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The purpose of education is studengrowth. That doesn

happen in the systemds mainfr a

school 6s front office. dart happ
the guidance of an educator.

To maximize student growth, we must provide educators
with tools that encourage growth.

)
®
,/—-“MarkBOOI( is such a tool.

This document is best viewed with Adobe Reader 5.0 or higher

This document is revised frequerty. For the latest version
download a copy from

www.asyluminc.com/downloads/MarkBook Reference.pdf
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Wel come to Mar kBook
e

MarkBook is the leader in class management software. Easy to use, powerful and
adaptable to any assessment needs, it has become indispensableinomsershan 120
countries asund the world.

Geographic Editions of MarkBook

MarkBook works for one academic year at a time and is renewed annually. There are
threefi g e o0 g redifoohsi ¢ 0

1. The regular editionMarkBook, is for schools commencing an academic year in
August or September and ending on or befargust 3% of the following year. Most
northern hemispherelsools use tis regular edition.

2. The MarkBook CY (Calendar Year edition is for schools with a January to
December academic yeartypically the southern hemispheneuch of Africa, and
Central America

3. The MarkBook AM (April to March) editionis for schoolswith an academic year
commencing in April, May or June and ending by March &lthe followingyear.

LogiNotesis the Frencledition of MarkBook.
MarkBookWeb is the online version of MarkBook.

This reference manual is intended asradapth examination of thieasic andadvanced
features of MarkBook. Additiondlelp isin theHelp file within MarkBook itself. Thergs
also a Qiick Start Guideand other support documeinstalled with MarkBook.

User assistance, product updates and information regarding MarkBook are available
through the websitewww.asyluminc.com or by sending comments and questitms
support@markbook.com Mid-year upgrade$or uses are available for free.e§ the

last page of this manug@before the mdex)for details.

The Acadiem Groupnc. also offers trainindor schools, districts, preervice candidates
at Faculties of Education, etc. Emailreedges@acadiemgroup.confior details. There
is also acomplimentaryMarkBook/RubricBuildeiprogramme for Faculties of Education
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MarkBook Advantages

MarkBook strongly promotes the central objectivieeducation:student growth. MarkBook
works for teachers, students, ddistrators and parents in the followingays to make better
growth happen:

Class Management MarkBook easily printspreformatted mark recording forms, monthly
attendance forms, loaned item forms, seating plans (with and without phesssn plans, unit
plans and birthday lists. It imports classes from student information/management systems
MarkBook helps each teacher create an environment and an attitudeahdtisive tdearning.

Planning: MarkBook has arinternal curriculumunit and lessorplanner Use itto planboth
units and lessongrint these, and post them on the Interfieh er e 6s al so aorCour se D
Course Outlingenerator with a time managemenmdtion.

Data Organization: MarkBook directs each teacher to set up a rational -desfamed
category/strand/term/subject system for the purpose of catalogudngeaghting the results from
various assessmeni@ata may be crosdassified 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 clagsider. Learning Skils and Thinking Skillsare easilytracked
independent of the overall mark desired,use MarkBook to determine both an attainmeaatk

and an indeperaht effortmark

Mark Calculation: MarkBook records both assessment and attendanceUs&is may enter

marks as numbers, letters, or levels. Data scored as levels from rubrics i® easprd-

MarkBook's orline RubricBulder will create the rubricsAdditionally, MarkBook imports data

from online eassessments, ‘Navigator elnstruction CPSTurning Technologiesnd other

electronic sourcesStandardsbased assessmestsupportedMarkBook automatically calculates

overall marks and reports these as percentages, letters and levelsnedths, medians and

modesevi dencer oéefitmoper f or manced and AThewsdr consi st
may changenarkcalcultion methodat any time without affecting the collected data.

Analysis: MarkBook analyzes both attendance data and assesslaentooking for patterns.
Remedation candidates are easily identifiebeachers can dissect marto see median, mode
and average for specific units, categories, strands, t&enshmarks, objectivesutcomesand
subjects. MarkBook identifies absenaed latenespatternsfor those atdents withattendance
issues.

Communication/Motivation: MarkBook prints comprehensivaterim student reports complete
with rich graphic data Trend CategoryMode and Block Title graphsMarkBook will report to
students and parents with private Email repottsalso posts assessment data on the foeb
parents and students to view on line. Teachers may report frequently and spontaibeusist

10 MarkBook® Reference Manual, Version 12.5.8



motivator that teachers have is good feedbachur users consistently report improved student
growth when they use MarkBook to communicate with learners and their parents.

Accountability: Surveys indicatethat the number one job issue with today's teachers is
accountability. MarkBook users have this issue masteredplisning,organization, daulation,
analyss, instant access andrmamunication components make earder's work trasparentand
their decisions justifiable.

MarkBook also makes students personally accountable for their own performances. With detailed
MarkBook reports, parents and students no longer blame teachers foafésv

Affect: Teachers look goodnd feel good with MarkBook. It conveys a professional imadhe

user and saves each teacher wingme! Both parents and learsdike the detail of the student
reports.in fact, learners will spontaneously ask for repoatds when their teacher is using
MarkBook! Studentexhibit a change in attitudabout reporting. Instead of fear and loathing,

they see reporting as very valuable! Of course, the school looks good with gepditysr 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 reportiage very stressful for educators. Teachers

who use Mar kBook feel that theydre in control a
less timemanaging dataand they can devote a larger frion of their time toplanning and

teaching.

Reporting cycles are particularly onerous. Calculating overall marks and prepahngt
comments takes a | ot of time unless the teacher
data electronically to another sofvar e pr oduct f orMarkBobkfusexscamtod r epor |
so instantly.

Feeling in controlgxperiencingess stresanddevotingless time for reports translat® fewer
teachessick days and fewer loAgrm leaves of absence.

There is an old axom in education: Nothing promotes success like success!
MarkBook makes that axiom a reality!

Copyright 19822018 The Acadiem Groujnc.

MarkBook , Blended Mode Blended Median Weighted Mode, Weighted Median, NoMark
& Mark Set are Trademarksf The Acadiem Groupnc.
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1 Getting Started with Mar kBook
e

1-1 MARKBOOK FOR WINDOWS - INSTALLATION ON A PC

System Requirements
Operating SystemVindo w s SB 2080, ME, XP, VistaW7, W8 or W10
Screen Resolution 1280 X 00 or largethe CD has 4024 X 600versior)
Available memory: 751B

Installation
The MarkBookWindows Edition CD has instdhtion files for local and network users,

files to install support documents, and files to install utilities. Insert thein@the
opticaldrive and it shouldtart automatically

I f t he C Domdticadlysstah irowsethhed CD to locatehe file autorun.exe.
Doubleclick on it to launch the installer

When the installer launchediok the Install MarkBook button
TheDocumentationbuttonopens this Reference Manual

TheTutorials button links to thevideotutorids section of the MarkBooleb sik.
TheBrowse CDbuttonviews all filesand folderghe CD

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

For site licensees, we strongly recommend usingNbavork installation. Use the
Standardi nst al | at i o,2000 XPrVistytvy, 8/8 andMZ10computers not
connected to the network. This includes home and notebook computers

Network Installation i Extra Files and Tips

Themajority of MakBook clients use the network installatiat schoolThis installation

puts all files including the exetables, .dlls and ocxs into the MarkBook application
folder whereveri t 6 s | ocat ed There aettwoefilesnirstalled witk the
Network version that are NOT included in the Standard installatdarkBook
Config.PDF andMB18_CFG.EXE. The ICT techitian or person in charge should read

this .PDF file and then use the .EXE file to mees t the schoolsbs and |
numerous custom options. The Calculatiorthd the levels schemehe location and

field matches for importing classes, export paths, and a host of other items carsée pre
and lockedfor the whole stafflf MB18 CFG.EXE isnot run and lockedteachers will

likely see a message each time they use MarkBook that it was unable to save the file
MB_V12 PRG.CFGWhile this is not an errpteachers may think is an error

Once installedput an access icon MkBk2018. e x e on t he teachersd wol
the special instructions for XP, Vist200Q W7, W8 and W1@vorkstations below.
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CAUTION : select thenetwork drive and path carefully. Students must not be able

to access MarkBook.

If workstations are running Windows 98 or ME, then MarkBamn be run by
accessing MkBR0O18exe directly either through a sldop icon or by opening

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

have adesktop icon on the workstation. Howevelr workstations are running V@20,
XP, Vista, Windows7, Windows8 or Windows 10some suppotiiles must be insté&d
on the workstatiornn System32A program called MkBKk_OCX.exe is provided for this
purpose. It will install and resfer these support files in théindows System 32 foldeaf

the local workstations.

Running MarkBook in Windows Server 2008

Some settig 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

Installation on a Computer Without a CD/DVD Optical Drive

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

default isc:\MkBk 2018 Use Browseto alter the location if desired. If an alternate
location is specified, install the sampl®lder 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 procelse installer will add a desktaghortcut
iconto save afewstepsinulam c hi ng Mar kBook

each ti

me

Tablets and etbooksare small and inexpensivdaptopsrunning WindowsXP, W7 or
W8. See tablets inection :10. Typically, these devices do not have an optical drive.

External USB optical drives for CDs and DVDsare
available for these computer®r, if another computer
with a CD/DVD drive is i

memory stickavailable use thatcomputer tocopy the

A

setup.exe
Setup Launcher
Asyvlum Software Inc

and

installation file setup.exefrom theMarkBook folder on thenstallationCD to the stick.
Plug the stick into the netbook, browse to locate the sstefile, anddouble click on it

torun it.

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

Download and run it to install MarkBook.

14
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Taskbar, and Start Menu Properties E|PE|

Taskbar | Start Menu If the screen of the computer is
unable to view MarkBook, imeeds to
be reset to 1280X700 or largdfrthis

Tazkbar appearance

_ﬂ—" p . ~
/s start ['7 2internet...~ | fm Folder IS not possible, thereo
version of theVlarkBook execute file
[+] Lack the ta&kb_ar on the CD.

@ Auto-hide the tazkbar ]

Keep the taskbar on top of other windows
Group zimilar taskbar buttonz
[ 5how Quick Launch

If the taskbar overlaps MarkBook,
right click on ay unoccupied space
on the taskar and select Properties to
b6l e el I/t get this screen. Check the cell that
says Auto-hide the tasklbar. Click
Apply andOK. The takbar will now
[#] Show the clock drop cdwn below tle visible screen
You can keep the notification area uncluttered by hiding icons that pou until the cursoris brought down to
have not clicked recently. the bottom. The taskbathen pops
[¥] Hide inactive icons . back up and can be used normally.
Take thecursoraway, and it drops
out of sight again.

’,
)l 1:23 PM
.

T )

Installation on a USB Storage Device

Use the networknstallation to put MarkBook onto a USB devitedrive E: on most

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

is plugged in and its softwar has been previously installed o
class folders are also stored on the same USB device, then this teacher is completely

mobile. Note that on Windows 2000, XF'ista, 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 machimether alternative is

to browse to the USB drive, locate the MK 8.exe file, right click on it and click the

option to ARun as Administratoro.

Installing the Bar Code Font

For its barcoded attendance form, the MarkBook CD hiastefile calledBarcd39.ttf.

To install this fontin thec o mp u Tree Mypes fonts folder, click Start, select Settings,
select Control Panel, select Fonts, and select Ind&all Font. Browse for the fontno

your MarkBookCD 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-1.

|
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Installing a Shortcut Icon on the Desktop

Itdés very handy to have an i cqd he desk-
application. If aMar k Bo o k i @uomatichlty@ppearbotthe
desktops cr een after installation, possi bl e

select Programs, locakarkBookand right click on the icon. Select th
option to make atlsrtcut. A second icon will appeaRrag it to the
desktop.

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

sendit to the desktopOr, use Windows Explordp browse to locate the MkBI018exe

file, right click on it and select the option to send to desktop. Once an icon is on the
desktop, ight click on itand ren a me i t t R01®BMao k Bom& r2@lBook CY
or other name of your choicBouble click this ica to launch MarkBook.

|
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1-2 TROUBLE-SHOOTING INSTALLATION AND OPERATING DIFFICULTIES

A. OMarkBook Has Expiredd Message

This is aboutthe c 0 mp u tloekicdlendar settirgg These must be set properly to

today's date for MarkBook to work properly. To c¢check and correct th
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 dateatidie have been +get, click Apply

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

select Change Date and Time.

B.166 bit Windows Subsystemdé Error

Although MarkBook is not a 1Bit application, this erromay occur at the start of
installationon a Windows 2000<P, Vista Windows 7 8, or 10machine

16 hit Windows Subsystem x|

CIWINDOWSISYSTEM3Z2VAUTOEXEC.NT. The system file is not suitable for running MS-DOS and
Microsoft Windows applications. Choose 'Close’ to terminate the application.

oG | gnore |

The issue is a missing or faulty 2Kb file in tiéindows/System32 directorfor 2000
WINNT/System32)called AUTOEXEC.NT . Replace this file from another computer.
Or, send Email tesuppor@markbook.conrequesting a copy of the file. Then install
MarkBook. Microsoft describethis problem on its web site at

http://support.microsoft.com/default.aspx?scid=kb:enus;324767

C. MarkBook Crashes on Class Report and Student Report

The version of Grid32ax on the local workstation is too old. Copy the correct version
from the MarkBook CD to replacie older version. Seteoubleshooting sectiok for
details on how to do this.

D: Taskbar Interference

On computers with vertical scregasolutionof 700, the askoar interferes with the lower
part of the MarkBook screen. In this case, put the mouseaeblank portion of the
taskbar, right click the mouse once, select Properta®] check AutéHide (see the
image in tle previoussection about installing on netbook compute@)ck Apply and
OK to leave this dialogulkox. Now, the tadbar slides down and disappears. To pop it up
again, slide the mouse down to the bottom of theesc
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E. MarkBook Crashes when Comments or Anecdotal Notes Are Selected

This applies to older 3Bit computersThe pathto theMarkBook execute file contains a
directory name longer than eight characters or the whole path salmeger 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 permissionsohée able

to access the functions supplied by the .OCX fildsere 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 thefites on the local machine. For instance, to
manually register a file called O6threed32.
following and click OK. Repeat with the other files.

For XP, Vista, W7, 8 10 regsvr32.exeC:\Windows\System32threed32.ocx
For2000: regsvr32.exe CQWINNT \System32threed32.ocx
For ME regsvr3.ex8 C\Windows\Systemthreed32.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, Raed 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 regier the .OCX files on the affected computer.

G. Grids/Tables Are Backwards
The following imagds a Class Reponn a computer with this issue.

[ Age (Avg) ‘ Zerdl ‘ NoMik | £Adjusted | Adi Class SUMMARY
[13y 8.1m) of 40 of 40 Class Avg. Avg. ¥ Mark % | Rank | ALPHA DRDER
13y B.6m ik E7 78 10 Arkand, Samantha il
13y S.4m 9 1 -18 E7 43 18 Beach, Shelley| 2|
13y 5.0m 1 19 E7 86 4 Bell, Clarissa| 3 |
T4y 1.7m 9 4 25 BG 41 20 Boame, Gerald| 4 |
13y 10.8m 5 1 -4 E7 B3 14 Boyce, Daniella| 5
13y 10.6m 29 1 E7 B8 13 Bridges, Cam| B |
13y 7.2m 17 10 B9 79 8 D'Lionne, Daniel_?
13y 3.6m 1 21 E7 a8 3 Day. Bonny| 8|
13y 10.0m 17 3 -34 E7 33 22 Duguid, Kenneth| 9|
14y 1.3m 19 B7 515 5 Dundee. James| 10|
13y 4.6m 23 4 -39 G 27 23 Hill, Samantha| 11 |
13y 2.9m 2 13 [=5 79 9 Ho, Heidi 12 |
14y 1.2m 3 E7 70 " Houston, Roger| 13 |
14y 1.9m 27 B7 94 1 Hughes. Amber| 14 |
13y 11.3m 10 4 27 BB 33 21 Ives, Simon) 15 |
13y 10.2m 4 12 E7 55 17 King. Joseph| 16 |
14y 1.4m 1 b E7 62 15 Lee, Mary| 17 |
13y 11.0m 3 18 [=5 84 B Lowe, Glenda| 18|
13y 10.5m 14 E7 a1 7 Moss, Peter| 19 |

> | 14y 1.6m 3 10 -28 63 4 19 0'Shanter, Tam| 20

Format: @+ Percent  ABC = Mode Order: & Alpha ¢ Ranked Click here to adjust calculated results.
Weight
Usze: IReaI Mame 'l g 49' < Back
[~ Mode as % Notes | -
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Note that the table/grid is reverskaft to right compared to the proper screen image as
seen insection 91. The students are listed at the right instead of the Tefere are no
inaccuracies and no datdegrity issueshut the leftright reversal imnnoying. This same
backwads view will occur in Student Report, Attendanceaned Itemsand Combined
Report.

The culprit in this case is a different version of a Microsoft support file cgtid82.ocx

located in the Windows/System32 directory on the local hard @ivealdermachines, it

may be located in Windows/SysteMarkBook installsand uses version of grid32.ocx

with a size of 87Kb dabtaecdk wlaa rdusadr yv/edr6s.i oThh eo f o6
90Kb and dated Sep/96. Some othaftvgare installation has added tl®6Kb versionof

grid32.ocxonto the affected computer.

If the user wishes toorrect thisdisplay itds necessary to replace
the 87Kb version. However, the other software applicatibich originaly installed the
90KDb version of the .ocx filenay cease to function. To avoid thiss we recommend

the following.
1. Use Windows Exploneto hunt for the file in GWindowsSystem32.
2. Right click on the file and raame it to grid32.0xx by changing thetldstter.

Rather that deleting it, this keeps the file intact but renders it dysfunctioadab
the name change

3. Copy the87Kb version of the file from the Files folder on the MarkBook
installation CD into Windows/System32 where the 90Kb version is ddcat
Since the name is now different, the 87Kb file will not eweite the disabled
90Kb file.

4, Launch and test MarkBook.

If the other software fails to run, use Windows Expldcelocate the two files, reame
the 87Kb version, and name the 90Kb verdiank to .ocx.

If unable to install MarkBook, please send an Emagupport@markbook.com with
details about what happened. That is, what enessages appeared?

|
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H. Mar k Bo o k Woperdytin Vista,iwindows 7, 8, or 10

The Vistga W7, W8, & W10 operating systesfrequently ak foruserpermission to do a
host of tasks.This includes runimg installed softwareSometimesVista requires
i a dmitnd rs t r iamrhdppglicationts dike MarkBook.udt because you own the

computer, it doesndt mean that you

have

Following are three techniques to run MBooKk if you encounter angermission issues.

a. Change the DEP Settings

1. Be surethatMarkBookis

Tasks . .. .
= View basic information about your computer

installed butlosed.

2. Open the Control Panel and 5
click on theSystemicon.

3. In theVistaform that appears

@ Device Manager

Windows Vista™ Home Premium
Copyright © 2007 Microseft Corporation. Al rights reserved.

Service Pack 1
Upgrade Windows Vista

System Properties

(background at righfunder the

= |

Computer Name | Hardware | Advanced | System Protection | Remote |

Taskslist at the upper left
click on Advanced g/stem
settings

You must be logaed on as an Administrator to make most of these changes.
Performance
Visual effects, processor scheduiing, memory usage, and vitual memory

.

4. In theSystem Properties ==
. . Performance Options -

window, dick on theAdvanced S —
tab. Then click orBettingsin s
the Performance box ?’J a1 | T
5. Click on theData Execution e ——
Prevention (DEP) tab.

You should find that the "Turn
on DEP for all programs and

services excephbse | select:”
optionis active. f not, select it.

Your computer's processor supports hardware-based DEP.

Then,
1. Click on theAdd button.
2. Use theOpendialog box to

[ ok | cancel | [ sy |

Cancel Poply

230 GHz

locate MarkBook. The file is Mk18exe and is usually lated in the folder,

c:\MkBk2018

3. Highlightthis file; then, click orOpen.

4. Click on theApply button.

5. Click onOK, until you exit the System Properties folmaunch MarkBook.

|
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b. Run as Administrator

) -
| f t hat doesndt solbon:ki Open r
right click on the MarkBook icop on the deskto '« ¢..p fite location
(the screen)in the menuyo u 6 | | s ee| & o i ictrator
to Run as administrator. Select that option.
ThefiCancel or Allovd window will open.Click & Scan
Allow and MarkBook will launch. B8 Addto archive...
| 8 Addto "MkBK2008.rar"
2|  Compress and email...
2| Compress to "MkBk2008.rar" and email
Pin to Start Menu

c. Edit the Firewall
1. Click on the Start button and then on the Control Panel.
Click on the Security Center icon
There is now a menu on thetlsfde of this panel. Click owindows Firewall .

There will be a new menu on the left side. ClickAllow a program through
Windows Firewall.

Click on theExceptionstab if ités not alreadgelected.
Click on theAdd Programs button in the lower left
Click on Browse.

At this stage you need to get to the MarkBook folder which is uscaiikBk2018
Double click on "My Computer" othe left, then, Drive C on the right, then, the
folder "MkBk2018'.

9. Once inside the MkBX018folder, double click on MkBRO18exe.
10. Be sure to apply changes where needed.

o

© N o O

Once this is done, MarkBook should run without going througtfAkeninistrator” step

I. MarkBookis Too Bi g f o rScreeyin Raded gPortrast) Mode

Tablet computer are like notebook computers with two significant differentes t her e 6 s
a touch scren and 2) thé&eyboard can be detachedn$ ablet computers rotate their

screens from landscape to portrait madeesponse to gravityGiven that MarkBook

requires a 128Wwidth, this poses a problemrfecreen resolutianset to 1288800 or any

other resolution wh the smaller number below 128&hen the screen rotat¢o portrait

orientation, MarB o o k 6 s w) islvtider th@ th@s&r€en (800).

The simplest fix is to go to Control Panel, Display, andetthe reslution to a setting
with the lower number at 12800r, disable the autootation on the tablet. Go Control
Panel and select the graphics driver right click on the screen and select Screen
Resol ution. Toerever the ratatian bfe¢he displ&eededtion 110.
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J. MarkBook Gets Deleted by Anti-Virus Software

We strongly recommend ing antivirus software. In rarecases, that $wovare will
i denti fy eMecutdildBas a potertial threaln this circumstance, ¢hantivirus
tool may remove MarkBodak £xecute file from the computevithout warning,along
with its configuration settings filsSometimes this happemghile MarkBook is running
The antivirus program will not remove MarkBook data.

To fix, the first step is to uninstall MarkBook. Go tor@rol Panel, select Programs and
Features, locate MarkBook in the list, and uninstall it. Then, use your CD or your
downloadfile to file to reinstall MarkBook.

