Education Classes 

Coop classes frequently start out with a single course code but then have separate course 

codes assigned part way through a semester. In this circumstance, we strongly 

recommend using the trick described at the end of section 4-2 when creating these new 

course codes and sections. 

 

Note that MarkBook may also print forms with individual course codes listed.  See the 

options for the Grid printouts and the List Format printouts in section 5-1 through section 

5-3. 
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4-9 CREATING A NEW CLASS FROM AN EXISTING MARKBOOK CLASS 
There are a number of circumstances in which a teacher may wish to create a new class 

using an older or existing MarkBook class. For example, 

 

1. This yearôs class is identical or nearly identical to a class from last year or last term. 

2. The school is using a rotary system, there is no SIS import file, section 4-4 to section 

4-8, and one teacher has entered a class in MarkBook. Several colleagues could use 

the same class roster for other subjects. This function enables the class to be copied 

for each teacher, as opposed to having them re-type the same student data. 

3. A teacher is taking over a class, perhaps for a new term. While this could be handled 

as a new Mark Set (see section 4-3), or simply editing the teacher name in the 

Class/Description menu, one or both teachers may prefer a completely new and 

independent class folder with a new name. 

4. A large class is being split into two classes and one or both have new names. 

5. A teacher wishes to re-name a class. 

6. The class is in MarkBook for Mac or MarkBook for iOS and the user wishes to make 

an identical class in MarkBook for Windows. 

 

This function in MarkBook enables a teacher to use ANY MarkBook class, current or 

older, to create a new class for the current academic year with a different folder name. 

While the categories and other items on the Mark Set screen are also copied, these may 

be edited immediately. Assessment data, seating plans, etc. are also copied and these may 

be edited as well. If a current class is being imported, attendance data will also be copied. 

 

To begin, click the New Class button on MarkBookôs Open a Class screen (section 1-4). 

The following screen will appear. First, hereôs how to import from an existing MarkBook 

for Windows class folder. Click either Import  button depending on the source of the 

class. 
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A yellow IMPOR T a CLASS box for the current academic year will appearéé 

 

Using the academic year toggle at the upper right, select 

the year (last two digits) of the existing Source Class. In 

this example, a very old class from the 2003/2004 

academic year is going to be used. However, the source class could be a class from last 

year or from the current academic year. 

Next, click the Set Source Path button to locate the folder where the existing (Source) 

class is stored. The following dialogue box will appear: 




















































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