Then, gen WindowsExplorer (not Internet Explorer). To do thight click on Start and
click on Open Windows Explorer. Or ,toi f
the right of Start that looks like a folder. Clickdtopen Explorer. On the left side of the
screen, locate C:/MkB2018(first arrow in this imge). The right side of your screen will
show the contents of MarkBook as per the following imdgmate MkBR018exe
(second arrow)

-Uv| . v Computer » Local Disk (C:) » MEBK2015 »

. _— -

) ) <[4 H Search MkBK2015

Organize = Open Burn Mew folder =~

’:-; Local Disk (C:) o MName Date modified Type Size
. MkBk2015 @ ) Samplel5 2015-04-09 843 PM  File folder
. MkBkPeel 2015-04-09 §43 PM

. Schemes File folder
. MSOCache %] EDPUTDYM.DLL 2003-02-1812:19...  Application extens... 184 KB
J Perflogs & ME_Course.exe 2015-04-17 10:03 ... Application 204 KB
. Program Files w» MB_Nav.EXE 129..  Application 116 KB
J ProgramData L 0 MB_Planner.exe 2015-04-1710:02 ... Application 424 KB
J Temp - @ MBT_2015.exe 2015-04-17 9:54 AM  Application 996 KB
J Users %] MkBK2015.DLL 2015-03-07 12:54 ... Application extens... TKB
J Windows M \KBK2015.exe 2015-04-19 8:12 AM  Application 8,396 KB
J/ Windows.old lﬂj README.rtf 2015-03-2510:08 ...  Rich Text Format 62 KB
3 DVD Drive (D7) 73 sampleld.exe 2013-09-07 1:02 PM  Application 1,816 KB
l—Jl DVD Drive (E:) 2 SamplelS.exe 2014-10-2911:41 ... Application 1,816 KB
& KaNGSTON urbrive (F) - |%] SEE32.DLL 2003-04-04 1:54 PM  Application extens... 98 KB

Right click on that execute fileThis will open a menu(ln the nextexample, the
computelis running Nortor360, an anti-virustool).Ci ck on t he opti on
File | ta ®dermgahNoon analysis screen. In thdnproven section, image
following, click Trust Now. Norton will label tlis MarkBook file as trusted. Clicklose
MarkBook should now run properly without amiius interference.

'] Trust Now
g bare e Gt 0k information about this file to recommend it.

Check Trust Mow

Bl Copy o Clipboard Close

22
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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 grtion of the computer screeRrom the menu,edect Screen
Resolutonand youdl | get an image similar
Resolution is shown (1440 X 900 in this examplegnd a drogdown menu enables a
quick changeln selecting a new resolution,alke sure that the horizontasolution is
>1280andthevertical resolutions >700.

= BE 5

P
l\../”'\.../l |@ « All Control Panel tems » Display » Screen Resolution - | ¢?| | Search Control Panel )

Change the appearance of your display

Display: [1. Generic Mon-PnP Maonitor «

Resclution: | 1440 = 900 -

Connect to 3 projector (or press the &% key and tap P
Make text and other items larger or smaller

What display settings should I choose?

Advanced settings

[ ok ][ cancel ][ Apply

Click onMake text and other items larger or smaller(arrowabovg to get thisscreen:

[E= HER| =5

ey
@le! v Control Panel » All Control Panel Itemns » Display b4 | 3 | | Search Control Panel e |

®

Control Panel Home . . . .
Make it easier to read what's on your screen

You can change the size of text and other items on your screen by choosing one of these options. To

Adjust resclution - ; =+
temporarily enlarge just part of the screen, use the Magnifier tool,

’@ Calibrate color

Change display settings
. ) Smaller - 100% (default) Preview
Connect to a projector )

Adjust ClearType text
- Medium - 125%

@ Larger - 150% @ H I

——,
| /2 Someitemns may net fit on your screen if you choose this setting while your display Apply

s set te this resolution,

Set custom text size (DPI)
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Note the thre options,Smaller, Medium andLarger. The current setting is Larger. As
per the circled note, some items may
resolution is well below that displayed on the prior screen. The fix is simpkdect
Smallg 7 100% and clickApply. 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 versiomumberis in the upper rightornerof the Welcome screen(below) andon
the Open a Class screen. Visit the web site regularly for migear updates.
www.markbook.com

License Agreement
From the Windows operating screen, double click the MarkBiook as created in
section 11. This will launch/start MarkBook and give tiM¢ELCOME screen. Read the
terms of thelicense AgreementUse the scroll bar at the righf the text window a
view the full text of the Agreement. Notice that each teacher in the licensed group has the
right to install MarkBook at schoals well as on personal comptat home.

) _B ok: Version 12.5.8
(c] ersion .

1;7 Quick Start (pdf)
Please take a few moments to IMPORTANT - PLEASE READ CAREFULLY S
review the Licence Agreement;
then click on Accept to continue. This License Agreement is a legal Youl[ll:i Tutorials

agreement between you {either an individual or a single entity) and
Asylum Software Inc. for the Software and associated graphic

displays and its related documentation. By installing. copying or
otherwise using this product, you agree to be bound by the terms of this
License. i you do not agree with the terms of this license, promptly

return the unused software product with proof of purchase for a full refund.

The term Software refers to: MarkBook® 2018 © 1985 - 2018.
Asylum Software Inc. All Rights Reserved.

'MarkBook' is a registered trademark of Asylum Software Inc.
Other brand and product names are trademarks or registered trademarks
of their respective holders.

Asylum Software Inc. grants you a nonexclusive, non transferable
license to use the Software in accordance with the terms hereof. This
Software is licensed. not sold to you, for use only under the terms

of this License.

TERMS:

STAND-ALONE COMPUTER USE: You must acquire one copy of the
Software for each computer on which the Software will be installed. @ | Accept
The primary user of the computer may also use the Software on a home
andfor laptop computer, provided that the Software is used on only
one computer at a time. 2
I Do Not Accept

For novice users, th@uick Start Guide (a .pdf file) may be viewedly clicking the
button at the upper rightf the computer is connected to the Internet, Y Tube
Videos button will launch your browser and open ay@awith a catalogue of links to
MarkBook support videos. Click on any link to view that video.

After reading the License Agreementick on thel Accept button at the bottormght of
the Welcome screen. Once arriving at 8mme Choicescreerfollowing, thereare three
options as described nextThe sample classes are leady installed in the
MkBk2018Samplel8older. Click one of the three buttons at the left.

|
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Choices for New Users:

SOME CHOICES

;7 Quick Start (pdf)
Click here to continue setting up

$ Start a New C Iass MarkBook and creating your first class. YDII Tutorials

Sample classes have been provided for you to 'try

é 0pen a Sample C Iass out' MarkBook's many features. Click on this button

to open the Samples folder.

Click here to open classes you've already

q Open an Existing Class started.

1. Start a New Class

Click Start a New Classand the following Setup screen will appearTo accept the
supplied defaults, clicidext at the lower rightTo change the supplied defaults, use the
tabs across the tofCalculation, Date Options Letter Styles, Pasword, Email) and
edit. When finished, cliciNext. All of these selections may be altered later.

SETUP

Calculation T Date Options T Letter Styles T Password T Bl yQUIck Start [pdn

Youllli[ Tutorials

Calculation Method

® Average The overall mark or grade of a student is calculated using the selected method along
with the weighting option chosen in the frame below.

O Median
Modal or '"Most Consi ' results are displ, d wh that format is selected.

C Blended Modes Each type of report has this option. See 'Analysis { Reporting' in the Setup Menu.

C Blended Medians

Weighting Method

@ Category Overall results are calculated using both the weight of entries within their categories
and the assigned weight (importance) of categories with respect to other categories.

C Entry A student's mark or grade is based on the weight of each entry. Weight may be the
‘'out of' value for an assignment or any other 'rating' scheme you choose to use.

) Eqqual All entries are treated as if they're equal in importance. Except for a weight of zero (0).
which deletes an entry from calculations. the weights of all entries are set to the same

ole

Therds aQuick Start Guide supplied with MarkBook. Clickhat button to launch this
document It may be launched from other pladasMarkBook at any timeDetails on
starting a new class are in sectiod.1

Tip: if desired, print and foll ow the Qui ck Start
c\MkBk2018Manual s directory or onenui ne in Mar kBoo

|
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2. Open a Sample Class

During installation sample classesvere installed irthe MkBK2018samplel&irectory
SOME CHOICES Click the Open a Sample Class button to
access these classéfe sample demonstate
some of the unique and powerful features of

$ Start a New Class MarkBook such as Mark Sets, Comment
Construction,Assessment Typeand Modal
Analysis

é Open a Sample Class

If the classes were NOT installed properly or
— in the expected location, the Button will say
q Open an Existing Class | | Install Sample Classes

Copies of thesamples arestored inone ortwo selfextracting zip
files. Thesefiles, called SampleIX.exe (X is the last digit of the
year), wereadded tathe hard dve in the MkBK2018folder during
the installation process as described in sectidnouble click on
the file to "Unzip" it Open these classes to lealvout some of the
features of MarkBook. Samplel8.exe

WinZip Self-Extractor - Sampleld.exe To reinstallthe samplesglick the

Install Sample Classesbutton.
Unzip Click OK in the dialogue box that
, appears to open the WinZip Self
Run WinZp Extractor file. By default, the
Unzip to folder: window will
show c:\MkBk 2018 Click the

To unzip all files in Sample18.exe to the specified
folder press the Unzip button.

g

lUnzip to folder:
e \MicBlc 2018 Erowse...

Close

| Owvenwrite files without prompting

About Unzip button. Or, navigate with
P — the Browse button to any
|LI different location desirednd then

Unzip.

If re-installing the originals, check tHeverwrite files without prompting cell before
clicking the Unzip button.

Once WinZip is doneClose WinZip and relaunch MarkBook by double clickinthe
icon on the desktop. MarkBook will start with t&#EN a CLASSscreen as in the next
section. Double click osample18Single clickon the selected sample class and click
Open. The samples may be installed reinstalledat anytime later. Use Windows
Explore to locate théSamplel&xe file in the dMkBk2018directory. Double click it to
launch it and follow the steps above.

Tip: use the sample classes for personal experimentat, training and
presentations.None of thestudent 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 classT o d ay 6 s

dat e

left centre of this screen. If the date incarect on the computer, use the Windows
settingsfunction (Start, Control Panel, Date/Time) teset it. Or click on the date in the
tasklar of your computer screeand select Change

OPEN a CLASS |E? Open
Select a Class: |8D j Iﬁ% N cl
y ew Class
SCHOOL YEAR and CLASS LOCATION /* Restore

Today: Sep. 5, 2018

(Wednesday)

School Year: |

Drive

2018/2019 v |

Open the Class From:
Folder

[S9c: [s3A8346D003) ST Hrawse T

7

Quick Start (pdf)

e

-~ Acadiem

group

£ YMKkBKk2018
& Samplel8
[_JFrancais
ImMB8D17
(J1mMB8D18
[ IMBDEMO17
[ IMBDEMO18

(1 Photos

[ IMBMFM1P10517
[ IMBMFM1P10518
Save As Default Path
Clear Default Path

Planner

=
Youli)

Tutorials

The sampls folder will be located on the hard drive in the MarkBook directory. Double
click on Sample18in the Folder windowto expose the classes insiden this screen, the
teacher has classes in tti#M kBk2018Samplel8directory.Look at thenames of the
class folders e.gIB8D15. 'MB' stands for MarkBook. The last two digits indicate the
beginning of the academic year for the class. If necessary, change the Schot Year
match theselectectlass by clicking ufilown on theSchool Yeartoggle. MarkBook will
open older classed~or instane, if the class folders end in 14 (2014/201%), 15
(2015/2016) or 16 (2016/2017pr 17 (2017/2108use the down toggle tohange the

school year tonatch

To open a class, dp down theSelect a Classmenu and click on the desired class. Click
Open. Or, single click one of theclassfoldersin the Folder window. The folder name
will highlight in blue and the class will appeartive uppeiSelect a Classvindow. Click
Open. MarkBook will move to theMain Form section 31, with the chosen class data

loaded.

Note theSave As Default Pathbutton. Click on it to point MarkBook to this class data

storage

| ocati clmed.every

time itodéds | aun
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folder with several files
inside. MarkBook can launch

open) a folder but not a file
\(/vift)hin) that class folder If You have opened a folder that

one double clicks on a clas| D2€gins with 'MB". These folders =
folder. an 6 MB 6 F ( have special use in this program.

Error appears as in this | Please double click on a level of =
image. Double click the folders that is "abowve' this one.

SampleX folder again to
remove this warning. Then, single click on the class of choice and click Open.

Each MarkBook classis a @ 'MB® FOLDER ERROR @

Working with the Sample Classes

8D is a classaking Mathem#ics and Science over three trimestérhere are six separate
Mark Sets- one for each subject term. Look at the multiple sets of comments and the
attendane codes.

DEMO is designed to show the wide variance that@azuramong differentlgorithns
measuring central tendencgeeAppendix A7. Four of the students have an identical
averageon Summative Assessmentait differ widely in their Median, Mode and
Blended Mode calculations. Assessmentsdarigled into Types and Units.

MFM1P105 is a math claswith numerous assessments. This class has usétltiit®
Block Title to crosslassify the assessmentéssessments are dividedtanTypes and
Units.

All of the sample classes use a modal analgst'emewith five levels. Set up and
employ any other levels or letter mark schemes.

If not familiar with MarkBook, we recommend examinitite 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, @hotoseating plan/chart, a monthly attendance form with bar codes,
etc. Experiment by modifying weights, adding massessment 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 onFile in theMain Form sedion 3-1, and selednstall SampleClasses The
seltextracting zip file will replacgour 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 soxilenst re-
appear. Instead, the OPEN a CLASSeen will appear each time MarkBook is launched.
See section-2 for further details on how to open a class folder. To retigswVelcome
process again, launcWindows Explore (seesection 141), click on the MkBRO018
directory, and delete or4mame the file calledB_V12 PRG.CFG. This is a program
configuration file created by MarkB&aduring 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 @ Planner
The Pl anner button goe 7

Planner tool, section-8, without having to open or create a class.

o] Mar k B«

1-4 CREATING A FIRST CLASS

For a novice user, the toughest part of MarkBook is creating a first clasOnce
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 2018Manuals. 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 fortsitems as the clagester

list, student personal and demographic data, a seating plan/chart, attendarmgkiext
issued, marks, anecdotaimments, learning skillshinking skillsand soon.

To begin making a new class, click on tew Class
button on the OPEN a CLASS screen as seen if & New Class
section 21. The next screen will appear. Ofjn the
Main Form section 31, click onFile at the top éft corner of the screen, and selsetw

Class In either case, theext 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 lbanreset later if unsure at presetftimporting a

class, see section#t

|
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Class Code
STEP 1 Start by typing a ClagSode in theNEW CLASS Enter a Class Codevindow.

) B o Version 12.5.8
e ersion 2.
~—=MarkBook: @

NEW CLASS Sample Class Codes: STEP 1
Enter a Class Code: [s]lexipeSr. 115 characters max.) <5] Enter a CLASS CODE

MATZAQC. 7A. 4F. 11B_
Import a MarkBook
Windows Class

SCHOOL YEAR and CLASS LOCATION

Cor- Import from
Today: Sep. 4, 2018 School Year: | 2018/2019 H M

(Tuesday)

Drive

Save the les To: |Sc - Browse = DE|C|ide whE:: y'tllu
want to save e liles

Folder for this class.

e
& MkBKk2018
I:ISampIeHi

Note

Fields with a yellow
background are
REQUIRED.

Ou ‘ Save As Default Path | = Back Next g

Clear Default Path | Cancel |

1 The teacher in this examplea$ decided to type iBIO3DO-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 sclob In other words, MarkBookvill create a class folder with
BIO3D0O-02 embeddedas the unique folder nam&he class code of the class niag
entirely up to the teachear it may be dictated by the schodlhe limitis 15 letters or
numbersBe careful aboutnumber zero 0 versusthe letter O. Certaincharactersre

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

| f ndptéos, eaghers could use a year/grade/famad letter (e.g. class 3C). Or a year
and room number (e.g. 6R11). Or just a number. dlagsn a me t hat 6s uni que
school will do.

Importing a New Class

STEP 1

MarkBook can inport a new ¢ass from

MarkBookWeb or from a file created by| —2Jl Entera CLASS CODE
MarkBook on another PCThese imports will
include all data entered to dat€lick the Import a MarkBook
appropriate button, locate the import file, af ~ 9"~ Windows Class
follow the piompts. This import will include
the clasg roster plus any assessments entere Import from
the previous device. -or- MarkBookWeb
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Class Folders and Storage Locations Including USB Storage Devices

2 and 3. Existing classeswvill appear in the~older window at the bottonof the above

screen. Each foldds 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
nameuseé t o di stinguish among cl asses. The <cl as
will eventually be savedas a folder called MBBIO3D®@218. MarkBook will
automaticallyaddthe MB prefix andl8 suffix to the folder name

We recommend putting the new classtle MkBk 2018 directory, not in the Sample
folder. However, one may store the new class folder(s) anywhere desired USB

storage devicéinsert memory stick before launching MarkBook) My Documents on
the C: drive, or ima personal space on the schoaol&tworkdrive. This last location is
stronglyrecommended for networked users.

Cloud storage is possible. Uservicesthat sync with afolde on t he computer &
drive. As exampls, DropBox Box, Google DriveiCloud Driveand On®rive (using its

Desktop APP) wor k. To use these, Mar kBookos
folders on the hard drive (e @:\UseraUser NameaOneDrive). See section-2.

In thefollowing example, the user has decided to store the class folders on deVigB
(e) in a folder calledVlarkBook Classes Insert the devic®efore launching MarkBdg
drop down theDrive menu to locate:, and cick on thedesiredfolder name, if anyln
this image, the teacher has classes and backups from 2013 already on the USB stick.

Feb. 1, 2015 School Year: | 2015 &

(Sunday)

Drive
Save the Class To: [Se: - Browse

Folder

& MarkBook Classes

[ IMBMDMAU10213

[ IMBMDMA4U10213 - Copy
[ IMBMFMAD10513
[IMKkBk_Backup_2013-10-17

Save As Default Path ‘

Clear Default Path ‘

Setting the Default Path

If desired, click on th&ave as Default Pathbuttonso that MarkBook hunts this location
automatically on launch. If using the netwersion of MarkBook, the networkanager
may set the deféipatht o each teacherds personal space or
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4 Click Nextto get to thisSTEP 2screen:

CLASS DESCRIPTION: BIO3DO-02 - 2018/2019 STEP 2
Heading: =7
Teacher. ‘MS'V' Smart ‘@] Complete or edit the

class and school
School: ‘The Best School =1 information on these
four lines as needed.

School Phone: ‘ =1
Save As Default
Attendance
" Keep separate files for EACH Mark Set
“ Keep one file for ALL Mark Sets. Unless you're planning
to use multiple Mark
Sets, do not change
these settings.
Seating
 Keep separste files for EACH hark Set <=1

* Keep one file for ALL Mark Sets

Cancel

The Heading will appear automaticallyand reflect the information entst on the
previous screen. The other glryellow fields will need filling. To change the course
code in the Heading, clidk the cell and edit, or clicthe Back button at the lower right
to edit.

School Information

Fill in the Teachername,School name andthe School Fnonenumb er f i el ds. I f t
telephone extension numbelecide whether or not to use it, exh55555555 x123

The phone number and extension will print on report cards. If planning to create more
classesclick the Save as Defaultutton and these three fields will atilh next time.

Come back to thi®escriptionscreen to edit fields at any time. This may be handy for

shared coursesthe new teacher will edit théeacher field to take over the class fpa

way through the year.

Trick : the Save as Def aul t f unct inemremains| | ensur
consistent acrossa | | of t hi s tThimis Ipaticulady inpdrtans fore s .
MarkBook AdminEditionT seethe recommendations section 136.

Options with Mark Sets

Decide whether to keep orgiendancelist for the whole class, or separate lists for each
Mark Set. A "Mark Set is a sibset of the class, or another subject taught to this class.
See section -8 in this manualfor more information on Mark Sets. Simibar decide
whether to keep on@=ating 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 théUsing Mark Setd8documentirMa r k B dHel ndesu.

Entering Student Names

Click Next. The following STEP 3 screen will appear. If this is the first time using
MarkBook, we suggestyping no more than two studenames at this stag@&he rest of

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

ADD NAME: 1

Last Name: |

First Name: |

Gender & Male " Female

Home Form: I Use Class Code
Student Number: I Auta Inc,

Code Name: |

Program: I~ Show as*
Birth Date: Maonth: Day: Year:

STEP 3

Enter Student Names along
with their Gender. Home
Form and Student Number
Other fields are optional.

Click on 'Import Students' to
get this data from an

Age: nla Average Age: nla o semal fle
Phone #1: | Add Name Import Students ‘
Phone #2: |
Student e-mail: | Clear Name
Parent e-mail: | v Quick Entry
[Miscallaneous] B o
Cancel
Thefol owi ng foi v(ey efiflioew dcsel | s) are mandatory
Last Name
First Name,
Gender,

Home Form, and
Student Number.

All others are optional and cée filled in later as desiretf.checked, th&show as* cell
to the right of thé’rogram 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 "HomoeD |, fiHoMhe CI| ass
"Home Basg "Tutorial Groug, "Teacher Advisor Groupetc.), put in any letter or

number. Similarly, if there is no meaningful student number istbeh osgsted,dill in
anysequentiahumber or letterOr click theAuto Inc. cell T MarkBook will make up

seqiential studenhumbers

The Enter key and the Tab key on the keyboard will move the cursor from field to field.
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ADD NAME: 3 STEP 3

Male: 0 - Female: 2 (Total: 2)
Last Name: |Huus|un 1. Brooke. Donni Enter Student Names along
2. Copps. Caulda with their Gender. Home
First Name: |Rugel Form and Student Number.
Other fields are optional.

Gender: = Male " Eemale

Home Form: |11A I Use Class Code
Student Number: (456789 I~ Auta Ine.

Code Name: |

Program: I~ Showas *

Click on 'Impaort Students' to
Birth Date: Month: Day: Year: I get this data from an
o external file
Age: nla Average Age: n/a
Add: Roger Import Students ‘
Phone #1: |
Phone #2: |
Student e-mail: | Clear: Roger
Parent e-mail: | ~ Quick Entry
- 5 " Student Number -> [Enter] +
M [Enter] adds the new name.

Cancel

After typing data into the first five fields for each student, cllekAdd: [Name€ button.
Or push the keyboard Enter key twidehe new name will appear in the centvhite
column MarkBook automatically sorts the names into alpha order.

If the path to the student photos has been previously established, or set byt ne
administrator, student photos mappeaitin place of the black silhouettes

Importing Class Roster Lists

I f t her eds -delimitcd ADGlor .xtfile witla dludentnames and odr data,
use thelmport Students button at the righof the screerio avoid typing the data. See
section 44 through sectio 4-7. Importing shoulde done before typing in names.

Once the second name is entered, dliekkt to move toSTEP 4 theNEW MARK SET

screen.l t 6s possible to i mport alalMarkSeeSetsp on t hi s
File later in this section.
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New Mark Set Screen

Fill in a Mark Set Short Code (up to 4 letterand/or numbedsand push théab key on
the keyboard. Irthis example, the teacher typ#BIO. If multiple subjects are going to
be taught to one class, make the Short Cagleral-character description for one of them

e.g.MAT or ENG, etc.

NEW MARK SET

Mark Set Short Code: [1BIO

Description: |Ein|ngy 1

Sample Codes ART. SNC. TRM1. 52 (4 char max)

Master Course Code: (BIO3DO-02 (for this Mark Set)

Block Title: |Unit | ‘Block’ of TIME [e.g. Term] / 'Block' of WORK [e.g. Unit]

Room: |203 Day Period:
Calculation Method: * Average  Median " Blended Modes ¢ Blended Medians
Weighting Method: « Category " Entry " Equal
|categories - Setup Options
Description Target Master List Loadlaisctup)
Thinking 21.0 =y | Target Total: 200.0 Misc. (100.0)
Sy a—— Count: b
Appln's (14) *Setup’ files contain all Mark
Comm (10.5) Create new Categories by replacing Set parameters.
Exam/CA (30) text in the Description box or by
Know/Und (24.5) diagging from the Master List.
Misc. (100.0
q Default Cat Know/Und

Attach a Setup and
Template File

Make [Thinking] the
default Cat. ‘Template® files contain Entiy
Heading details.
£=3 Drag Category here
i to delete it

STEP 4

Enter a Short Code and
@] Description

=1

Edit these fields if
=1 necessary.

oy |

Select Calculation and
=1 Weighting Methods.

[Made is always calculated)

Enter Categories and
=1 their Target Weights

Replace current
Description and Target

OR

Select and drag from the
Master List.

Cancel

Class or Mark Set Description
Type aDescription for this Mark SetThis description shouldeflect the common name

for this subject/coursel f therebs |just

one Set, A% hi

availabk, fill in the room number, day number (use lhiérte is no day numbering in the

school)and period number.

Master Course Code

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

time later if neessary. Thi code is used on barcodasttendance sheets and in submitting
summary data electronicallg the Student Information System.

Block Title

Use the toggle to edit th@lock Title as desired.|Block Title: [ ~|
MarkBook's default isUnit. Edit this now or any time Semshr

later to divide asses®nt data into other groupingy Room: | guarts
Alternatives includeSemesterQuarter, Division Source, g":l':fé‘e
Strand, Term,Category, COP, etc. Or, ype up to six tfion Method: |gppyit
letters for acustom Block Title. For instance, use the Woling Method: |Exptnit

6 Ty p e 6 -clagsify assesssent instruments into Teg g'a'l':'_
Labs, Not ebook, et c . -classify,
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data into such groups asaesessments, -ttlass assessments, government tests, etc.

Future aalysisby this defined groupings possible Seesection 94 and section 12.

The Block Title has no mathematical cdmition to theoverall mark calculationsT hat 6 s

governed by the next it Category/Strand/Objectitgandard However, MarkBook

will determine the fraction of the assessment package that fits into each Bleatass

performance byBloce nd each | earnerdés mark in that Bl o

Tip: crossclassify daa with a Block Title to aid in the future analysis of individual
and class performancs.

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

Many curriculum documentsmandate the Categorios j
collection and reporting ofachievementdata g
within certain goupings. They also mandate gStrands :
mathematical contribution of each group towar g”tmme.s

. : xpectations
the overall mark. In this casea@h course is Objectives

m

typicaly divided into Categories Strands, |Benchmarks
Objectives, Outcomes or arother group hname. |Standards
Drop downthe MarkBook menu to selecatitle. |Skills
Once a title is sel ec|Criteria able to
many as 10@ssessmergroups under that titlehe titleA Cat egor i es o6 . s commo
Besides mandatory itemspotential categor sub groups could include assignients,

presentations, essays, skitif all types, vocabulary, fluency, participation, etc. Learning

Skills such as initiative, cooperation, work habits, etc. could be sas gptegor groups

Or, they could be isolated into separate Marls 8stin section 8. Or, sesection8-13

for another vay to deal with Learning SkillS hinking Skillsand Behaviours

Unlike the Block Titleabove a user may NOT typa customtitle in this cell Also, the
selectionfrom this menu magarry a mathematical contribution towards tiverallmark
calculationor gradedepending on which weighting system is us@dce selected, this
title may be chargd at any time, even after assessments are added!

Tip: If a jurisdiction mandates particular categoriedstrands/outcomes or other
namesfor reporting purposes, one would be wise to set uhe classaccordingly. See
chapter 2 on Electronic Report Cards and sectic® dn 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 catgory showingfor any new class idMisc. (100) This is a miscellaneous
categorycounting for 100% of the course. To add new categstiesds block the
contents of theDesciption boxand type in a new namép to 8 characters are allowed.
PushEnter on the keyboard. Type a numbethe Target cell. Push Enter again. Each
new categorstrandobjectivewill appear in the list for this class at the lower left of the
screen. Theéargetsmay be editedt any timelater if necessary. The category ataiget
will also appear iralpha order in the Master List at the lower rightt shown in this

image)
Categories -
Description Target
|Thinking |21_|] =57 Target Total: 200.0
Count: &
Appln's (14) oun
Comm (10.5) Create new Categories by replacing

Exam/fCA (30)
Know/Und (24.5)

Misc. i1 I]I]_I]i
(]

text in the Deschnption box or by
dragging from the Master List.

Default Cat: KnowfUnd

Make [Thinking] the
default Cat.

In thisexample the user haselected the
fiCat egori es o edtifourl e
categoriesplus an Exam/Culminating
Activity. Appln6é shas a target of 14
Thinking 21, and so on.

If desired, click theMa k e ®utton to
make that category come up by default
when entering assessment data.

| & riot necessary for tAiarget Total to sum t0100. The totalcan be less than or more
than 100. MarkBook will cont each ategory as its fraction of thEotal on a prerata
basis. Sesection 89 for more information on weighting categorigtsandobjectivesand
weighting individual assessment entriel this example, wce the user drags the
Misc.(100) category to the trashan (not shown), th€ount will drop to 5and the

Target Total will

become 100.

| Strands
Description Target
|Heasure |1 .0

Algebra [1.0]
DataMang [1.0])

Geo |1 .I]I
Meazure [1.0]

HumSens [1.0]

[

=% ]] Target Total: 5.0

Count: 5

Create new strands by replacing the
one in the Description box ar by

dragaing from the kdaster List.

This wuser has , sel
typed in five equallyweighted
strands witha Target of 1.0 each,

and traskd the Misc strand.

Ther eds

a  wtgping dategdes.f ahis tkachee has created other classes, all
previouslyused categories/strands now appear irMhster List at the right. If there are
suitable categoriéstrandgotherin this list, double click on the nanmethe Maser Listto
copy it into the left list for thimew class. Or drag and drop. A®cessary, highlight any
category, edit the Target and push Enter on the keyboard to save the change.

|
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Mark Set Short Code: |1LIS | Default

Description: |E5|_ 1 This uger has an ESL (English as
a Second Language) Level 1
Mazter Course Code: |E5L1 [for thiz Markl  class. Ther are 48Benchmarks
Block Title: [Skill =] | Block' of tive (g Te fOr Level 1 and these are broken
) into four broad skills, Listening,
Room: [123 Day: |1 Period:| Reading, Speaking and Writing.
Each learner is tracked ail 45
Calculation Method: + Average I Median benchmarkand a pas earred
s when the learner has achieved
Wweight Method: + B hmark " Ent . .
elging Hethe enenmar i (mastered) a dimed fraction of
the benchmarks for each skill.
For instance, a pass in Listening
Benchmarks - - ’
| - J will be earned when the learner
Dezcription T arget has masteredt leastsix of the
Liﬂ i_[1] a Count: 45
Lt ::i[[111] Create new benchmarks by Since consideration of the
List iv [1) replacing the one in the Diescription Benchmarks determines a pass,
Ligt v [1] bax or by dragaing fram the Master|  this teacher has decidenl
List vi [1] I import all 45level 1 kenchmarks
: = Default BMrk.: List i . .
t:z:::l'l' [1” into this Mark Set. Th&lock
Make [Read i] the default || Title has been set to Skill. Now,
Read ii (1) LEnchnaits the teacher will be able to isolate
Ez:g hi [[111] eachof the fourskillsto see
Read vi [1] b m here to delete it. for that skill have been achieved.

Standards-Based

An assessmeniprocessthat measures achievement directly against the curriculum
objectives (aka outcomes, benchmarks, standards, expectatitm)sis known as
fiStandarddBased .Achievement threshold such as Levels ardefined for each

objective and learners are measured ohjedty-objective Standardéased assessment

is very different from cat dregoentlycriterionr st r and
referenced as opposed to nemafierencd. As in the screen above, select the appropriate

menu term to replace fACategoryo.

Deleting a Category / Strand / Objective / Benchmark

Deletea categorstrandfrom the left list by grabbing it with the mouse and dropping it

on the trash car©r highlight it and click the Delete keyn the keyboardVost users will

delete theMisc categorystrand after creating their owrCaution: once t hereds
assessment data in a categomyr strand, MarkBook will not allow its deletion. First,

edit the headings of these assessment(s)ttassify them intamther categoridstrands
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Seesection 85. Once allassessmentare reclassified, then t 6 s r@uwn ta this

screen in orer to deletehatcategorystrandobjective

Importing a Mark Set Setup File (optional)

Note the Seup Options box. These functions
enable a user to impodll of the information
requiredon the New Mark Setscreen using an
external file.

Click the Load a Setup button to open a
Windows dialogue boxBrowsefor the directory
where thedesiredMark Set Setup file, .MSSs
locatedas in the next imag®©penit. All cells on
the New Mark Set screen willl without typing.

Setup Options

Load a Setup |

'Setup’ files contain all Mark
Set parameters.

Attach a Setup and
Template File

'Template” filez contain Entry
Heading details.

» Computer b 53A8346D003 (C) » MKBK2015 » MSS » Ontario MSS Files

u=

File Edit View Tools Help

Organize = Include in library Share with + Burn New folder i~ O @
EBooks “ [F]1-Elem_Arts.MSS |7 ADAO.mss [ AMIGM.mss [ ASMBO.mss  [1]AWD3O.mss  [4]BDVAC.mss  [4]CGO4Mmss  [4|CHVZO.mss  |J|ELDBO.mss | ENG4C.mss
IpAD |7 1-Elem_French_Imm.MsS |7 AEA4O.mss  [7]AMKdM.mss |7 ASMMO.mss |7 AWD4O.mss  |[7]BMBCmss |7 CGR4Emss  |7|CHW3Mmss  |JELDCO.mss |7 ENG4E.mss
Lght2014 [ 1-Elem_French_SLMSS [JALCIOMmss S AMP1Omss  [JATCIO.mss 5] AWE3O.mss  [4]BMX3Emss  [J]CGR4M.mss  [J]CHY4Cmss  [J]ELDDO.mss [ ENGAU.mss
MEKEKL2_Classes_lones [71-Elem_Geography.MS5 [ AMCAMmss [ AMULOmss [ ATC20mss 1| AWM3O.mss  [1BOGEmss  [7]CGT3Emss || CHY4Umss  [J]ELS20umss | 4]EPS30.mss
MEBIC01S ) 1-Elem_History.MSS [4AMG3Mmss |4 AMU20.mss  [4]ATC3Mmss 4] AWP3O.mss  [4|BOH4M.mss |4 CGUAC.mss  [J]CIMUmss  [J|ELS3IO.mss  [4]ESLAO.mss
MiBIc2014 |7 1-Elem_L M 7 AMG30 |5 AMU3M. |7 ATC30mss |7 BAF3Mmss  |7]BTA3O.mss |7 CGUdUmss |7 CIE3Emss [F]EMS30.mss |7 ESLBO.mss

4 1) MKBI2015 | 1-Elem_Math.MSS |4 AMH3M.mss [ AMU3O.mss | ATCAM.mss || BABEmss [ BTTOmss [/ CGWUmss  [J]CIE3Mimss | JENGID.mss | 4] ESLCOLmss
Cornent Banks [ 1-Elem_Music.Mss (4] AMHAM.mss [ AMUAM.mss [ AVILO.mss  [4]BAMEmss  [4]BTT20wmss  [d]CHA3Umss  [4]CLN4Umss  []ENGILmss  [4]ESLDO.mss
Gumeculiay £ [F)2-Elem PhysEdMss [ AMIO.mss [ AMVIO.mss [ AVRZO.mss  [4]BAT4Mumss  [4BTX4Cmss  [J]CHC2D.mss  |d|CLUSEmss  |d|ENGIP.mss | ]ESLEO.mss
En=prrt |7 1-Elem_Sci-Tech.MsS |7 AMRO.mss [ AMV20.mss |7 AVBMumss  |9BBBAEmss  |[1BTX4Emss |7 CHC2Pmss  ||CLUSMmss  |G|ENG2D.mss |7 ETC3Mumss
Manuals [ ADALO.mss [ AMBM.mss [ AMV3Mmss [ AVBO.mss [ 1BBBAM.mss | 4|CGCID.mss  [J]CHH3Cmss  |d|Co-opmss | J|ENG2Lmss |4 ETSAC.mss
MBCYL5 - 1024x600 [4) ADA20.mss [ AMBO.mss [ AMVIO.mss  [J AVBM.mss  [5] BBLLO.mss [4]CGCIPmss  [J|CHH3Emss [ CPC30.mss  [J]ENG2Pmss [ ETS4U.mss

4 Mss |4 ADA3M.mss |4 AMMM.mss [ AMV4Mmss [ AWA20.mss  [4]BBI20.mss  [4]CGD3Mmss  [J]CHMU.mss || CPWaUmss  |4]ENG3Cmss |4 EWCAC.mss
Canada ESL MSS File |5 ADA30.mss [Z]AMKIO.mss |5 AMV4O.mss 5] AWC30.mss ] BDBC.mss |7 CGF3Mmss [ CHM4Emss  |[7]EBT40.mss | 5]ENG3Emss |3 EWCAU.mss
Ontarie MS5 Files [ ADAdM.mss [ AMK20.mss [ ASM20.mss [ AWD20.mss | 1BDP30.mss | 4]CGG30mss [ CHT3O.mss | J|ELDAO.mss | J|ENG3Umss | FEFLD.mss
Samplel5
Schemes T C

Mark Set Short Code: [1ENG
Description: |[English 12

f he.MSS file.
foom: [ rom the.MSS file

Calculation Method: & |

Comm (17.5) Create new Categories by N
Exam{CA (30 text in the Description | a Setu p 0

dragging from the Mag

Thinking (17.5)

Default Cat: Knuv1

Weighting Method: & Category For details on creating .MSS files, saztion &4.

button.
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Master Course Code: [ENG4D1-02 In this image, wte that all items for this new class
Block Tie: [unt <] +q ©XCept Room, Day and Period have been imported

|Categories j

Description  Target Tip: MarkBook comes with ~350 prebuilt .MSS
Know/Und 75 g Tﬂ“ﬂe‘g"‘ﬂ:; files in a folder called MkBk2018MSS. Access these
Appin’s (17.5) Y files directlyf rom this screen by

c |



Attaching a Template File (optional)

In addition to .MSSiles, MarkBook can generate .MTP files. This latter file has all of
the data contained in the .MSS file plus a listing of all assessrwrthe course. The
procedure is the same as for the .MSSifildick the Attach a Setup+ Template File
button, loate a preexisting .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 assesomarihe
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. Oplea old class with MarkBoglclick on the
Entry Heading button to the left of the entries, and diitedke 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 useddrg @ 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 categoriegands and an ideal set of assessments for all
courses in the district. Create and add these to a networked folder where teachers
have access.

Seesection 84 for detailedinstructions on how to make .MTP files.

Saving the Class

Click Finish in the bwer right of the screen. MarkBookill save the class as an
MB é15 classfolder in the specified locatianWhenever one clicks
Finish or Save in MarkBook, then-screendata will save iside this
class folder.

BIO3DO-02 - 2018/2019 is READY!! 2
f - \ Congratulations! You have successfully created the class, BIO3DO-02 -
' 2018/2019, and a file for recording data in BIOLOGY 11.

At this time, for this class, you may add more names, enter data, create
categories, print a class list, record attendance and so on. You may also

create another class,

Do you want to create ancther class?

Yes Mo
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As indicaed on the screen, continue entering data for this class or create another class
folder. ClickYesor No. If Yes, MarkBook will return to thélew Classscreen at the start

of this section. If No, MarkBook wilbpenthe Main Formdescribed in section-B. Fom

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 sectibn 5

Calculation and Weighting Methods

SeeAppendix A7 for a discussion of these optior&ee Appendix C for definitions of
terminology.
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1-5 MARKBOOKG SETUP AND CUSTOMIZATION OPTIONS

MarkBook comes with a host of default settings but it allows any usesstorize these
to a significant degree. To reach the Saippons screempen any class ardick Setup
in the upper menu ba€lick on a menu choickom the list in help
this image and alter the displayed defallthenchanges are
comgpete, clickSaveand all custom settings will be saved in
personal file called B_V12 USR.CFGstored in the samg #ftendance
location as the class folders. Thisstom setufile is copied | “aculation fRemarks
whenever the user runs adkupas in section 2.

Analysis | Reporting

Cornrmenks
Dates [ Birth Dates

Analysis / Reporting Setup

. . Learning Skills
Seesection 81, first part. Letter Styles

Password

Attendance (and Bar Coded Attendance) Setup Printer Options

Seesection 71.

Calculation / Remarks Setup
Seesection 81, second patrt.

Comments Setup
Seesection 161.

Dates / Birth Dates Setup

Selectthe Date Format and number of digits preferrebh the Birth Dates box, ®lect a
field order for enterindBirth Dates on the Class screen, sectiél. In the lower box,
select the kind oBirth Date Alerts preferred on thé&lain Form section 3L. Click Save
at the lower rigt toretainyour edited¢ustom choices.

DATES / BIRTH DATES Analysis / Reporting

Calculation / Remarks

Date Format

" YearMonth Day (2015 02 02) Comments

* YearMonth/Day (2015/2/2) Dates | Birth Dates
f Today's date is displayed and printed —

" Month/Day/vear (2/2/2015]

- e i : throughout this program. Please select the
Dayihionth/Vear (2/2/2015) format you want to use from the listto the left.

* Month, Day, Year (Fob. 2 2015)

" Day, Month, Year (2 Feb. 2015)

Email

Letter Styles

Password
I Display and printthe vear as two digits.

Printer Options

Birth Dates

* Year, Month, Day
& Month, Day, Year Selectthe order you want to use for entering birth dates_

" Day. Month, Year

Birth Date Alerts in 'Main' Class List

¥ Flag the next five birth dates.
[¥ Always show today's birth dates even if they are not 'flagged’.
I” Show birth date and age with left click. (Right click alweys shows this information.)

<l Cancel
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Email Setup
Email is setup in thEmail section of thesetup Menu

EMAI L You may use MarkBook to send email messages from the Class form as well as text andfor HTML student
progress reports to parents andfor students from the Student and Combined Reports forms.

Email is sent by connecting directly to an SMTP server. In order to do this. you must enter its name (or IP
address). the port that's used and whether it requires an SSL{TLS connection. You must also enter your
email address associated with this service and. if it's an SSL{TLS server. your password.

Your email address will appear in the ‘From' line in all emails and the CC line if you choose to send copy
to yourself.

Parent and Student email addresses are entered in the appropriate lines in the Class form.

You may use the following formats:
To display your full email address use: yourname{2isp.com or <yourname{2isp.com>
To display your name. without the address use: Your Name <yourname{2isp.com>

SMTP Host Name: |smtp.isp.com Port: |25 I~ SSLI/TLS
Usually 25 or 587

Your Email Address: |MyName®@isp.com

Password: |MyPﬂssword Hide Required for SSL/ TLS

SMTP Authentication /| ESMTP Server [Not iequired for most servers)
Type: = Not Required " Plain " Login " CRAM-tDS

If not the same as the address and password above.

UserfAccount Name: |

Password: | Show

Email is sent byconnecting directly to an SMTBerver 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, autheatim may be required. If this is the case, in the
ASMTP Aut hentication fr ame, select the Type
email address and/or password for the account.

| f you donoét know your SMTP Hosteckntkeme port
account settings in your email software or search the internet. For example, a search for
Gmail might be fAGmail SMTP settingso

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 Smtpmail.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, themasst set their Gmail

account to allow less secure access. To do that, sign into the account, ¢igigrem &
security > Connected apps & sitedy

- The most common ports for SSL servers468and587. For nonS S L

t h e n Alovhless spaure apps  ONo

usually25 and sometimeS87. Occasionally other ports are used.

servers

MarkBook® Reference Manual, Version 12.5.8
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Letter Styles Setup

Change the stylef selected fields on the screand on printoutsFor instance, to put all
student surnames in upper case, clickLast Name in the Students list, click on the
UPPERCASE buttonin the STYLE box, and clickthe Update Last Name button Al
surnames wilbe convertedo uppercase without #tgping.

LETTER STYLES
STYLE: School Name

* LeAVe aS TYpeD

Analysis / Reporting

Calculation / Remarks

Update the current Class/Mark Set Comments
to the new 'Style'. Click a field (below): then, select the

" Initial Uppercase

'Style’ (lefi) for that field.. Dates / Birth Dates
" UPPERCASE Email
Class Entries
= School Name ‘ " Entry Title Password
" Clags Heading " Section Heading Printer Options

" Teacher's Name ‘

Loaned ltems

Students " Title/Description

" First Name
" Code Name

" Notes

Mark Set (Subj. Term etc)

" Description

These labels may be used in
the 'Status' column of text
book lists.

Add to the list by replacing
the current label.

 LastMName  Author/Publisher

" Identification

Lost

Paid
Returned

" Categories

Delete the Selected Label

ﬂ Cancel

Similarly, make any other sekgmn from the other lists, click 8TYLE button andclick
Update.

Enter a school name and a teacher name in th€tmsscells. Anything typed here will
appear in th@ext claséesg created.

In the Loaned Items white window, replace any of the three ries with your own
choices.

Click Saveat 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 prtouts and electronic reports have an
identical appearance.
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Password Setup and Use

EnteranewpasswordRecord itonpapei n a safe place if therebs
be forgottenClick theShow asplain text cell to see thenteredext instead of asterisks.

PASSWORD Analysis / Reporting
/
To enter a new password. type it in each of the text boxes below and click on [Update Cctlonl/Re s
Password]. Passwords may be 3 to 12 characters in length.
Comments
To remove password protection. leave both lines empty and click on [Update Password].
Dates / Birth Dates
Enter a new password or leave blank: | Email
Please enter again to confirm the change: Letter Styles
I~ Show as plain text Password
Printer Options
Update Password

sl Cancel

From this point on, a&ch time the user clicks the Open button, aRragsword?Window

will appear. Type in the password and p&stter on the keyboard to opéme selected
class.

OPEN a CLASS Password?
Select a Class: |BIO3DO-02 |

Printer Options Setup

ThePrinter Options buttonallows a user teahange printers, select a different paper size,
enable a different orientatiand select a default font for printing.

Select the defaulprinterin the Printer Setup box. Click the Select Printer button and
click on a choiceSee Appendix B for the advantages of using FinePrint as the default
printer.

MarkBook® Reference Manual, Version 12.5.8 47



PRINTER OPTIONS

Printer Setup

2 Select a Printer Click to select a different printer.

Note: Other options may be set through the Printers section of the Windows
Control Panel. Right click on the printer: then. select Properties.

3 W Show Printer Dialog Box I Check this box if your system requires

each time you print.

Thick Lines 3

COCCE OO OO — Adjust th

Printer Font 3

All the printed forms in this program were designed using the Arial F
choose a font that is very different. these forms may not print as expe

Please compare your selection to the Arial sample.

| Select Printer

a printer dialog box be displayed

Available Printers
FinePrint

Microsoft #PS Document Wiler
Dol HF Dificejet B500 E708n G eries

)« |

Bulkip POF Printer

HP Oificeet Fro 8600 (Netwar) 4
Fas - HP Dificeist Fro 8600 (Network)
EPSOINBRSABF (P40 S eries)

Epsan Stylus £(5400 (M

Arial

| 3
| e e | Apgly ‘ B ‘ I
rial

Select a Font How many psychologists

does it take to change a light
bulb? None; the bulb will
change itself when it's ready.

How many psychologists
does it take to change alight
bulb? None; the bulb will
change itself when it's ready.

Analysis / Reporting

Calculation / Remarks

Comments

Dates / Birth Dates

Email

Letter Styles

Password

1 Printer Options

™= Save

Iﬂ Cancel

The Show Printer Dialogue Boxis an option for laurtting a Select Printer control
window each time ariht button is clicked in MarkBook. This gives -time-spot printer
selection and paper orientatiohhis is useful if MarkBooks being run as a network
application and there are numermetworkprinters available throughout the building.

The Thick Lines option allows a user to increase the thicknedgsdark lines on
MarkBook printouts. If dark linesre too thickor too thin on printed forms, select
another thickness. This setting is highly variable among printers. Generallyddrighy
lasers produce very fine liseand may benefit from a darker setting towards the right.
Conversely, some bubbjet printers may need lighter settings towards the left. Some
experimentation with specific printers will enable a preferred setting.

If installed, FinePrintwill give an onscreen print preview of any forms. This may assist
in setting an appropriate line thickneSge Appendix B.

In thePrinter Font box, Arial is the default font for MarkBook. One may selectthro
font and set it as the default. However, a different font may not work properly on some of
Mar kBookds f or myy clicking theSglect at Fbngbuttbno \When done,

click Save

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

Tip: use MarkBookbés setup options to

school or the whole school system.

cust omi
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1-6 MARKBOOK FOR MAC AND IOS DEVICES

As of May 2018, The Addiem Group no longer makes M&dok for Mac and iOS
devices Teackers are encouraged to use MarkBookWeh their devices. Visit
www.markbookweb.corfor information, a complimentary trial and support.

1-7 MARKBOOK FOR WINDOWS ON A MAC COMPUTER

Ordinarily, a Mac computer canot 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 theveompwWtrer @Gshetyarcda ndriin s likal | Avirt
VirtualBox (free)and tha install Windows on their Mac.

1. Boot Camp

In early 2006, Ap p | ewithrtleel 0S¥ sperdtingistem. Now nt el 0 M
included on each new Mac is a copy of Boot Cadngpo f t war e t hatds set up
a separatelpurchased Windows operating system (Vista,oX®V7) onto the Mac. Once

installed, the Mac computer cand tbaolo t Oeitheriheé @SX systenar the installed

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

dri ve. ltds as if the user had two independc
mouse and screen. For detaisarch for Apple and Bo@amp 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,Baekup in section-2.

2. Parallels

This software toohllows both the Mac and Windows systems to sumultaneouslyn a
Mac OSXmachine. Install it on the Mac, then install the Windowsraiireg system
(XP, Vistg Windows 7or Windows8 or Windows 10i sold separately) and then install
MarkBook for Windows.

http://www.parallels.com

3. VMware Fusion
A software product calledMware Fusion is available for Mac computers running OSX

(Operating System10) It 6s not avai | Bdchmachines VM9 and e
enables a Mac user to install and run as nmtyh e r 6 Vi r oparatihgsy$teans hi ne 6

as they wish. For instanceFasion user could install Windowsand Linux and then run

all three operating systems simultaneouB\. W, t he Mac OS i s known as
each of the virtual s y <urrentlysn ugis said to haveltted 6 Gue s
6f ocusé6. That i s, itdéds the active window.

newer), install MarkBook for Widows inside it List price for Fusion is the same as
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Parall el s. | n tvezythighsvarianoegin cgsimong netaiters. &lsop a@round!
For more inbrmation, 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 regularlgs per seatin 32. 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 tricRf use cloud services for backudis
applies to PC users as well.

|
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1-8 MARKBOOK FOR WINDOWS IN LINUX (UBUNTU) WITH VIRTUALBOX

Ordinarily, Linuxc omput er s candét run Wmolatooprogramsof t war e .
such as WINE (www.winehq.org) and virtual machines such a¥irtualBox
(www.virtualbox.org from Sun Microsystemare making this possible.

WINE emulates a Windows computer without actually installing Windows. MarkBook
has been tested using WINtB Ubuntu (www.ubuntu.com). While it worked for sem
functions, to date, results have not been reliable enough to recommend this apfeach
do NOT recommend using the WINE environment. See secttbn 1

VirtualBox
VirtualBox is free software thatcreates a virtual computer within Linux and other
fi Ho s peratingosystemsuch as Mac OSX Once <created, any 06Gue

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 availablethe VirtualBox
web site.

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

1-9 MARKBOOK IN LINUX®, UBUNTU®/ WINE

Caution: As of January 2018 The Acadiem GroupInc. does NOT support
MarkBook for Windows running in Linux / WINE.

WINEi s a Windows emul ator t hat 6 s oparatiag | abl e f
systems. Ubntu is one of these systems atfiere are numerous unresolved issues

MarkBook runs unacceptably in this environrmemlar Kk Book 6 s /WINEisi n Li nux
entirelyyour responsibility.

|
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1-10 INSTALLATION AND USE ON A WINDOWS 8.1 OR WINDOWS 10 TABLET

Caution: Windows  tablets
currentlycome with two different
processors. Those with Intel chips
run the full W81 or W10
operating systesa Those with
ARM chips (the dominant
technology in cell phones) run
Windows RT. MarkBook will run
in W8W10 on the Intelequipped
tablets but not on the RT
tablets.

Windows tablets ( a k a  &i)¢
are thin and ultrdight
computerswith touchsensitive
screens and detachabl
keybards Typically, they have
high-end graphics, terrifispeed
and come with solidtate drives
In response to gravity, the
screens rotate to  portrai
orientation automatically Use
your fingers (or a stylus if
supplied)on the screeio enter
commandsequivalent to a mouselick. An onscreen keyboard enables typirajor
manufacturers include Asus, Dell, HRtel, Lenovo, Microsoft Samsung, Sony and
Toshiba.Scr een si zes 20@n).yhesa gevicesocupy & sirilamacket
niche to theMac Air notebooks but the keyboard is detachailéng atabletthe size
feel and mobile functions of an iPad Unlike the iPad (see section@) and similar
Android devices the Windows tablets come witha full-function operating syste and
multiple communication portsSome have micr&D slotsfor extra memory

Besides th@n-screen keypadsame tabletscome with a detachable keyboardyou can
purchaseand connecta variety of external keyboards.If considering atablet for
MarkBook use we recommend examining various models dperating system (NOT
RT), 32 vs. 64bit chips, physical screen size,minimum and maximum screen
resolutions,integratedkeyboard quality, number of p@r ports (some have a second
power port on the keyboard), number of commuidcaports (extra®n keyboard); on
board memory memory expansionpotential battery life, WiFi plus WiDi, stylus
functionsand warranty

MarkBook will install and run very nicely on a Windows 8.1/10 tabletbut NOT on a
Windows RT tablet. These lesgxpensivaedevices are designed to run only certain apps
code specifically for the RT system

52
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MarkBook Installation on a Tablet

Installing MarkBook from a CD:

If you have an external GDVD drive connected to the tableMarkBook may be

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

drive, copy the contents of the MarkBook CD to a USB Flash drivaraca-SD cardif

your tablet is so equippedhsert the drive or card into the tablet, open the drive and

double click onif Aut orun. exeo. Whet her from the CD ¢
AStandat dbo he dptiba tovstallktite programAlternatively, copy the

setup.exe file from CB MarkBook folderto a USB memory stickr SD card Insert the

stick/cardand run thdile. Also sednstallation on a Netbookin section 11.

Installing from a download:

This bypasses the need for a QlarkBook should install and run without any issues. If
there are problems, please conagiprt@markbook.com

Recommended Tablet Settings

Out of the box, tablets come with a variety of screen resokifwidth X height)such as
1920 X 1080.While large resolutions arpartially responsible for thesuperb visual
display,they make reading text difficult and they makechcommands awkwardince
a fingetip is often large enough to hit sevecells orbuttons simultaneously

Ma r k B ongininfure resolution requirementis 1280 X D 0 . | f t breen t abl et 6
resolutoni s 1920 X 1080 and the text is set to T
usedin Landscape orientatiorHowever, text labelsnay appearvery tiny andsome
fingertap'touchcommands are difficult with such a high riegimn

The following imageis a screen capture from Samsundabletreset toa 1280 X 768
resolution The font si ze ovd®% k dandscape oriéngtion,l | er 0O
MarkBook's OPEN a CLASSscreerfits comfortably on théablets screen:

MarkBook CY 2015 - OPEN a CLASS
g v . 12
o0 ersion
| %MarkBooka
S OPEN a CLASS P Open
Select a Class: [N -
ﬁ% New Class
SCHOOL YEAR and CLASS LOCATION /* Restore

Today: Feb. 3, 2015 School Year: ‘ 2015 a

(Tuesday)

Drivs
#  Quick Start (pdf)
S;‘ Planner

YoulRlllil Tutorials

ive -
Open the Class From: [S« | Browse
older 3
=T

(IMBDEMO15
[_IMBMFM1P10515
[CJPhotos

i £ v

Save As Default Path

Clear Default Path ﬂ Exit
e %\ 7 T ——— ENG  T18PM
E i) g =, 2 & TAJE O s msen
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This image is the same tabldlarkBooKs main screen (section1) is large and the
function buttons are easy to tap with a finger or stylus.

[ MarkBook CY 2015 - 8D (2015) - O
File Class MarkSets Working On Reports Comments Tools Setup Help
8D (201 5) Open a Class
Next birthdays (a->. b->, ..) Right click for date and age. Double click for a Student's Report.
1. Arkand, Samantha 14. Hughes, Amber
V Sma‘rt 2. Beach, Shelley 15. lves, Simon
3.Bell, Clarissa 16. King, Joseph
a->Boame, Gerald c>Lee. Mary
Class Class REle‘t 5. Boyce, Daniella 18. Lowe. Glenda
6. Bridges, Cam 19. Moss, Peter
7. Day. Bonny b->0'Shanter, Tam
Student Report 8. D'Lionne. Daniel 21. 0'Shea, Rick
. ~ 9. Duguid. Kenneth 22. Silver. Stirling
Seating Combined Report 23. Wilco. Roger

Printed Forms Anecdotal Notes

11_Hill, Samantha
12. Ho, Heidi
e->Houston, Roger

Email ]

MarkBook Admin Attendance

‘ d-*Dundee, James

<

Mathematics 2

*AREA / PERIM UNIT TEST

A Backup has not been made

New Entry

Multiple New

Updated: Oct. 28, 2014

Open a Mark Set

Double click on a title to edit marks._

40. *AREA / PERIM UNIT TEST [Geo

Multi Upd (36 - 40)

Entry 40 Heading Entry 40 Update

Import from Mac / i0S Entry 40 Analysis

|
Update All (1-40) |
|
|
|

Backup Weight

€ ®m a2 |\ s1

8D (2015)
Hexd birthdeys (a-», b>, ) Fight
V. Smart
Class Report |
Student Report |
Seating Combined Report
Printed Forms Anecdotal Notes

MarkBook Admin Attendance . |
L |

Mathematics 2

Updoted: Oct 20, 2014
*AREA / PERIM UNIT TEST

ABackup has not basn made

New Entry | Multiple New |
Update All (1 - 40) Multi Upd (36 - 40) |
Entry 40 Heading Entry 40 Update

Import from Mac / iOS Entry 40 Analysis
Backup | Weight &

NG 106PM
Us 250008

EEE - B ® T M iR

However, in portrait orientation

ENG 1:15PM
Us  2015-02-03

t her ed.s

a

probl emn

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

can lock out the autgotate feature of the tablet

(recommended see the instructions at the end of this
section. Or, the user can select a resolution where the

height is at least128Q if available However, as
described previously,all applications onthe tablet,
including MarkBook, arevery tiny at these high

resolutionsettings.
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SAMSUNG

MarkBook CY 2015 - 8D (2015)
MarkBook CY 2015 - SEATING - 8D (2015)

__Find Photograph Files __ |
| & Print \
H Edit

'O | Photographs

<)l Back

SR M e e

Thisimagei s Mar kBookds plsection 4srenaingomagtablstan e e n
1280 X 768 screeresolution Thetext sizeis 100% the autorotateis blocked andhe

task baiis set to autehide (seghe notes on installation on a netboolséttionl-1). 768

is the minimum vertical resolution on this particular tablet.

Screen Resolution =EB8 To set a new resolution,
1 & + Control Panel » All Control Panel ltems » Display + Screen Resolution v & € » rlght C“Ck on thd a b I e t 6 S

Change the appearance of your display deshkop screen(or hold
your finger on the

ety screen) and tapkelect
S Screen Resolution to get

Dispay I TR © this menu.In the centre,
Resoion: |60 6015 drop down the
. Yoot om0 5.5 Bk T o s Resolution menu, reset

o _ and clickApply .

brojct o sccoe srcen (o pes the Windows oo bey S + P To lock out the auto
rotate, uncheck the cell

that says Allow the

o] [Ccee screen to auterotate.

Click Apply.

Then, click the blue messagmver on the screethat saydvake text and other items
larger or smaller. Select 100% and click Apply.
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2 Wor king WMahkBEbRiiseg

2-1 OPENING / RETRIEVING A CLASS FOLDER OR FILE

Opening Screen - "OPEN a CLASS"

After first use, his 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 thBPEN a CLASSscreen.

> . .
S ersion
MarkBook:
OPEN a CLASS IE‘L?
Select a Class: |MFM1P105 -| Iﬁf s
ew Class
SCHOOL YEAR and CLASS LOCATION
Today: Feb. 3, 2015 School Year: | 2015 H
(Tuesday)
Drive
Open the Class From: [ c:[S3A8346D003] =l Browse i -
Corder #  Quick Start (pdf)
%E:Ikﬂkzum I @ Planner
@Samplsﬂﬁ

=l WLLRLL Youl[§ Tutorials

T |MBD O
2 MBMFM1P10515

Save As Default Path
Clear Default Path

Selecting the School Year

Click on the up/down toggles besidxhool Yearto change the ademic year if
necessary. @mputers will select the current year if the internal clock is set accurately.
CAUTION : If the correct School Year is notselected, MarkBook will not openthat

y e a clasesin the northern hemisphere, the starting year for each class is indicated by
the last twodigits of the folder name 11 for 2011/2012, 12 for 2012/2013 etc
MarkBook CY users (mostly in the southern hemisphere) should tpielkcalendar year

of usei 2012 2013,2014 2015 2016 20170r 2018

|
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Folders

The computer hunts for and displays the file names of each sawdimrlthe white
Folder window. In the above example screen, thare severalclas®s stored in
Samplel8 If desired, set this search location as the default so that the software
automatically hunts this location each time MarkBook is lagdciElick on theéSave As
Default Path button to set it as the default. ,@et 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 Bivéve toggle. This will be useful if there are

many teachers using the same computer and each one keeps their class folders in a
different lccation (e.g. a separate USB sjickaution: Wher ev er ités stored,
back up your data! See section-2 andsection 141 for backup details.

Selecting a Class

To select a classuse the mouse to clicknce on the clas of choice in theFolder
window, OR use the up and down keyboard arrows to scroll through the class folders. A

double click on a class fol der seddnlt3. get an ¢
Correct by double clicking on the folder above the <laadthen single click on the
class.

Once the appropriate academic year is selected, the chosen class will appe&eiadhe
a Class:window near the top. In the above example, thieM1P105 class has been
selected 1B and 12were selected by MarkBoaokhen the class folder was created for
the 12/13 academic year). To open the selected class, click o@pes button on the
screen. This will move to tHdain Form section 31 with the selected class data loaded.

Starting a New Class
To start a new clas click theNew Classbutton Follow the instructions isection 14.

Select the Help file by clicking on théelp button. MarkBook's contexsensitive Help
file is available from any screen by clicking Mote: the Helpif | e doesndét wor k i
Windows 7or Windows 8

Planner and YouTube
Access thePlanner without opening a classy E Plan ner
clicking on the Planner buttoBee section-@.

Click on theYouTube Videos buttonto see a linked| YOUMITlI[H Videos
list of support videos.

Exit
Quit MarkBook by clicking theExit button. ﬂ Exit
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2-2 NAMING / DESCRIBING / EDITING A CLASS AND/OR A MARK SET

A sub groupof marks or students in MarkBook is called a Mark. @dter the class is
created, edit the data for any existing Mark @anake new Mark Sets

A list of Mark Sets for the current class will
appear by clicking Mark Sets in the upper menu

Mark Sets = Working On Beports  Comments 1o

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

Open a Mark Set check mark.

Edit: [Mathematics 2]

Mark Set Transfer - Individual Student To get to theCURRENT MARK SET screen
from MarkBook'sMain Form section 31, click

Mathematics 1 on Mark Sets in the upper menu bar and select

Science 1 Edit: [name]. Use tle resultingscreen taedit the

+  Mathematics 2 description and/othe categoriestrandgor

Science 2 the class, OR

Mathematics 3 a sulset (aka Mark Set) of the class, OR

Science 3 another subject taken by this class, OR

Make the Current Mark Set the default editthe calculation/weighting methods

used for this class.
Delete a Mark Set

Undelete a Mark Set

Attendance
Seating
Loaned ltems
Attach Mames

Individual Course Codes

Mew Entry

Multiple Mew Entries

Update Entries 1 to 40

Update Multiple Entries (36 - 40)
Weight

Impert frem MarkBook Web
Impert Marks from Other Sources

Using Mark Sets (PDF)

|
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Current Mark Set Class Code
This following screershows thedescripton and categoriefor 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 "quiers". Since there is a single Mark Set, the button labéllakie
[TERM] the default Mark Setis greyed out.

New Mark Set

CURRENT MARK SET

Dpen a Mark Set using the

! Current Mark Set !

Description: ‘Ma(hema(ics 9

Master Course Code: |MFM1P1

Mark Set Short Code: [TERM  ~| Default | I

{for this Mark Set)

Block Title: |Unit ~| ‘Block® of TIME [e.g. Term) / ‘Black’ of WORK [e.g. Unit)

Room: (112 Day: |1 Period: 4

Calculation Method: ¢ Average

Weighting Method: & Category » L

|Categories j

Master List
Misc. (100)

Description Target

Know/Und 25.0 @] Target Total: 100.0

Count: 5
Create new Categories by replacing
text in the Description box or by
dragging from the Master List.

Default Cat: Know/Und

e |

" Median f-‘fBIended Modes " Blended Medians

SHORT CODE or DESCRIPTION
drap-down lists

Loaned ltems

Attach Names

Indiyidual Course Codes

Setup Options

Load a Setup
Save this Setup

‘Setup’ files contain all Mark
Set parameters.

Attach a Setup and
Template File

“Template® files contain Entry
Heading details.

Using Mark Sets (pdf)

£ Drag Category here
7 1o delete it

™3 Save

Itds possible to cr eaNew MarknSetbhtterr at tMeaupper
right. Selecfour convenient letterand numbergor creatirg theMark Set Short Code
For instancepne coulduse a code from the curriculum/syllabus guideline for this course.
TheMaster Course Codecell automatically fills.

Course Description

Enter aDescription for the courseas it 06s generally known
examples: World History, Gr5 Mathemati@erm 2 Early ChildhoodEdn, Foods 10.
This description will appear on printed reports and on MarkBook's opgstieens but

it is not used aafile/folder name byMarkBook orWindows.

Block Title

The Block Title enables a groupingf assessment data into units, terms, semesters,
quarters, clusters, sougceurriculumexpectationnumbes, COPs,skills or some other
groupingas defined by the useFype or edit a name for the group. MarkBook's supplied
default isUnit and student performance by Unit can be analyzed.sBegon 91.
However, if @ited toTerm, then analysiby Term is possible. Useem Qrtr , Skill, or

any other text up to six letters that describes hovasisessmemtata is to be subdivided.
There is another way to divide course into Terms or other time blocks: see the fourth
part of section 8 on Mark Sets.

|
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A number or short name may be used for specific curriculum objeetikgectationsin
this case, the Block Title should Wgbj# or Exptn# or Otcm#. Then, anbsis 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 weightingsystem to be used. Th&verage/Category system is set by
default. This can be fget at any time later such as in this example where the teacher has
switched toBlended ModedCategory. Changingcalculation methodi o e s ffe@ aany a
entered assessment data. In the preceding screen sample, the teacher elected to build all
categoriesfor this course and assign pietermined weights for each. Categories are
typed inb the Description cell and their weights typed into tAarget 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 categorieBave been created, MarkBook remembers these and the weightings last
used. All of these are stored in th&aster List window at the bottom centr@ouble

click or drag any item in the Mastkist to pop it into the category list on the left for the
current class. Click in th@arget cell and edit for a new weight. Click Enter on the
keyboard. If one category is used more frequently than others, make dethelt
categonyby highlighting it and click oMake [ ] the default category

Delete any category now or later by dragging it to the trash can. Mise category
should be deleted if it will not be used. EditTargeti f i t k&®. Warning:hfehere

are any assessments in a category/strand for this class, MarkBook will not allow its
deletionl Go into the assessment descriptisaction 82, and move all assessments in
this category into anothéefore deleting the unwanted category.

Click F1 at any time for Help.

Attach Names

| f t herebds a wthinbtleeclass @lo calléduadviank Set) that requires
separateassessment anglaluation (e.g. anothecademic level/stream), click ddew

Mark Set. This will allow a separate description, categories, and weights for this subset
of the class. Then click osttach Namesand to drag and drop selected students into the
subset group. In edtt, this creates two separatelyaluated 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 morenformation on the concept and uses of Mark S&liso, see the document

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

| f therebds mor e t ha,mdaefanlewill dgen when8vertthe classid hi s ¢ |
launched. Besid®&lark Set Short Codeat the top of the screen, click btake [subject]

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

class is opened. | f thereds only one Mark Se

Mark Set Setup Files and Template Files

Two kinds of filesassist setting up new Mark SetSeesection 84 for instructions on
creating these files argiction 17 andsection &4 for instructions on uag them.

Help with Mark Sets

There is a installedmanual Using Mark Sets that Using Mark Sets [pdf]
may be opened using the button at the lower ri

corner of the Mark Sets screens just aboveBthek §
or Savebuttors. Click it to operthis.pdf document.

fiMark Set™o i s a dof ThaAtadiea Greupnc.

|
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2-3 EXPORTING CLASSES TO MARKBOOKWEB

File Class MarkSets Working On Reports  Comments  Tools  Setup  Help
Make a Mew Class Ctrl+M
Open a Class Ctrl+0 .
With any class open,
I click File in the upper
DEMO V. Smart menu  bar.  Click
MFM1PI03 Exports and then click
Backup Ctrl+B | - - I| to MarkBook Web.
Exports ¥ User Defined
MarkBook Setup Ctrl+S to MarkBook Admin Edition
Select Printer to MarkBook Web (Class List, Mark Sets, Entries, etc.)
Install Sample Classes to Trillium: Secendary - Public The following
Quick Start Guide (PDF) Mark Set Transfer - Individual Student Windows Save screen
Exit Ctrl+X to elnstruction ® will appear.
to TI-Mavigator (TM)
to TurningPeint®

MarkBook will suggest a name based on¢heent classourse code and section, with a
.csv extensioms in the following exampld=dit the name as you wishut keep the .csv
extensionPick a file location andlick Save Once savedypen that file with

MarkBookWeh

& MarkBook Win Export to MarkBook Web - Students, Mark Sets, Entries, etc.
« v <« S3A8346D003 (C:) » MkBk2018 » v

Organize v New folder

v e S3AB8346D003 (C ~ Name

SGetCurrent

CommentBanks
SWINDOWS.~E Curriculum
inetpub Manuals
MkBk2015 MBBIO3D0-0218
MKBK2016 MsS

S lel7
MKkBk2018 ample

Sample18
MSQOCache

Schemes
PerfLogs ssL

Program Files

Program Files (¥ <

File name: | 8D_MBWin_2018-09-05.csv

Save as type: | Comma Separated Values (*.csv)

~ Hide Folders

X
earch MkBk2 yel
v @
Date medified
18 1:07 PM
2018 1:07 PM
2018 1:07 PM
2018 12:46 PM e
2/2018 1:07 PM File folder
2018 1:14 PM File folder
2018 1:07 PM File folder
2018 1:07 PM File folder
2018 1:07 PM File folder
>
v
v
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3 aMkBo Mk o &

For m

3-1 THE MAIN FORM

MarkBook works with one class at a time. The following scragpears automatically
when one opens a class folder from the Open Class Screen, sectioMa@kBook
automatically returns to this screen when finished with a functionanother
screerfframe This screen has three parts:

1 The upper half manipulates the class rostaters attendance, builds reports and

communicates.

1 The lower half entergnanipulatesanalysesand backs upssessment data.

1 The Menu Barmt the top of the screen (not shown in this next image) accesses
numepus other functions.

Mathematics 2

New Entry |

*AREA / PERIM UNIT TEST

Multiple New

Entry 40 Heading |

Multi Upd (36 - 40)

8D (201 8) Open a Class
Next birthdays (a->. b->. ) Right click for date and age. Double click for a Student's Report.
a-*Arkand, Samantha 14. Hughes, Amber
V Smart 2. Beach, Shelley 15. lves, Simon
d->Bell. Clarissa 16. King. Joseph
4. Boame, Gerald 17_ Lee. Mary
Class | Class Report ‘ 5. Boyce. Daniella 18. Lowe, Glenda
6. Bridges. Cam 19. Moss. Peter
= 7.Day. Bonny 20. O'Shanter, Tam
Email | Student Report ‘ 8. D'Lionne, Daniel c>0'Shea. Rick
. N 9. Duguid. Kenneth 22._ Silver, Stirling
Seating | Combined Report ‘ 10. Dundee. James b->Wilco, Roger
e->Hill, Samantha
Printed Forms | Notes | |12 Ho. Heai
13. Houston. Roger
MarkBook Admin | Attendance | | s

Updated: Oct. 9. 2018

Open a Mark Set

Double click on a title to edit marks.

14 CIRCLE GRAPHS (3 5) [DataMang]

15 PICTOGRAPHS (9.5) [DataMang]

16. MEAN MEDIAN MODE (3.7) [DataMang]
17 *MEAN MEDIAN MODE (9.7) [NumSens]
18. PERIMETER (4.1) [Measure]

19 PERIM { POLYGONS (4 7) [Measure]
20. *PERIM / POLYGONS (4.2) [Gea]

71 GEO CONSTANTS [Measure]

22 CIRCUMFERENCE (43) [Measure]

MB Exchange - Export | Entry 40 Update 23. USE FORMULA (4.4) [Algebra] 36. *“CIRCUMFERENCE (1.3) [Geo]
24. AREA OF RECT { SQU {45) [Measure] 37.*AREA OF RECT / SQU (45) [Geo]
MB Exchange - Import | Entry 40 Analysis 25. AREA PARALLEL (4.6) [Measure] 38. *AREA PARALLEL (4.6) [Geo]
26. USE LOGIC [NumSens] 39. *AREA AND PERIM (4.11) [Gea]
Backup | Weight p

27. AREA OF CIRCLE CHK (4.9) [Measure]
28. MAT REPORT RTRN FEB [Measure]
29. COMPOSITE FIGS {4.10) [Measure]
30. AREA AND PERIM {4.11) [Measure]
31. USE A TABLE (4.12) [Aigebra]

32. AREA / PERIM UNIT TEST [Measure]
33. *CONCAVE/CONVEX MIRRORS [Geo]
34 *RAY DIAGRAMS [Geo]

35 *GEO CONSTANTS [Geo]

This screerimage show®ne d the samplelasges Sudents are listedlphabeticallyby

64

last namen the upper window. Their assessments to date are listatriy order in the

lower window. Theyellow windowsdisplay the teacher name atit title ofthe 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 shownfriegClass Mark

Sets Working On, Reports, Comments Tools, Setup andHelp. However, there are
buttons on this screen that permit direct access to some of these functions.

The date on which the last data was enteregthis class folder shows in blueder the
Open a Mark Setbutton. If set p, a Backupwarning appears in red at the centre left
(see section-2).
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Birthdays

If student birth datewere entered, as in sectior24letterswill appearin front of some

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

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

clicking on it. Then right clickhe nameo see the birth date. If today is a birthdthe
studentds name and armgredinthé dpperright.t omati cal ly sh

Class Button 1 Add / Delete Students, Display Contacts, Edit Student Data

Add new students to the classdeletecurrent studentsybclicking theClassbutton as in
section 41. 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 s2ction 4

Anecdotal Notes, Printed Forms, and Seating Buttons

Build or edit anecdotdNotesby clicking the button of that name assaction 34. Print
several different forms by selecting tRented Forms button. TheSeatingbutton goes
to a screen for constructing and printing a seating/gheart, including one with photos.

Email Button
Sendtext message® groups individuals or he whole class with thEmail button

Class Report Button

Produce Class Summary Reports, asection 91, by clicking on theClass Report
button There are several styles of reports including ones for posting in the classroom
with anonymous code names as the only identification of individudisnerous
analytical techniques are suppli@toduce HTML class repor&s well.

Student Report Button

Analyseindividual performance and report privatdly clicking on theStudent Report
buttonas insection 111. There are numerous options including a trend graphode
graph,achievement by category or strand, and other useful selections. All are described
in section 9 of this document. With a single commamdate paper or electronicpat

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

Attendance Button

Recordand analyze attendance by clicking on tAgendance button as described in
section 72. Options include printing blank attendance forms (including bar coded forms),
printing individual attendace summaries, and analyzing the attendance from the seating
plan grid.

Selecting a Different Class

To switch from the current class to another, click onQpen a Classutton at the upper
right OR click on the class title. Ast 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 dsecribed in section 18.

New Entry & Multiple New Buttons - Add Assessment Data

To put data in for each new assessment or New betiryg recorded, as isection 82,
click on the New Entry button in the lower half of the screen. To subdivide this
assessment into severategories/strangslick theMultiple New button.

Update Buttons - Edit Assessment Data
To change marks for any assessments, click on any dfptate buttons. The Update
Screengsection 88, is one of several ways eflitinga mark (e.g. for a late iterfipr a
redo,or to correct an errpr Similarly, theMulti Upd button enables updates for several
assessments simultaneously.

Weight Button i View & Edit Assessment & Category Weights

The Weight button section 89, 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 ovenadark Edt the weight of any assessment to zero to
deleteit. For more information on Weighting, séependix A7.

Entry Heading Button i Edit the Assessment Title and Description

The Entry XX Heading button access the title and classification scresegtion 83,
for the blue highlighted assessment and permits changes to its name, date, and
category/strand.

Entry Analysis Button - Analysis of One Assessment

For an analysiof any individual assessment, highlight it and click Bntry 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 @atbe Reportbutton

section 91, in the upper half of the screen, and isolate one category/strand.

Open a Mark Set Button

To switch from the current Mark Sti another, click on th®pen a Mark Setbutton.
The button will be greyedut if there is only one Mark Set for this clagee section-3.

Backup Button

This buttongives direct access to a screen for rapidly copying class folders to another
location. Use this feature regularly to prevent loss of dataldhthe current storage
device or location fail. See sectior3or details.

MB Exchange Import / Export Buttons

Thesebuttors enablea user tomove classes with all data back and forth behwnds
version of MarkBook foWindows and MarkBookWeb.

|
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Menu Bar Options File Class Mark Sets  “Working On Reports  Comments  Tools  Setup Help

Each word/phrase at the top of the screen accesses a number of MarkBook features. Click
on a selected word e.file or tapthe Alt key on the keyboard ardenclick ALT and

the underlined letter in the selected word @lg-F. In either case, a menu of options will

drop down as in the following examples. Waehoices are greyed out, insufficient data

is available to run these options.

File Menu & MarkBook 2018 - 8D
TheFile menuhas the following options: Eile | Class Mark Sets  Working On _ Repd
Make a New Class Ctrl+M

1 Make a New Classseesection 14.

. 0 cl Ctrl+0
1 Open a Class. This goes to the Open a pen s - ”
Class screensee section-2. + 8D
1 Select a Classthis selects among the DEMO
current year's classes in the same drive MFM1TP105
location.Therearethreeclasses in this 8
.. ackup Ctrl+B
example. A check mark indicates the one Eort ,
ports

currently open.

f Backupclasses see section-2. MarkBook Setup Ctrl+5
1 Exportselected data. See below select Printer
\ . Install Sample Classes
1 Setup MarkBook's user defined paramete
1 Setup a connected printer(s). Uses thui Quick Start Guide (PDF)
change printers, paper size, or orientation Exit Ctrl+X
1 Open the Quick Start Guide.
1 Exit MarkBook. Or, exit by clicking X in the upper right of thminform.
Exports Sub Menu User Defined
The Expors sub menu enables MarkBoo| i, markBook Admin Editian
to send data to other appllcatlons' to MarkBook Web (Class List, Mark Sets, Entries, etc.)

i User Defired allows a custom to Trillium: Secondary - Public
export. Seesection 131.

1 Export to MarkBook Admin -
section 1%6.

1 Export to MarkBookWeb

Mark Set Transfer - Individual Student

to elnstruction®

to TI-Mavigator (TM)

to TurningPoint®

1 Export to an SISSeesection 135.

1 Export a student to Blark Set in aother clas®r Import a studentrdm another
classThi s export/ i mport incl u®eesectionle st udent
8.

1 Export to elnstructio®. Seesection 133
1 Export classes to TNavigatof™. Seesection 122.
1 Exportto TurningPoir% See Section 13.
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Class Menu WarkBook 2018 - 80
TheClassmenuhas the following options: Mark Sets  Working On  Reports
. ' o Description
i Rewew/E_dlt the cla_ss _Descrlptlen Add Names
see the fist Class List image in _
section 14. Edit Names
¢ Add names see section-4. UnDelete Names
§ Edit names see section-2. Attach Names
f Undelete names. MarkBook will Birth Dates
return any deleted student with afl Ernail
Zhgir data- see section-4 and section Timetables/Lockers
f Attach several/all students to a given Anecdotal Notes
Mark S¢. See section-3. Attendance
1 Produce a BirtlDates and Agelist. Seating
See sectionB. Loaned ltems
1 Sendbulk Email to selected students, Individual Course Codes
parents, groups, or the whole class.
1 Enter, edit, or import student Learning Skills
timetable/schedulena locker i
location data. P
1 Open the aecdotal Notescreen as Bxports
described irsection 34. Update Class from File
1 Open the Attendance functionsee o
Chapter7 starting assection 71. Print Lists and Forms Ctrk+P
9 Build or edit a class Seating Plan/Cheste section-8.
1 Enter data for text issue or other Loaned ltensee section-b.
9 Attach different course codes to each student. This is useful for Coop teachers
with numerous credit eoses in the same clagee section-2.
1 Defineand assedsearning Skills Behaviours Thinking Skills Habits, etci see
section 8-13.
1 Backupthis class to another location or driveee section-2.
9 Export selected dat&ee the Export sub menu above under the File Menu.
9 Update the class list roster from an external SIS Siéz section-8.
9 Print useful recording foret see section-8.

|
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Mark Sets Menu

The Mark Setsmenu has the following mMark Sets

options:

T

1

Make a Mark Set, Open a Mark Set,

or Edit a Mark Set see section-3.
Open an existing Mark Set. The

checked Mark Sdbwer in this menu

is open.
Edit the current Mark Set.
Export or Import a student witheir

assessment dass a separate Mark

Set Seesection 138.

Make the Current Mark Set the
default Mark Set. This Set opens
when the class is opened.

Deleteor Undeletea Mark SetSee
the end of section-3.

Open the Attendance functionsee
Chapter7 starting atsection 71.

Build or edt a class Seating
Plan/Chart. 8e section &l.

Enter data for Text Issue or othe
Loaned ltems see section-b.

Attach several/all students to a giver

Mark Set. See section3!

Attach different course codes to
individual studentsSee section-2.

Enter results for an assessmesge
secton 82.

Update data. &section 88.

Adjust theWeight for all
assessmentsseesection 89.

Import assessment entries from
MarkBookWeb.

Import marks from other electronic

Working On Comim
Make a New Mark Set
Open a Mark Set

Edit: [Mathemnatics 2]

Reports

Mark Set Transfer - Individual 5tudent

Mathematics 1
Science 1
Mathematics 2
Science 2
Mathematics 3

Science 3
Make the Current Mark 5et the default

Delete a Mark Set

Undelete a Mark Set

Attendance
Seating
Loaned Items
Attach Mames

Individual Course Codes

Mew Entry

Multiple Mew Entries

Update Entries 1to 40

Update Multiple Entries (36 - 40)
Weight

Import from MarkBook Web

Import Marks from Other Sources

Using Mark Sets (PDF)

sources such as the Texas Instruniantigator system ahweb testsSee

section 86.

Open the Using Mark Sets .pdf support document.
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Working On Menu Working On | Reports  Cq
The Working Onmenu has the following options for g Entry 40 Heading
specific assessment entry: Entry 40 Update

1 Edit the Heading for the assesnt- seesection 8 Entry 40 Analysis

f Edit / update tdeesectinsss.e Clone Entry 40 At

T Analyze the asessectos &€ nt Delete Entry 40

1 Clonethe assessmenteesection 82. v || Hide Deleted Entries

91 Deletethat assessment entry. THale option will
remove deleted items from view. Update All (1 - 40)

1 Update all assessments.

Reports Menu Reports | Comments  Tools  Setup  Help
The Reportsmenu has the following Class
options: Student

1 Analyse gnd prind Class Report Combined Mark Sets
- seesection 91.

f Analyse and senithdividual Learning Skills
StudentReports- section 111. R

. MarkBook Admin Edition

T Combine two or mor&lark Sets
into one report section 121. MarkBook to a Student Information System

91 Define andasses&earning
Skills. Seesecton 813.

9 Transfer summary data MarkBook Admin Ed ition. Counsellos, department
heads, and administrators will have instant accessrtentacademic and
attendance data for all students. For more informasieesection 136.

1 Expat sumnary data to an SlSSeesection 135.

Comments | Toels  Setup  Help

Comments Menu . Mathernatics 2 - Mormal Mode
The Commentsmenu has the following _

Op'[iOﬂSZ Mathematics 2 - Transfer Mode

' Create Comments for the current Combined Mark Sets - Normal Mode
SUbJeCt 'Mark Sein Normal Mode- Combined Mark Sets - Transfer Maode
seesection 1638.

1 Transfer these comments inbther Comment Bank Editor
software- seesection 169.

M Create Comments for Combined Mark Sets.

1 Transfer Combined Comments into other softwaeesection 128.

1 Edit any comment bank usingetitomment editor seesection 1e4.
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Tools Menu

Tools | Setup  Help Thefirsttwo optiorsin the

MarkBook Planner Tools menLaccessA
Mar kBookds Pl anner
functionsi see Chapter 6.

MarkBook Course Description

RubricBuilder » Use MarkBook RubricBuilder Section 68 has the Course
Purchase MarkBook RubricBuilder | Descriptionor Course
RubricBuilder Manual Outline.

About MarkBook RubricBuilder

RubricBuilder is available as aonlineoption for all teaches.

1 If your computer is connected the web, opeMar k Book ds Rubri cBuil c
this submenuby clicking Use This will launchthe RubricBuilder website

Click Purchaseto buy a license on lineith your credit card.

The RubricBuilder Manual may be installed locally with MarkBook as a PDF
file. Otherwisej t odlime Click to open it.

9 If connected to the webljek About MarkBook RubricBuilder for details

Setup Menu Setup | Help
The Setupmenuhas usedefined or schoetlefined options Analysis / Reporting
for: ] ) ] Attendance
1 222‘!?(/35:158?.”(1 reporting conversitables See Calculation / Remarks
9 attendancéunctions as irsection 72. Comments
1 calculaton options and custom remarks as in Loimy Lol Bl
section 81. Ernail
1 editing the comment fit parameterssection 1e4. Learning Skills
1 setting date formats. Letter Styles
1 setting up the Email functions. Password
1 accessing the Learning Skilrhinking Skill, Printer Options
Behaviour, Habit$unctions.Seesection8-13.
9 adjusting étter styles, fonts, and preferences for displag printouts
9 creating a passwor&eesection 17.

9 settingprinter optionsSeesection 17.
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Help Menu

The Helpmenu haseveral.pdf files listed Help
in this imageln addition, there are links to Course Description Manual (PDF)
1 YouTubevideotutorials, Planner Manual (PDF)
f the MarkBook website, Print Samples (PDF)
1 Mar k B oFackbbakand Twitter Quick Start Guide (PDF)
accounts Reference Manual (Download PDF)
1 a Policies document. Replace th Using Email
file with your local district policy Using Mark Sets (PDF)

as a file name@olicy.pdf.
Working with MarkBook Web

I f t B eawer@secute fahe current Video Tutorials (YouTube)
edition of MarkBook, Update your version Go to the MarkBook Website

from the Welat no charge s

. Follow us on Twitter
Request Email Support.

Policies (POF)

Click About MarkBook for your version Update MarkBook 2018 (on-line)
numbe.
Ernail Support (support@markbook.com)

About MarkBook

|
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3-2 BACKUP, CLOUD STORAGE, MOVING CLASSES AND DATA RECOVERY

CAUTION : Every computerd at a st orage device is going to
il Aot 6s a matter of i WHENO ! This inUSBudes eve
stick, and diskette If you have only one copy of your data on aingle storage device

like a hard drive, Mu r p h ygéamantdesaawisit from Mr. Murphy, usually the

day before marks are due'Mr . Mur phy is much | esmdel i kel y t
backups! Even if he doedhit one storage deviceyour data is backed up!

MarkBook has a buiin Backuproutine to make another copy of class data, one elass
a timeor multipleclasses at a timé&lways keep at least one backup copy, and preferably
two copies, of all currentlassdata. AUSB Mass Storage deviosill hold all of a

t eac her dassfaders. tyse Backup to

1. Copy current clasdoldersto another storage location through a network oraon
portable storage devidmed a USB memory stick.

2. View or recovercurrent class folders with their data or view/recover di@m an
earlier date

Tips. the MarkBook Backupr out i ne i s Nfdnttiora Rath& aawcapy oA s 6
each selectedclass folder is created but MarkBook continues to work from the
original file location. Make backup copies frequently!

-8 Class  Mark Sets  Working On

Make a Mew Class Chrl+h
Dpen a Class k0

There are fouwaysto access Backup:

1. From theMain Form section 31, click on the
Backup button at the lower left. w 80

2. Click File in the upper menu bar to get this droj BTTZ008
down menu. Click orBackup. Or scroll downto | PEM®
Backup with the cursoard push Ergr on the | EMGMe2H=
keyboard. MFM1P10S
: MPM1D1-01
3. Double click on the red Backup message on { -
Main Form
4. Hold downtwo keys,Ctrl+B, on the keyboard. Backup Ctri+B
Expaorts k
MarkBoak Setup Chrl+5

Select Prinker

Install Sample Classes

However accessl, hefollowing Backupscreenwill appear for making m exactcopy of
one or morelasses in the current direcyor

To save to a external driveor a mass storage device, inf@hnectthat device to the
computerbefore launchingMarkBook. The device may have an earlier backup of the
same classes on it. As in the next image, the Backup screen will show wherg¢hé cu
data is stored in the upp8ourcewindow.
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Selecting Classes and Setting the Destination Path

In the Select Classearea atheupper left 1, click to put a check marin the boxbeside
each classieeding backupMarkBodk will select all classes by defaulllote that the
current location for the class folders is shown asSihércejust above this window.

BACKUP

Most recent: A Backup has not been made. Remind after: |15 ~-| days

Select Classes Make the Backup

Source: cymkbk2015ysamplels [ Ask before replacing fles in existing M. n
hackup falders oy
v 8D Select All ‘ 7
“DEMO include Comment Bank: Start
v 1 h ¥ lhles ¢~ bnk) i
Clear All ‘ files CBOK). e
" Save to a dated folder in the
Checked classes are Destination Path
selected. Click on a box
[l its sl

o change tatus.

2
(Wl

Copying:

Set the Destination Path Foady

Destination: e‘\markbook classes

Drive

|Qe; j Browse

Folder

# MarkBook Classes
(1MBBIO3D0-0215
[1MBMDMA4U10213
[ IMBMDM4U10213 - Copy
(1MBMFM4D10513
[IMBNEWCLASS15
[IMkBk_Backup_2013-10-17

<) Back

In the Set the Destination Pathbox at the lower left2, choose thdocationwhere the
backup class folders ate 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 networle in the
Source then make a copy to any other available drive (e.g. a:, b:, d:, e: etwamother

file or location on the same hard drive. In the example, the user has seleaedriie

as the backup locatiofa USB stick) Double click on folders in th&older window to
display their contentdn this screen example, the user Ipasviously used Windows
Explorer(see section }4) to create a foldeon the USB stickalledMarkBook Classes

but there are no clasdatafolders in it yet.If the receiving destinatioalready has
MarkBook class folders, the$alderswill show in theFolder window.

To warn before ovewriting existingfiles and folders3, check the first cell in th&lake
the Backup box at the upper rightTo include customized comment barmkshe backup
(recommended)¢check the second ceWe strangly recommend keeping the third cell
about a dated folder checked @lick Start at the upper right. As the backup proceeds
file names will flashbriefly in the Copying cell and ascrollablereportlog will appear in
the large window at the lower rigbt the screen.

Once a backup has been made for any class, MarkBook will retain the date of the backup
as part of the folder nanmand provide a warning on thilain Formas in section 4. It
will also displaythe last backup date at the top of this screen.
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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 thereds a co
portable storage drive such as the US
Mass Storagedevice, transportthat
class data from one computer to anot
as covenient. Open the class from t
portable device drive on the nex
computer and back up the class folder
the hard drive. In this case, the Sour
Path will be e: and the destination wi
be c\MkBKk2018 or other location as
you sedit.

With employer prmission, ¢achers

should install MarkBook on personal/lhome PCs as walhdke computers at work. Use
Backup to fequently refresh each computer with the most recent class folder data. The
MarkBook license permits each teacher within the licensed giminstall MarkBook on

all of the computers used by that teaclegnsee.

Email Your Classes

Ther eds another
MarkBook data toother computex » Computer » Removable Disk (E) »
Use Windows Explomreto make a [ fie edt view Toos Hep

new folderin a known locationon | ommize~  jopen  Shewin~ B > W~ [ @ |
the current computeor on a USB | % propbox 2
stick with a madeup name like | _ . -
i Mar k Bo o lo_. Chealdile B Documents
name is entirely up to you b:| o s
should be unique so that othd g e
teachers donot
Backup the classes into this foldg *"emeree
as per the aboveechnique.Y 0 U @ = computer
end up with a Backup folder likg| & sssz6000s ()
thIS e Removable Disk (E:) i MkBk_Bac::.np_ZOlS-OZ-OB - 5

MkBk_Backup_2015-02-03
File folder
s Date modified: 2015/02/03 3:47 PM

m

1 item selected

|
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Then, eplore to that folderyight click on it and select th8end tooption. Click on
Compressed (ziped) folder. This will generate a nevip file with all of the current
classes inside itWindows may insist on saving the new zipped file on the Desktop.

F i

Open

Open in new window

Share with

Merton 360 Premier Edition
File Protect

File Unprotect

vhPD

Search for protected files

Lresktop (create shortcut

3 Documents
%3 Dropbox

And youbl |

File Edit Wiew Tools Help

Organize * ;ﬂ Open with WinZip Print
- Libraries

3 Documents

J‘f Music T

=| Pictures

E Videos

m

& Homegroup

m.‘|_ » Computer » Removable Disk (] »

Burn MNew folder

WinZip File

1M Computer - MkBk_Backup_2015-02-03 zip < I

MEBk_Backup_2015-02-03.zip

Date modified: 2015/02,/03 4:15 PM
Size: 97.0 KB
Date created: 2015/02/03 4:15 PM
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Whether the .zip file is on the desktop or in the same location as the Backup folder, locate
that compressed & right dick on it, click Send toand clickM ail recipient.

S Py o |[% Search Re
&I (= » Computer » RemovableDisk®) » P —— [ || seorn e
File Edit View Tools Help

Organize « __—f_!OpenwwthWinZip - Print Burn Mew folder = -~ 0
=l Libraries
=] Documents Open with WinZip
J Music Print
L BT = Open with 3
E Videos QO Morton 360 Premier Edition 3
"y File Protect
e@HumegrUup -
v 1, Compressed (zipped) folder
:'.'i_ Computer i MkBk_Backup_2015-02-03.zip Cut Bl Desktop (create shortcut)
MEBK_Backup_2015-02-03.zip ey D Documents
WinZip File %% Dropbox
Date modified: 2015/02/03 4:15 PM EiesieE Rl 2=z Fax recipient
Size: 970 KB Delete ) Mail recipient
E_ ‘j Date created: 2015/02/03 4:15 PM Rename Skype
The computerds email softwarasinthenextimhggaunch an.

Enter your email address in tie: line andSendthe file to yourselfat homeand/orto
an administator as required.

From - Rob
To...
Send

Cc..

BiC..

Subject: Emailing: MkBk_Backup_2015-02-03.zip

Attached: "D MKBK Backup 2015-02.03.zip (101 KB)

Your message is ready to be sent with the following file or link attachments:
MkBk_Backup_2015-02-03.zip
Note: To protect against computer viruses, e-mail programs may prevent sending or receiving

certain types of file attachments. Check your e-mail security settings to determine how
attachments are handled.

When you get to the computehere you wantiset he copy, opemailt hat mac
softwareprogram receive the email with the attachment and save.zi@attachment to

a known locationUnzip it to expand it into @atedfolder 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 tooksecien 141.
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Recovering or Reviewing Data as of a Particular Date

For a variety of rasons, a user may wish to view or recover data as of a particular point
in time. Frequent datedarkBookbackups make this possible.

This example is dated Jan 29, 2012, and uses three 2011 classes backed up earlier in
January 2012.

As per arrowl in the rext image, it has been fodays since the user last backed up the
current class (and possibly all classes)a USB stick (drive e:)Arrow 2 shows that the
user has backed ume or more classes threepreviousdates: Jan 15an20 andfour
days ago n Jan25. If this user clickedthe Start button,a fourth folderwould becreated
and datedoday(Jan 29)

BACKUP Most recent: Jan. 25, 2012 (4 days ago) Remind after: |15 ~| days
Select Classes Make the Backup
Source: c:mkbk20114zamplel1 - el sl g s
v 8D Select All existing 'MB' backup Folders. J.v.-L/
v| DEMO = v dnclude Comment Bank;
EMiMPI0s T fles brik) Start
v Save to a dated folder
in the Destination Path
Checked classes are
selected. Click on a box
to change its status
Copying:

Set the Destination Path

Destination: e\markbook classes

Ready

Drive

‘ e j Browse

Folder

“Het
& MarkBook Classes
L1 MkBk_Backup_2012-01-15
[ MkBk_Backup_2012-01-20
(1 MkBK_Backup_2012-01-25

ﬂ Back

To open any class in one of these dated folders, exit the Backup window to return to the
main frame, as pesection 31. dick File in the upper mnu bar and select Open a Class.
Select the location of the backup dafaive e: in this example, double click on the
backup folder of the desired point in tim2012-01-25 in this example, and open a
selected class within that folder.

See section-3 for details on how to use Restdrereplace a missing or damaged class
folder.
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If the original class has been damaged | Drive

deleted back up this older class into th |fEle: j
default primary location to replace th
damaged/missing clas#lso see the Restord

function in section 3. e\
aMﬂrkEuuk Classes

% MkBk_Backup_2012-01-25
[ JMB8D11

[ JMBDEMO11

[ JMBMFM1P10511

Folders

4 1M Computer
- &, S3A8346D003 (C:)
4 Removable Disk (E:)

This imagefrom Windows Explore shows the 4 . MarkBook Classes
contents of the USB stick (E) with four date 4 | MkBk Backup_2012-01-15
folders each containi - -

classes as of the date backed up. . MB8D11

. MEDEMO11
. MEMFM1P10511
4 . MkBk_Backup_2012-01-20
. MBED11
. MEDEMO11
. MEMFM1P10511
4 MkBk_Backup_2012-01-25
. MBaD11
. MEDEMO11
. MEMFM1P10511
4 . MkBk_Backup_2012-01-29
. MBED11
. MEDEMO11

. MEMFM1P10511

|
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Using i T hGloudo with MarkBook for Automatic Backup and Sharing

If you use MarkBook on more than one computer, Clseivices designed tgrsc files

on the hard drives of those computers will let you work seamlessly on each machine
using the most upo-date dataNo need for U8B sticks or remembering which copy of
your data is the latest. No FTP or enmgjlzip atbchments.

While this is not an endorsement, Wwave tested, used and like Drap8 OneDrive
iCloud Servicesind Google Drive

Services reate folders on each of your computersl then, when changes are made on

one computerf h ey 6 r e autorpaticallyie gour Cloudaccount andhen in the
matching folders on each computer thatods sy
MarkBook class folders and files are located in yolaud folder on each computer, your

data is updated on every computer attached to your Cloud account

Following is an gample usingDropBox (www.dropbox.com All of
these services work in a similar manner. o <

Dropbox

1. Ifyou dondét have an BropBaxontcampuer A Ehssavilf setupnn st al |
online account with 2GB of free clowtiorage and createlxopBoxfolder on that
computer. Folders and files in tBeopBoxfolder on this computer will be duplicated
andupdated tgyour online doud account.

2. Create a folder in youdropBoxfolder for your
MarkBook data. Its name is up to you but is shou

notst art with .the | ette Public Photos  MarkBook
I Data

3. If you have created classes in MarkBook
already go to Step 40therwise, open
MarkBook, set your default path to your
MarkBook folder inDropBox (e.g.
c:\dropboXxMarkBook Data)and proceed
to create classes and enter data. Go to
Step 6

School Year: ‘ 201 2/201 3 a

Drive
Open the Class From: | &) c: [V-DT2-C] ~| Browse
Folders

Gl [T

“Jdropbox
\ = MarkBook Data

|
80 MarkBook® Reference Manual, Version 12.5.8


http://www.dropbox.com/

4, Use Mar kBookés Backup r ®wopBoxfoklertRemowethpy your d
checkbesidd Save to a dated foStader ... 0 before you
BACKUP Most recent: Apr. 22. 2013 (Today) Remind after: |15 ~| days
Select Classes Make the Backup
Source: cmkbk20124sample] 2 e e s (s 0
v 8D Select All exizting M B backup folders. '\‘-‘/}’
Pll]5 g v Include Comment Bank Slaﬂ
[MEM1PI05 | Clear All files [=.bnk).
E Savetoadatadfo\derlnthj ‘ ‘
Checked classes are Destination Path
selected. Click on a box
to change its status.
Copying: |termmfm1p105.¥12
Sel the Des“na‘ion Path Backing up general files - see above
I—:D_estinalion: chdropboximarkbook data:l Backing up: 8D
Drive - creating folder: MBBD12
|Qc: M DTZ0] j Browse ﬁ:::s};::g files - see above
Folder - .
A B.a'.i'.‘é';%r'.‘;’ Ioldor: MBDEMO12
23 Dropbox - copying files - see above
& MarkBook Data - finished
Backing up: MFM1P105
- creating folder: MBEMFM1P10512
- copying files - see above
- finished
Finished
5. Once the Backup is complete, restart MarkBamgen your class from the
DropBoAMarkBook Data folder. Reset the default path to this location.
6. On your other computer(s), install tbeopBox software.Since you have an account
already, you wondt have to go through the 06c]

all the files in youDropBox doud account will be copied to yolropBoxfolder on this

computer.

7. Once theDropBoxsoftware is installd on each computer, changes made to theifiiles
the DropBoxfolder on one machine will be automatically updated on all the other
computers attached to yoDropBoxaccount.

Some Notes aboldropBox OneDrive iCloud Srvicesand Google Drive:

1 Currently, DropBox provides 2GBof free storageOneDrive provides 1B,
iCloud Services provides 5GB and Google Drive provides 1%5fBBrgesstart at

$10/month to go over this limit.
1 You must install theéOneDriveD e

sktop

order tocreate @neDrivefolder on your hard drive that syncs with the Cloud

1 Other Cloud services that create folders on your compwger h ar d

with that Cloud may also work
Search ACloud

dr i
with MarkBook as described faropBox
Sdervices that prode bhty vCéowdestorage

cannot baised this wayor automatic backup and data sharing

3-3 RESTORE A CLASS

MarkBook® Reference Manual, Version 12.5.8
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Sometimes, it may be necessary to restore a @lassa backup copyif the original
class folder has beeed et ed or damaged, AND
make backup copies), then this Restaratine will replace the missing atefective

class(es)Restore is Backup in reverse for one class at afinfe. a «c | as s
may be appropaite to use Restore.
To commence Restariaunch MarkBook to get thePEN a CLASS screen:

Today: May 12, 2018

(Saturday)

2018/2019

School Year: ‘

Drive
Open the Class From: |[Sc:[53A8346D003]

Folder
ey
JMKkBk2018
& Samplel8
DF!BHEBIS
(mMBBD17
[1MBBD18
[ IMBDEMO17
[1MBDEMO18
[ IMBMFM1P10517
[ IMBMFM1P10518
[1Photos

jiem
C’%%‘OUP

THE

Sawve As Default Path
Clear Default Path

O | o o Version 12.5.8
MarkBoolk: >
OPEN a CLASS |77 Open
Select a Class: ‘BD ﬂ I$ N cl
; ew ass
SCHOOL YEAR and CLASS LOCATION ﬁ Restore

¥
=
\(1I[Tube

Quick Start (pdf)

Planner

Tutorials

Click the Restore button (seearrow above at the right of this screehe following

yellow panelwill open.

RESTORE a CLASS from a
B

MarkBook remembexrthe
selected class from the

Class to Restore: ‘SD

BACKUP 2

2015

Open a Class screen (8D
in this example), the
location where the selecte
class was last backed up
(Path to Backup) and the

Path to Backup: |e:\MkBk_Backup_2l]1 5-02-03

Locate Backup |

location where the missing
/ defective class folder is
supposed to be located
(Destination Path).

Destination Path: ||:::\mkbk2l]1 bisample1h

Set Destination Path |

 Restore Class |

Cancel |
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If the path to the latest backup cagytheclassl o e s ndt appear automati ca
button labelled_ocate Backup to get this dialogue box:

RESTORE a CLASS from a BACKUP ?

@l Use the navigation tools in the following dialeg box to set the path to
WLV the Source class. Class folders begin with the letters 'MB'

Please:
-» Do MOT click on ANY folder that begins with 'MB',
-» Do not delete the 'rmessage’ file name,

Click on 'Save' to select the current Path.

Read the message, cli€k, andMarkBook will open a browse function enabling you to
search antbcate thefolderwhere all of your backupelassfiles are stored:

- H
Set the Destination Path =% I

O =] corvic > Renoevsier s | 16 | Seoferoobieosre o)

Organize - Mew folder == @
> [ Documents “ | Name Date modified Type Siz *
P J' Music .
fseventsd 2013/06/23 8:22 PM  File folder
I» (&= Pictures . .
i Spotlight-V100 2013/06/20 9:12 PM  File folder
[ E Videos .
Trashes 2013/06/20 212 PM  File folder
| . Assignments 2014/02/12 4:53 PM  File folder
I ¥ Homegroup .
. MarkBook Classes 2013/09/03 215 PM  File folder
L Misc 2014/02/12 4:20 PM  File folder
48 Computer L -
= . MkBk_Backup_2015-02-03 2015/02/03 3:47 PM  File folder
i & S3AB346D003 (C:) -
| " = ble Disk (E) 1. MkBk2015 Type: File folder
[~ rlesunn il A S Date medified: 2015/02/03 3:47 PM
| O Booklet e
e _ Size: 401 KB
b € Network | | I Readings and Questions Folders: MBED15, MBDEMO15, MBMFM1P10515
W Networ - Files: 4Levels.scm, 12ABC.scm, 12Levels.scm, COMMENT.BNK, ..
File namefl Do MOT click on ANY 'MB' folder - Click on 'Save’ to set the Path. -
Save as type: [AH Files (*.%} v]
= Hide Folders [ Save ] [ Cancel l

|
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Note the items circled in red in the previous image.

As per thepreviouson-screen instructions, do ndlick on a class folder. Once you can
see your classes (in this example, the classes arfelioter called MkBK_Backup 2015
02-03), click Save MarkBook reopens the yellow screen with both paths now identified:

RESTORE a CLASS from a BACKUP 2

Class to Restore: ‘BD j 2015

Fath to Backup: |EI"-_HkEk_BﬂEkup_2|]1 5-02-03

Locate Backup |

Destination Path: |C:"-_MkEk2I]1 b\Samplelb

| Set Dezstinahion Path I

Restore Class

Cancel

1is the source folder where ttatestbackup copy is located.is the folder location
where the missing or daftive class is to be reged. Ome the two paths are selected,
click Restore Classt the lower right.

MarkBookwill make a copy of the class in the Destination Path locasqer this
messagelt will over-write the existing class folder, if present. Of course, the data from
this Restore is current as of the last bacKiljzk OK to open the restored class.

RESTORE COMPLETE ‘ . S|

| The Restore from Backup for 80 - 2015 is complete,

~ Click on '0K' to open this class from C:\MkBk2015'Samplel5
oK \I
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CLASS LIST LOAD ERROR: File not found [t S

Trick : if a file in a given
class is nissing or corrupt,

MarkBook may refuse to
open the classand it will

report an ERROR message
like the one here Use
Restore to fix.

P | Unexpected Error while trying to load:

cmkblk201 3 samplel N MBED1 M CLED. Y13

OK

Help 9

Click the red question mark at any time for corisadsitive assistance.

Create a New Class from an Older or Current Class

See section-9.

MarkBook® Reference Manual, Version 12.5.8 85



3-4 ANECDOTAL NOTES AND TELEPHONE LOGGER

MarkBook cankeep a running anecdotadcord for each student. Export these records,
individually or collectively, to a word processor for formatting and printiDg.export

t hem t o MeomrkeBtoonsku@tonscreen (see chapter)lid merge themnio
MarkBook Student Report cards.

Pedagogically,iere are two ways of usingecdotal Notes. One is a strategy for keeping
a history of interactions withthose few individualgplus appropriaé administrators,
counsellos and parentsjlisplayingacademidifficulties or inappropriatdoehavioursSee
the first example followingThe other is to prepairetextual analysis for evetgarner in
the class and theto report thee prognoses and recommendations with MarkBook or
other reporting deviceSee the second example following.

From theMain Form section 31, click on theNotes button to the left of the student
names in the upper half of theasen to reach this next imafg typing notes

O T
2. Beach, Shelley -g

| Insert: Name: CTRL+ N  Date: CTRL + D :l

Feb 15, 2015 - Gave list of missing work in math - current mark is 35% -

Feb 19, 2015 - Called mother at 555-3758 to discuss missing work. Mother
promised to discuss the matter with Shelley and Mr. Beach.

Phone Numbers:
555 3758
555 4243

Use theup/downtoggles to the right of the current student's name to select any student in
the class.

Click the cursoiin the white windowand press th€trl andD keys simultaneously to
insert today's date into the box. MarkBook widle the specified date format from Setup.
Similarly, pressCtrl -N to insert the selectestudent's first name. MarkBook hasgell
checkerrunning in this windowi a rad squiggle underlines arword not found in the
dictionary.

Tip: research indicatesthat detailed descriptive feedbackrequires teaches and

learners to have a thorough understanding of what is to be learned
(objectiveskexpectations) and the steps along the wayo this end,usethis anecdotal

Notes tool and/or MarkBookb s Co mme n't f un &0y to provide that hapt er
feedback

|
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An analytical paragraplmay be typed for each learnas inthe next imageOnce a

paragraph is ssembledexport the whole file to a word processor for formatting. Print

and cut up for distribution. Oimportt hese paragraphs into MarkE
screen and prirdr Emaila MarkBook reportSeesection 167 for the processThis latter

technique is recommended since theparts may include three kinds of feedback:
numeric/letter/levemarks, avisual graphic presentation, pltres anecdotalext. Seethe

sampleprintouts in section 118 and the two kinds of éedback inAppendix A2. The

comment can also be exported to an dadficeport card as pesection 169 andsection

135.

COct 23 Dan has an excellent understanding of the concepts taught so far. He has minar difficulties
with language and communication skills. Dan and | hawve discussed this and agreed to an on-
going weekly plan to acquire new vocabulary and fluency owver the next frve manths. We've
planned to add a dozen subject-specificwords to his vocabulany each week and hawe him
employ those wards in his written wark in & manner that indicates his understanding of their
meaning. At home, | recommend that he review both old and new wards regularly to re-enforce his
skills.

Anecdotal Notes View Menu Send To.. Font Selection
The Viewmenuvaries how the text is displayeah o 8 Paint
screenClick to lect preferred options as desired. 10 Point
v 12 Point
Mormal Text
v Bold Text —
Anecdot al Notes fiSend To é0 Menu

The Send Tmenuéexports all accumulated text to Notepadanother word
processarThis permitsformatting the entire note prior to pring.

This optional aecdotal Notes tool is entirely independent of the class assessment records
and attendance records. Where class files ardacked up, as in section23 the
anecdotal notes will be copied into that backup file.

Right-to-Left Typing in Notes

If your computer has a Right-Leftlanguagée n use, and youoddefte sel ect ¢
font in Mar kBookb6s Set up/ Colddome tharightAltkey i ck i n t
and click the lefShift key twice The screen will now enter characteght-to-left as you

type
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Phone Logger in Notes

Note the telephon@umber(s) belowt h e st u d eFRort d@tails gnhadding and
editing phone numbers, see sectieh. 4For importing phone numbers, see sectidn 4

Tip: when making calls, we reconrmend using thisNotes tool to log detailsType a
summary of the conversationon the screen When finished, hang up, select the next
student usingthe down toggleand make the nextcallUs ed t hi s way,
to leave the Notes screetb make a sees of calls and itodéds much
there will be an adequate record of the conversatidg).

‘ 2. Beach, Shelley -2 49% clese Hissing of 40

- Average: | 67% MoMark: | 1
MarkBook CY 2015 - ANECDOTAL NOTES - 8D (2015) r r Median: | 68% Zero: | 9
View SendTo.. Font Selection Save and Return
Modal Analysis | Compare | Publish

Term: [ALL] - Category: [ALL] - Type:S._.
‘ 2. Beach, Shelley jH wy gor[AL = Ty
+ Class —1 | Options
Insert: Name: CTRL + N Date: CTRL + D Avg X Level Remarks Sart by:
] 10 4 )
Feb 15. 2015 - Gave list of missing work in math - current mark is 35% 5 2 2+ ' Entry + " Enty-
2 12 1  Mark + © Mark -
Feb 19, 2015 - Called mother at 555-3758 to discuss missing work. Mather promised to 2 12 1 " Date +  Date-
discuss the matter with Shelley and Mr. Beach. 2 -22 1
8 8 3. " hlpha + " Alpha -
1l -6 3
Phone Numbers: z ;z ﬁ Absent © Tem " Type
555 3758 5 -5 2 " Categary
555 4243 3 3 1
0 -60 R
3 29 4
8 -1 2+
6 27 R
0 13 3
6 -66 R
2 -22 1 ml
8 -8 3 -
3 73 R
B0 20 L+
3 29 4 k=3
Factor combines Entiy and Category weights.
¥ Show Mark % I wiRank &' d,ments
. Save and Return — -
I~ Show Level W Round Dff l—(\EMt

. - Back
| I~ Shaw Mode [~ Mode as % g Notes ﬂ

Trick : when including achievementin a discussionwith 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 ta convenient
location in order to view the details behind as in theimage above This enables
simultaneous typing while viewing aclevement details for the conversation.
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3-5 BULK EMAIL FUNCTIONS

MarkBook can import and store multiple parent and student ExddilessedMarkBook
has an internal Email utilitthat fires off bulk or individual messages to selectedqreys
Ineffec t Mar k Bo o k oduttons a tegulareemail préig&dla rieed to use
Outlook or similar tooldor sending EmailHowever, a user must have an Email program
in orderto receive email includingopies andesponses to MarkBook messagest.

Use MarkBook's ability to rapidly and conveniently send bulk or individual Email to the

entire class, to parents, to selected groups, or to sektatbehts

Entering Email Addresses
From theMain Form section 31, click on theClassbutton to gethe following screen.

Locatethe fields for student and pareBimail addresses. Collect these addresses from

students and fill in these fields aas t
in section 44 throudn section 48.

There are two styles for Emaitidresses. The first is a "raw" Email address, e.g.
outahere@awol.net

The second style (showin the nextimage has the recipient's nanplus the address.
Note the style- each raw address is sandwiched betweesnd > bracket symbols.
Outside of the raw addresdp not use punctuation symbols in an Emaihddress
Periods and commamay interfere with the Email delivery processes on s@@e/es.
For instance, the salutatidr and Mrs does not contain periods in the example shown.

DAY, BONNY
Male: 13 - Female: 10 ([Total: 23)
Last Name: |Day 1. Arkand, Samantha
2. Beach, Shelley
First Name: |Eunny 3. Bell, Clarissa
4. Boame. Gerald
Gender:  Male * Female 5. Boyce. Daniella
6. Bridges. Cam
Home Form: [06D -
8. D'Lionne, Daniel
Student Number: |l]l]54l]4 r 9. Duguid, Kenneth
10. Dundee. James
Code Name: |C|:|ra a6 11. Hill, Samantha
12. Ho, Heidi
Program: | [~ Show as* 13. Houston, Roger

14. Hughes, Amber

Birth Date: Month: |12 Day: |11 Year: 2001 15 lves. Simon

16. King, Joseph

Age: 13y 1.9m Average Age: 13y 7.4m 17. Lee, Mary
18. Lowe. Glenda Delete: Bonny
Phone #1: |555 13m 19. Moss, Peter

20. O'Shanter, Tam Press Enter or Tab to

Phone #2: 21. 0'Shea. Rick P
Iy edits.
| 22. Silver, Stirling apply edis
Student e-mail: |E||:|nn3,|r Day <outahere®@awol.net> 23. Wilco, Roger

Parent e-mail: |Mr and Mrs Day <mompop{@awol.net>

Miscellaneous:| |slergic to hamework. P
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Multiple Email Addresses

To enter more than one Emailldress in a fiel, separate these with a seznionanda
space. Multiple addressBHJST have <> brackets around each address:

<pops@awol.net>; <mom@hottmail.com>0OR
Mr Day <pops@awol.net>; Mrs Day <mom@hottmail.com>

Al t hough Mar k Bforahe dve Enedifi¢lds sre stnall| thetoragesizes of
the fields arealmost unlimited Each fieldcould hold dozes of addresses and send mail
to all, provided thateach address is encasedcin brackets and separated from the next
address with a sersblon and a spac€lick and scroll to see the rest of the field. Or, put
the mouse cursor over the cell and #rgire contents will appear as in the following

image:
B} [
Student e-mail: |Skip Daley <outahere@awol.net> 23
Parent e-mail: |l.net>; Mrs Daley <mom&hottmail.com>

|Hi3[;g||a;ll"f1r Daley <pop@awal.net=; Mrs Daley <mom@hbaktrmail.coms

Dondt expect to get Email addresses for ever
and a few othersare unwilling to provide their addresses. However, keep asking.
Experience indicates that more addresses will come in each time a message itheent to

entire classdtudents and their parehtStudents adore getting Email and will typically

supply an ddress 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 sectied 4

through section 48 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 addresse Topics vary from extracurricular activities like sports,

upcoming events like exams and parent interview dates, links to items on the
school 6s website, suggestions and tips for
school sees fit.

|
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Selecting Recipients for Bulk Email Messages

To begin MarkBook's Email proceskclick the Email button at the centre righf the
Class screen Or click the EmManlForm astintsection-d, o Mar Kk Bo o

get the following screen:

EMAIL- 8D (2015) Class Description
Add Names
Send To: ¥ Parents ¥ Students 2
. = - 0. Roger Users are salely respansible for the Edit Names
accuracy. subject matter and content
2. Beach, Shelley 14. Hughes. Amber of email and must ensure that such UnDelete Names
3. Bell. Clarissa 15. lves. Simon communication complies in all —
. respects with the policies of their
4. Boame. Gerald 16. King. Joseph Board or District. Attach Names
5. Boyce. Daniella 17. Lee. Mary
5 Bridges. Cam  [118 Lowe. Glenda Birth Dates
v 7. Day. Bonny /[119. Moss, Peter e
8. D'Lionne, Daniel []20. O'Shanter. Tam
9. Duguid. Kenneth [ 21. 0'Shea, Rick Checked names are ‘selected”. Click pe—
10. Dundee, James 22. Silver, Stirling box ta change. Timetables/Lockers
11. Hill. Samantha 23. Wilco, Roger
12. Ho. Heidi Clear All
Subject: | ko
Atiached File: [C:AMKkBk2015\Sample15\Introduction to Guitar (AMG20) .htm Browse | Clear | Anecdotal Notes
NO EMAIL ADDRESS ﬂ-—- ] : I
Message: Seating

_ Print
(€% Sorv! Thereis no email address availsble for Gerald Boame or his —
&Y parentis).
Find Photograph Files

Update from File I
Export to MB Mac /i0$

Not Ready - See 'Setup Menu > Email'

2 Click one or both céd at the upper lefiTo select those persons to receive Email, check
or uncheck théndividual nameslf thereds no address for a selected student, MarkBook
will pop up a warning as showmo clear # selectiors, click the Clear All button.

3 We recommed checking thesend a copy to meell. See below.

Creating an Email Message
Type aSubject and aMessage A spell checkepperates on th#essagewindow and
underlines words not in its dictiona Before sending, have a colipee read and reead
the Emalime mo to ensure that itoés free of spellin
professional imagis on the line it will suffer if there are errors.

Attaching a File
Use theBrowse button to select a file for attachment. Items could include a host of
different document types such as a Course Descripgtsom section @, assignments,
rubrics etc.

Sending the Email
Enter the SMTP Hosaddr ess under bMsaim ded@ianoBk The woBle t u p
Readyappears on ik screen. Once the SMTP is entergdier Setupand the computer
is connectedo the Internetclick the @ Sendbutton. 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, cttekSend a copy to me togell.

Tip: someMarkBook users wish to keep copies of all Emails sent to students and
parents. In this case, creat®ne or moreboxes in your regular Email program (e.g.
Inbox, Outbox, Deleted Iltems, MB Mail). Copy yourself with all outbound messages
from MarkBook. After sending messages from MarkBook, open your email
program, send and receive, and themove the received copieBom your Inbox into
yourn e w A MB bdW#or ah fistorical reference.See the same recommendation

i n Mar kBook&s Efonation, sectiend¥r t car d

Not all SMTP serverautomaticallyallow MarkBook to send Emai¥ou may be abl¢o
bypass common blocks by setting the appropriate Port and SMTP profcolswith
your IT department and youlmternet Service ProvidefiSP) to unblock MarkBook
EmailsSee Mar kBookédés email setup.

Software communication progmmes ike FirstClass (see section-¥Bcan be set up to
send Email. FirstClasand similar programmesan bypass a port 25 block.

Confidentiality of Email Addresses

When sendinga common message more than ong@erson, 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 Informations3gm (SIS) software may be able to store and export
Email addresses. If this is the cadeit the addresses are not yet in the $i8t and
deliveryour gatheredEmail address information to the office so that the adésesan 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 electronicaftpm the SIS as in section 4 throwgh 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, willsave everyone tons of time and improve accuracy! If
the student information system has Email fields and an export to MarkBook, enter
all newly-collectedaddresses into the SIS at the first opportunity. Then, on the next
0Updat e F(see sectibni#), allGeachers will get the collected addresses for
all students in all classes.

Private Student Report Cards by Email

MarkBook canalsosend private Email report cards to students and parentsegeen
11-7.
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Some Precautions

Caution: all recipients will get your return Email address.

In the beginning, expect some Email to bounc
typing mistake in any recipient's address, the Email weiltdéturnecor go to the wrong

party. Inthe circumstance wheredividuals do NOT get youEmail, ask the affected

students to provide the address(es) again, edit these fields;tand re

Email Policies

Increasingly, schools, districts and teacher federations have pdalloies Internet and
Email use. For instancehere are some guidelines from OSE#HHEESO (a teacher
federationwww.osstf.on.ci

Using these guidelines, you can reduce your risk of harm through inappropriateecyb
conduct:

DO:

A Maintain exemplary professional standards
parents, colleagues, and administrators.

A Al ways keep a copy of your email messages.
A Use a professional voice when communicati n

A asignature that includes your name, assignment title, and workplace.

DO NOT:

A Share your password with other colleagues
A Leave your computer on and unattended when
A Send unnecessary attachments with email s.
AWrite emails using capitals; it is interpreted as shouting. Do not use cyberspeak

(LOL, Ur).

A Use your home computer or email to contact
A Permit images of yourself to be taken
privacysafeglards.

A Post criticism of administrators, coll eagu
sites.

(from

http://www.osstf.on.ca/adx/aspx/adxGetMedia.aspx?DoclD=8547,550,541,442,365,Docu
ments&MedialD=2384&Filename=cybersafeggmphlet.pdf

This websitecontains excellent recommendations about cyber bullgng internet
safety.Pleag make yourself aware of local policiasd recommendatioren the use of
Email communication within your district.

|
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4 Ent/&di b/dmgporting Student Per sc
1

4-1 ADD/DELETE STUDENTS, DOBS, PHONE #S, EMAIL, CODE NAMES

Reach this screen from MarkBooW&ain Form section 31 by clicking on theClass

button. Use this Add Namesreen to add/delestudents or to edit student information.

If creatinga new class, andehr e 6s a t ext file of student roe
names plus other fields electronically as in sectiefh ©Or, update theclassroster

electronically as in section8&

Adding Students
To add new studentslick the Add Namesbuttonat the upper rightind enter the first
five yellow fields (Last Name, First Name, etc. down to Student Numbles any
others. Click on thé&dd [Name| button at the centrend 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 keyves 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 currestudent list in the centre column. To correct a mistake, edit the
cell or clickClear Name.

ADD NAME: 24 Class Description

Male: 13 - Female: 10 [Totak: 23] Add Names
Last Name: || 1. Arkand, Samantha
2. Beach, Shelley
First Name: | 3. Bell. Clarissa
4. Boame. Gerald
Gender: ¢ Male + Female 5. Boyce. Daniella
6. Bridges. Cam

Home Form: [~ Use Class Code 7. Day. Bonny

8. D'Lionne. Daniel

Student Number: [~ AutoInc. 9. Duguid. Kenneth

10. Dundee, James

Edit Names

UnDelete Names

Attach Names

Birth Dates

Email

Code Name: | 11_ Hill, Samantha
12. Ho, Heidi
Program: [~ Ghow as ™ 13. Houston. Roger e
14. Hughes, Amber
Birth Date: Month: Day: Year: (2005 15_lves, Simon a1
16. King. Joseph o
Age: nla Average Age: n/a 17. Lee, Mary
18. Lowe. Glenda Add Name
Phone #1: | 18. Moss. Peter
20. O'Shanter, Tam
Phone #2: | 21. 0'Shea. Rick Anecdotal Notes
22. Silver, Stirling
Student e-mail: | 23. Wilco, Roger Clear Name Seating
Parent e-mail: | ¥ Quick Entry Print
[Misceliancous] A
Find Photograph Files
Update from File

+l Back

If all students are in the same Home Fi2hass, click theJse Class Coddutton and the
Home Form box will autdill for each added student after the first entifyt her eds no
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need for eme of the five required fields such as Home Fomstudent Number, enter
any unique number or letter (e.g. "1" or "XAuto 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[Namg] button Click it once.Or click the Delete key on the keyboatshdelete
students at any time.

Code Names

MarkBook will automatically assign %letter gibberish code name to each studenthe

class is saved. If desired, have students give a secret/anon@moesNameto 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-regoest
experience, expect 1% to 2% of students to make this requesteasactsge section2

for some suggestions on sgtiag code names arsgéction 910 andsection 911 for more

details on the uses of code names for reporting to students and parents.

Telephone Numbers and Email Fields

Use the optional TeldywneNumberandEmail Addres<ellsto enter useful information
about students (parent home & work numbers, special program needs, medical alerts
custody alerts, et This information can be collected directly from the students and
added to these fields later. Or, the school administration may providafthimation by
memoor electronic download

HUGHES, AMBER Class Deaription

Code Name: |M5 Impossible 11. Hill. Samantha

Male: 13 - Female: 10 [Total: 23] Add Names
Last Name: 1. Arkand, Samantha
2. Beach, Shelley
First Name: |Amber 3. Bell, Clarissa

4. Boame, Gerald
Gender: © Male + Eemale 5. Boyce. Daniella
6. Bridges. Cam

Edit Names

UnDelete Names

Attach Names

Home Form: |08D Ia 7_Day. Bonny
8_D'Lionne, Daniel
e Birth Dat
Student Number: (002084 sl 9. Duguid. Kenneth = aes

10. Dundee. James

Email

12. Ho. Heidi

Program: [~ Showas® 13. Houston, Roger
14. Hughes. Amber

Birth Date: Month: |2 Day: |1 Year. |2005 15 lves, Simon
16. King. Joseph Q
Age: 13y Z.4m Average Age: 13y 2.4m 17. Lee, Mary
18. Lowe, Glenda Delete: Amber
Phone #1- [555 9353 19. Moss, Peter

20. 0'Shanter. Tam

Timetables/Lockers

Anecdotal Notes

Press Enter or Tab to

Phone #2: 21.0'Shea, Rick Iy edit
! 22. Silver, Stirling apply edits.
Student e-mail: | 23. Wilco. Roger Seating
Parent e-mail: | Print
Miscellaneous: ]

Find Photograph Files

Update from File

+l Back
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The Telephone andmail fields can holdots 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 viewasllimit. Or, put the cursor over theelt to show its entire contents:

210, TIshanter,
Phone #2: |F".l.lr 212-678-9012 MW 212-001-1298 x 21. 0'5hea, Rig

FW 212-678-0012 MW 212-001-1298 x234 FC 212-384-0001 MC 212-555-9999]rli
- E - : 1100

Trick: 1 f there are multiple telephone number s,
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 thextension number

Caution: Mar k Bo o k 6 s (LiptfFormat foron t section 53, and Loaned Items
form, section 57) with telephone and Email fieldsare limited to 30 charactersper
field. If there are more than 30charactersin these cells, only the first 30 will print.

Miscellaneous Field
This field is designed forextra information of any type. Medical alerts, health card
numbers (if allowed!), custody alerts, anstra 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 Miscellaneousto show the contents as
in the next image.
Mizcellaneous:| |Severe peanut allergy. Epipen in office. . ) .

Mearzsighted - must zit cloze ta the front of Click on the wod Miscellaneousto hide

the clazsroom. Custody with father only. the contents again.This view/hide
function is handy if someone who
shoul dndt see the message
screen.

Birth Date (DOB)
Enter theBirth Date for each student and MarkBook will calate student ageto a
tenth of a month and update tblass average ageAll age data automatically updates
whenever a class opens. As long as the computer's clock is set to the dategct
MarkBook will display current ages and print this data on Student ReparkBook
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will also provide birthday warnings. All ages will display in the Class Report as in
section 91. Print aBirth Datesand age list by clicking that butt@ the right

Student Numbers and Code Names

The Student Number and anonymousode Namefields accept any alphanumeric
characters. MarkBook pduces 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.

9 Although most teachers will not wish to use these two fields for pespather
than those intended by MarkBook, they could be used in other ways. For
instance, replace the Code Name or the Student Numitheeach student's first
name. Then sort and print a Class Report in first nalptea order.

1 If aclass 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 surnamdixedewith a year ath
typed in as: "6Smith, 5Taylor, and Khan" will sort into year order before
sorting alphabetically.

1 If planning to post assessment data on the Inteisiag MarkBook's web page
generator (segection9-10), we strongly recommend using anonymous code
names in the Code Narfield. 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, hawtudents use professional athletes' names. Or, the
names of published female authors (lots of fun if the class is composed of 15
year old males).

9 Use the field fomoretelephone number

Edit Description, Restoring a Deleted Student

Access several othacreens directly from here. Edit the Cl&esscription, section 14,
using the button of that name. Bring back a stugddrd was formerly in the class using
the UnDelete Names button. In this case, all previousintered data (personal
information as abovemarks, attendance, seating plan position, anecdotal notes, etc.) will
return when the student is undeleted.

Split or Combined Classes

If there are twar more courses running in the same classroom at the sameuichthe
user wishes to keepssessmemdataseparateuse two or moréMark Sets within the
classroom, and attach selected studeneath Mark Set using thgtach Namesbutton.
Mark Sets can also be used to break up courses into independent terms ordo ek
countin-mark assessmentsuch as Learning SkillsThinking Skills Habits and
Behaviours See section-8 for more information on Mark Sets. Sgection8-13 for
more information on trackinthese iters.
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I n MarkBookds Help menu, and onUsinghvark web sit e
Sets It provides a number of examples of making use of this tool inside Mark&ubk
more details on attaching and-attaching names

Anecdotal Notes, Seating, Print Functions

Accessthe Anecdotal Notesscreensection 34, using the button of that name. Access
the Seating Plan/Chart screen, sectieh ising theSeatingbutton. Sendulk Email to
selected individuals or the entire class usingBhmail button asn section 35. Print out

a class list with selected data fields using Rt button. These printouts, as shown in
section 53, are very handy for such items fsld trip lists, or for passing detailed
information to other educators.

Photographs

Most schools have digital photos of students, usually locatedsingde directory on the

school serveilf they are in [student number].jpg format or [student number].bmp format,

MarkBook can read themClick the Find Photograph Filesbutton and browse to ¢h

location where the digital photos are stored. Double click on any @pleoto name and
MarkBook will now displayavailable photosfor this classon this screen and on the

seating plan screeMarkBook does not save the photos. If the computer is discodnecte

from the networ k, or otherwise no |l onger 0&6se
will not display here.

Updating Classes from a File

I f t her e 6 savailable, uptaieatre tlas$ dath ley comparing cuctass data to
the latest SIS download. This is similar to importing a class as described in sedtion 4
and is described in detail in sectior84Click theUpdate from File button and follow

the prompts.

Click the Saveor Back button at the lower righib save all data and return to thiain
Form, section 31.

MarkBook® Reference Manual, Version 12.5.8 99



4-2 EDIT STUDENT INFORMATION & INDIVIDUAL COURSE CODES

Reach the following screen from MarkBookkin Form section 31, by clicking the
Classbutton and therthe Edit Names button at the upper right in this image. Use this
screen to edit/add/delestudentinformation. Use theTimetablesLockers button to
add/view locker and timetable information.

DAY, BONNY Class Description

Male: 13 - Female: 10 [Total 23) Add Names
LastName: [Day 1. Arkand. Samantha
2. Beach, Shelley
First Name: |Bunny 3. Bell, Clarissa
4. Boame. Gerald
Gender:  Male & Female 5. Boyce. Daniella

Edit Names

UnDelete Names

6. Bridges. Cam Attach Names
Home Fam: [85 - =
8. D'Lionne. Daniel Birth Dates
Student Number: |005404 I 9. Duguid, Kenneth -
10. Dundee. James Emal
Code Name: |Cura 86 11_Hill, Samantha 2

12. Ho. Heidi

Program: [~ Show as ™ 13. Houston. Roger

14. Hughes. Amber

Birth Date: Month: |12 Day: |11 Year: |2005 15 lves. Simon
16. King, Joseph
Age: 12y 5.0m Average Age: 13y 2.4m 17. Le;? Mary P °
18. Lowe, Glenda Delete: Bonny
Phone #1: [555 1301 19. Moss, Peter

20. O'Shanter, Tam

/

i

Timetables/Lockers

Press Enter or Tab to

Phone #2: 21. 0'Shea, Rick Iy edit Anecdotal Notes
! 22. Silver, Stirling A R
Student e-mail: | 23. Wilco. Roger Seating
Parent e-mail: | Print
Find Photograph Files
Update from File

<] Back

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 filel to be altered usmthe mouseand add or réype the new information.

Press thé&nter or Tab key to save the change on screen and Seokeat the lower right

to save any edits to the class data file.

To deletea student, highlight the name iretlist left using a mouse cligkand then click
on theDelete[Namg] button at the bottom centr@r click the keyboard Delete kefdd
additional information about given students in kiiscellaneousfield as in the example.

Access several other screens directly from here.
1 Add Names section 41, using the button of that name.

9 Bring back a student who was formerly in the class usingJtidelete Names
button. In this case, all previously stored data (marks, attendance, etc.) will
return when the student is undeleted.

I For a split clasgtwo or more years, grades, groups, or "Mark Sets"), attach
selected studes to each set using tigtach Namesbutton. See section3lfor
more information on Mark Sets. Cre&mail messages as #ection 35.

9 Print a chronological orddirth Dateslist.
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9 If the school has dile for creating classes, as in sectio,duse theUpdate
from File button to compare current student data with a fresh file.

1 Access theNotes screen described isection 34 using that button. Accesthe
Seatingscreen, section-8 using that button. Print out a class list with selected
entered data using tiRrint button.

9 Click Back or Saveto return to théviain Form section 3L1.

Code Names

MarkBook users have the option of posting class achienedaa in the classroom and

on the InternetTo preserve anonymity, many teachers use student numbers. However,
student numbers are not as anonymous as one wouldtlieg're on every attendance
form and t he yidtheeschod foreother pugasese br this reason, some
jurisdictions ban the use of student numbers when posting achievement data. To preserve
confidentiality, use th€€ode Namefield instead.As a class is created, MarkBook Wil
automatically create a fivietter gibberish name. At your optionave 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 thegbosle N
field as in the above examplglarkBook will now display and print class reports with
students sortedlphabetically by their code nameseesection 911 for an example of a

Code Name class report. The name will remain anonymous as long as thelstagerit

that way.

When selecting code names, some students will try to slip in a nhame with a hidden
meaning. It might be a drug name, a gandiation, a nefarious character some other
name with a hidden connotation unknown to the teatlut recogized by classmates.
Some will attempt to use the real name of a classmate as their codélnaameidfuture
problems restrict the code name selection to something topiithin the course. This

may require a few minutes of research on each studemt'sHowever, it's lots of fun!

For instance, have students select code nasésdlows:

1 In an English class, chose the names of Shakespearian plays, or Shakespearian
characters, or the names of Pulitzer Prize winnegs, et

1 In Biology, parts of the cellnames of lab equipmengnglish names of
butterflies, Latin names of snakes, names of bones in the body, etc.

1 In History, names of living Third World presidents, names of deceased kings,
names of important historical docents, etc.

1 In Geography, names of Himalayan peaks, rivers of Africa, types of rock, etc.
In Mathematics, names of great mathematicians, names of theorems, etc.

1 In boys Phys Ed, the names of sports, the names of sport equipment, anélse na
of influential female writes 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 studentsiake, it canbe 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 thi the old names so that students cannot use
the data to reiidentify each student's new code name.

If using TI-Navigator in conjunction with MarkBook, as in section 132, code names
must NOT contain spaces, accented lettersr non-letter characters.

Fake Names

Some jurisdictions forbid th@osting oruse of other communicatiorinvolving class
averages. This includes the posting of data in a manner that enables sontednddte
that average.

Some MarkBook usersemplay t ri ck thatés |1 ots of .fun for
Add several fakestudents into the clasgVe suggest givingach a surname beginning
with zZ2zZ (22721, 2272, Z Z 1 5reenseint MarkBook Thi s wa

including the mark entry screeralphabetizehese fakestudents at thendof the class

list. However, give fake studerdscode name in the same style as the real students. If this
wasdone with the class above, thet24tudent couldtbe ‘MarilynZZ1', the25th could be
'FrankZZ2', etc.

Add MNames

Male: 16 - Female: 15 [Tatal 31]
_Arkland, S amantha

2. Beach, Shelly

Bell, Clarizza

Boame, Gerald

Boyce, Daniella

Bridges, Cam

Day, Bonnig

Duguid. Ken

Dundee, James

10. Hill, S amantha

11. Ho, Heidi

12, Houston, Roger

13. Hughesz, Amber

14, lwves, Simon

15. King, Joseph

16. Enatt, Astrid

17 Lowe, Glenda

18, Lyons, Melody

Edit Names

Birth Dates

e e

Ermail

Timetables/Lockers

19, Moss, Peter
20. 0" Shanter, Tam °
21. 0' Shea, Rick Anecdptal Notes
22, Silver, Stirling Delete: Samantha

Seating
24. Z21, Marilyn
25. 222, Frark Press Enter or Tab to Print
26. Z23, Lisa apply edits. —
27224, Marny
28. 275, Robert R R
29 Z7E, lan Find Photograph Files
0. ZZ7, Saul .
1. 778, Loail; Update from File

Create an MB iPad® File
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As assessment data is entered, type in fake data for each ZZ sWdesuggestiging

ZZ1 through ZZ3 high marks making them competitive with the top students in the class.
Give the last coupleeriible 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 namelass report is postg@deesection 910 and section 911), i tdmoremu c
difficult to match the code names on the report with the real names of the students. In
addition, students have fun guessing @real and whis fake.

Tip: see sample class Math r MFM1P105 inside the MkBk2018Samplel8folder.
It has fake students withmade-up assessment datas above Watch what happens
when Code names are used on Class Report screens or printouts.

To generate a real report without thedaktake a few seconds to deléte ZZ students
with the delete button. Or, use tidg¢tach Names screen toquickly unattachthe ZZ
students from the class. Print the real report or create a real export file. Then, undelete
re-attach the fake students. All of their phony data returns with them. See se8tion 4
details on the attach/eattach functions in MarkBook.

T —

| Attached (23 of 31) | [Not Attached (8 of 31)

Beach. 'Shelly - 222: rn

Bell. Clarissa Selected Z73. Lisa
£74,

Boame, Gerald
Boyce. Daniella 275, Robert
Bridges. Cam ZZb. lan
Day. Bonnie ZZ7. Saul
Duguid. Ken £78. Lois
Dundee, James ]
Hill, Samantha & =
Ho. Heidi All
Houston, Roger -
Hughes, Amber |
Iwves. Simon “ﬁ
King. Joseph Selected
Knott, Astrid —
Lowe. Glenda

Lyons, Melody

Moss. Peter

0' Shanter, Tam

0' Shea. Rick

Silver. Stirling

Stone, Edward

Select. drag and drop names from one list to the other.
LEFT CLICK to select multiple names. At least one name must remain in the Attached list.
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This same ‘fake students' trick works nicely on the InteriletrkBook geneates an
HTML class report as described gection 910. The code name is the onallowed
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

possble 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

communicationwhile protecting identities and confidentiality .

23 of 31 students are attached to Mathematics 9

V. Smart

Timetables / Schedules / Lockers

MarkBook will import, record, store, and displbgthlockerand timetabléscheduladata
for every student in a class. This information wgiove handy in a number of
circumstances.

When the Attach
Names tool is used,
MarkBook dispays

a message on the

main form under

the teacherobs

TIMETABLES / LOCKERS: DEMO (2015)

Sylvia Tesora

Locker

Number: [E-10198

Location: ‘Arl Room

Partner: ‘Mary Lee

Import from File

Timetable

1-1 BAF3M0A 114 PITT.C

-» Gr55 A6 L9

1-2 CLU3MOB 331 NGYUEN

-> Grb69 A5 L3

1-3 MPM2DOB 504 SMART.V
-> Gr71 A5 L4

1-5 SNCZAI1E 203 SMART

-» Gr51 A6 L4

2-1 GWL300B 118 PATTISON
-> Gr76 A4 L&

2-2 BDIICDA 104 ROTHBERG
> Gr8l1 A6 L2

2-4 HSP3MOC 331 OJIM.L

-» Gr56 Al4 L3

Apply to ALL Students ‘

Import from File

1. Abbott. Dave
2. Bolton, Marilyn
3. Henry. Lisa
4_Peterson. Bob
5. Rhymes, John

6. Slack, Jimm
7_Tesora, Sylvia

Class Description

Add Names

Edit Names

Attach Names

Birth Dates

Timetables/Lockers

Anecdotal Notes

Seating

Print

Find Photograph Files

Update from File

Export to MB Mac /iOS

9 _Back

1 Suppose a studeansks to visit her locker, is gone too long, and then claims her
locker is in a distant hallway. But this een says that héocker is neathe Art
room just around the corner!
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91 Sheis frequenty late foryour period 15 Scienceclass. She claims that her Phys
Ed teacher doesn't give her enough time to chdgiethis screen says that she
has lunclon Day 1, Period4! She doesn't even haaePhys Ed class

1 Herparent alls wanting a text from mdocker while she is absent for a few more
days. In this case, one could dskker 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 gpropriate file. Notice that this particular import has current mark, attendance,
courses, rooms and teacher names.

Individual Course Codes

Some classes, such asoperativeeducationclasses and technology classes, have each
student taking different courses. Technology classes often haltiplencourses running
simultaneouslyn a single classroom. Coop classes often stanvithta single classode

but new course desand section numbeere 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
enableghat teacher to accommodate thlsctronic submission just as if all students were
taking the same course.

To use individual course codedjoose and open the classhen, click onClassin the
upper menu baandselectindividual Course Codesfrom the menu to get thellowing

INDIVIDUAL COURSE CODES L ERes
Current Mark Set
Mark Set: ‘Combined Sets - Combined Repont j
The Master Code is used for students
Master Code: |MFM4P105 Copy Codes from: |TERM  ~ without an individual code in the Mark Set. Loaned kems
Student: ‘4. Boame, Gerald j
Individual Codd: [EERENE Clear ALL Individual Codes Individual Course Codes
[¢ [Enter] -> next student Use [UplDown] keys to scroll fist
= | Individual Codes =
[ 1| Arkland. Samantha SBI3D1-01
2 | Beach, Shelly ENG4D1-02
| 3| Bell. Clarissa SCH4A1-01
N Boome. Gerald ___________[SCHiALDL |
Boyce, Daniella
6 | Bridges, Cam
7 | Day, Bonnie
8 | Duguid. Ken
9 | Dundee, James
| 10 | Hill. Samantha
[ 11| Ho. Heidi
| 12 | Houston, Reger To print Individual Course Codes. click on
13 | Hughes, Amber the button below: then. place a check in
14 | Ives, Simon the 'Individual Course Codes’ box.
15 | King, Joseph
16 | Knott, Astrid
17 | Lawe. Glenda ‘ Printed Forms
| 18 | Lyons. Melody
[ 19 | Moss. Peter
| 20 | 0" Shanter. Tam
[21| 0’ Shea. Rick Using Mark Sets (pdf)
22 | Silver, Stilling
23 | Stone, Edward
24 | ZZ1, Maiilyn v
25| 222, Frank - *7 Save

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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beginningof the term. Select eadtudentin turn, type the assigned code and section in

thelndividual Code cell (blue), and push Enter. When complete, cigkve

Entered once, MarkBook will remember each individual ¢selgtionand submit course

datato the S§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 th€opy Codes fromcell 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 mesurses for each learner.

Trick : once individual course codes are assignedpop teachers have difficulty

running an Update from File (section 48). When assigning secti n s , -9u9soe ffio r
the first coop class (as irthe example follavi n g9 8 0 fif or t bpeclassend o n d

so on. If the SIS tolerates alphaoumeric sections, use any unigue combination of
letters and numbers. Since there is no original class in the school with sectie#p,

thecoopt eacher +#@®Y wse tihe Brintdhe foam describdd énr .

section 53.

CAUTION : if transferring data electronically to the SIS, these codes must be an
exact matchfor the code in the SISFor instance, if the teachtypes RCR20001 and
the SIS has RCR2GQL1 (with a hyphen) or RCR20001 (with an O instead of,ali}
studentds record w3Seékséctioh®E®b. rejected by

106

MarkBook® Reference Manual, Version 12.5.8

t

he

co

SIS



4-3 MARK SETST WHY, HOwW AND EXAMPLES

Mark Setsare one of the most powerful tools in MarkBook. Eadark 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 whenmame of
thefollowing situations apply

T
T
T

the class has multiple subjegtith the same teacher
one wishes to create blocks of assessment data in units, terms, semesters, etc.;

therebébs more than one assessmeflireta group
combined class)

there are students in the class with different learning styles who fffsedrd
assessment strategje

an additional classification level/strand is needed for assessments;

one wishes to isolate and independently report certairs kihdssessment data
that may or not contribute to the overalhrk Learning skills behaviourand
formative assessments gratentialexamples.

Mark Sets make class creation very easgice all student personaltdds entered, create

a new Mark Setin seconds. In the case of combineldsses divide the class into
assessment groups in seconds by "attaching" each student to an appropriate Set and "un
attaching" them from inappropt& 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 managemeAtso see a document called Using Mark Setstar Kk Boo k 6 s
Help menu. Or download it from the web site@yw.markbook.com.

|
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Creating a New Mark Set
Once a class has been created, 6 s

p add sid td 99 enar Mavk Sets. Otthe main

form, click onMark Set in the upper menu bar. Select (clidlpke a New Mark Set
The following screen will open with the cursor in the upgderk Set Short Codecell.

NEW MARK SET
Mark Set Short Code: ’T‘I—

Sample Codes ART. SNC. TRM1.52 [4 char max)

SETUP

Enter a Short Code and
=2l

Description: ‘Funcliuns 12

Description Target

Know/Und 105 ﬁ Target Total: 100.0

Count: 5 Comm (14.0)
Exam/CA (30.0)
Know/Und (10.5)
Misc. (100)
Thinking (24.5)

Create new Categories by replacing
text in the Description box or by
dragging from the Master List.

Detfault Cat: Know/Und

|

€2 Drag Category here
W to delete it

Master Course Code: (12D (for this Mark Set) @]
itle- i 5 Edit these fields if
Block Title: (Unit | p q p
ock Title: [Uni Block’ of TIME [e.g. Term) / 'Block’ of WORK [e.g. Unit) 55 | necessary.
Room: ([KE] Day: Period: 5 |
Calculation Method: © Awverage  Median « Blended Modes " Blended Medians = Select Calculation and
e b Weighting Methods.
Weighting Method: & Category C C
[Mode is always calculated)
Categories - Setup Options

Master List
ppln’s {21.0)

Description

Enter Categories and
=1 their Target Weights

Load a Setup

*Setup’ files contain all Mark
Set parameters.

Afttach a Setup and
Template File

“Template* files contain Entry
Heading details.

Replace current
Description and Target

0R

Select and drag from the
Master List.

Cancel

The first Mark Set for this class was credimgorted when the classwvas built.
Categories/8ands$Standardsvere created at #ttime. If typed, hose &isting categories
will be in theMaster List. They are greyed out until the short code is created.

If thereare.MSS files or .MTP files available for this Mark Sethe Setup Optionswiill
be useable. K&k the Load a Setupbuttonor the Attach a Setup + Template File
buttonand import the file as pesection 17 (seesection 84 for more information on
these file types)Otherwise, begi by typing any meaningfui-characteiShort Codee.g.
T4 for Term4, or 1IENG for the first Mark Set in Englisketc This must be a unique
short cale within this class. The same Shordé may be used in ah classes. For
instance a teacher witkix English classes could ud&ENG as a Mark Seshort code
within all six classesHowever, the class names should be distibetscribe this new
Mark Set in theDescription cell. Select categorigstrandsand weigh them by double

clicking from the Master ListOr type new onedrag any unwanted category/strand to

the trash can to

remove it Okey. hi ghl i

ght

I t 6 s osaiblestm impwrt all items on this screen from an .MSS file or an .MTP file.
Click Finish to complete this new Mark Set.
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Mark Set Example 1: Multiple Subjects

It's common for schools to use a partial rotary system so that a class of students takes
seveal subjects from the same teacher. In MarkBook, each of these subjects could be
called a "Mark Set". See the sabjs in class 80n the sampled folder supplied.
MarkBook could also use this same system to keep three separatt sedgeds 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 asch USB key. In other words,

only one teacher may enter data at a time.

In this example with sidark Sets Phys Edhas been
Working On Reports  Commy made the default Mark Set when the teacher opens this
Make a New Mark Set class (see the check mark). Thidaidt can be changed

to any of the other subjects by selecting the Mark Sets
menu and clickingedit [Subject]. Access anyof the
others by clicking oMark Sets in the upper menu bar
Mathematics to open the dnedown menushown and then selecting
(clicking on) the suject desired. Or, use th@pen a

Open a Mark Set
Edit: [Phys Ed]

Sci . .
CIEneE Mark Set button on théMain Form section 31.

French

Music .

A When Mathis selected, the teacher has access to all of

the records associated with that subjedext issue
seating plan/chart, and Matsubject reports. If the
teacher cliks onany of the other subjects, then all
stored information for that subject is accessible. It IS
Delete a Mark Set possible to have independent attendance records,
categories, and seating plans for each subject set.

Make the Current Mark Set the default

Produce &Combined Report for these subjects using amyeighting system of boice
(e.g. Science 20%, MatBD%, Music 10%, etc). This report is available by clicking on
Reports from the menu bar and selecti@@mbined Mark Sets Or use th&Combined
Report button. Seehe example pritout in section 18 of this manual.

Mark Set Example 2: Separate Attendance and Seating Plans/Charts

Each of these items may be attached to a specific Mark-8etnstance, a teacher may
have two or more seatj configurations, one fdraditionallessons and another for labs.
Similarly, a teacher may wish to track separate

attendance for each Mark Set. Attendance

(* FKeep separate files for EACH Mark Set
If this is the case, click on Clags the upper " Keep one file for &L Mark Sets.

menu bar, select Descriptiomnd choose the
appropriate items at the bottom of th

description screen. Save. Open any Mark § Seating
and build a new seating plan and/or ng @+ Keep separate files for EACH Mark Set
attendance forms. ™ Keep one file for ALL Mark Sets.

|
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Mark Set Example 3: Multiple Evaluation Groups in One Combined Class

The Environmental Science class in thiare Sets | Working On  Reports Comm
example is actually two similar but separa Make  New Mark Set
dKe a New Viar

courses being taught by the same teache
the same classroom at the same time. T Open a Mark Set
teacher could set ughe classas two separate Edit: [Env Sci Advanced]
MarkBook class folders. However, MarkBoo
can structure each course adark Setand | ¥ Enwv Sci Advanced
keep both ironeclass folder In this example,
there is an academic streanknv Sci
Advanced with 15 students and graduation Make the Current Mark Set the default
stream Env SciApplied, with 9 studets. The
former stream is currently the default (cheg Delete a Mark Set
marked). Undelete a Mark Set

Env Sci Applied

To create this split clasthe teacher eated all students in Env Sci Advancad then
clicked on Create a New Mark Seifter naming it Env Sci Aplied nine Applied
students were attached to the nmplied Set and unattachdbm theAdvancedSet. To

do this, click on theAttach Namesbutton in tlke Edit Names screen, section-2. For

each Mark Set in turrglick on the names to highlight amiovetheseselected students

to the appropriate side of the screen as per the following image. Repeat with the next
Mark Set.

ATTACH NAMES

Mark Set |Em.-' Sci Advanced j
Env Sci Advanced
Env Sci Applied
Attached (14 of 23] Mot Attached [9 of 23]
Arkland, Samantha Bell, Clanizza
Beach, Shelly ﬁ’ Bridges, Cam
Boame, Gerald Selected Day, Bonnie
Boyce, Daniella electe Hughes, Amber
Duguid, Ken Ives, Simonk
Dundee, James King, Jozeph
Hill, S arnantha F.natt, Astrid
Ho, Heidi Lyonz, Melody
Houston, Roger 0" Shea, Rick
Lowe, Glenda
tozs, Peter
0" Shanter, Tam
Sibver, Stirling *
Stone, Edward
All
Selected

There are many other circumstasaequiring sets of assessments for two or more groups
within a single classroom such as:

9 a class with some students who are just learning English. It would be unfair to

110 MarkBook® Reference Manual, Version 12.5.8



assess anevaluate these individuals in the same manner as the rest of the class.
Thus, arESL (English as a Second Languadéark Set could be created to
evaluate these students in an independent and appropriate manner.

1 two or more years/grades/ forms in the same @assr A small school may have
aclass wih three years/grades/ forms in the same reerg. a class of 25 with
students from years 4, 5, & 6. For an alternate suggestion on isolating these small
groups see section4

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 c¢class thatodés otherwise academic. For an
groups see s#on 41.

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 requiredrack and report groups of assessment items independently
of the overalimark For instance, the system might require thah@aacher measure and
report severtems for each student: an overall achievenpercentage plus an evaluation

of six Learning Skills (Organizational Ski#, Reliability, Working Independently,
Collaborative Skills, Initiative, and

NEW MARK SET Self Awareness / Self Regulatjon
S ample Codes Or, in the UK, amarkfor Attainment
Mark Set Short Code: |LS 4 char. ma ] and anothe for Effort. The

philosophy behind these reporting

Description: |Learning Skill ) ; .
escription: [Leaming Skill systems is to identify to students and

Master Course Code: |5B [for this Mark — parents which items need
Block Title: [IIT ~ | IR e e ||£|nprovemer;]t for betteerIear_nlng.
owever, the measwseof Learning

Foom: 112 Day: Period!  glills or Effort are NOT to be

included in the calculation of interim
Calculation Method: " Awverage " Median " Blem{ or final marks for the course!

Weighting Method:  Category {

MarkBook haghree means of dealing
Categories ~ with this assessment requirement.
o Two involve Mark Sets and the third

Leseidiwy  Uoiis is creatinglow-weight categories for
WarksInd 1.0 “Z ] (Totak: 6.0) the skills. Set up a single Mark Set
CollabSk (1) Creats new categories by replacing | WiIth @ short code called LS and a

:;':;la[t.r]“] the ane in the Description bax ar by descriptionof Learning Skills Make
Reliab (1) ehegelialienn 1 Meeler L six categories within the set titled

Self!tﬂ! Default Cat - CollabSk Org, Reliab, WorksInd, CollabSk,

Init atv, andSelf. Or, set up siMark

Make [WorksInd] the Sets, LS1, LS2, etc. one for each
default category. skill. Now, open anyBet and add data

at will. However, the assessment of
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the skills is always independentoin the main Mark Set that haldhe summative
achievement items that contribute towards the overatk

For Attainment versusEffort, set up the second Mark Seith a Short CodasEFF and
with a description oEffort .

Since skillsandeffort are tracked independently and data is added from time to time, the
teacher can report a summativeark for each skill or an overalmark for effort.
Percentages, levels, letters, or some other indicator system (Excellent, Good, Satisfactory,
Needs Improvement) may be used for reporting purposes. Use a talmiovert the
percentage calculated into a letter or leveldattr of achievement.

See section 8-13 for another way of dealing with Learning Skill§hinking Skills,
Behavious, Effort and other reporting items that are not to be factored into the overall
mark

Mark Set Example 5: An Additional Classification Level

The Scienceteacher who createatlis class decided to use ditark Sets to subdivide her
course assessments into major curricugroups. See thi®ur course units plua project
Mark Sets] WorkingOn  Reports  Comm and an exam in thisexample. HerSpace Science
Mark Setis currently the default. Change the default
Make a New Mark Set by selectingedit from this menuOr ue theMa k e é
Open a Mark Set default option in this menu.

Edit: [Space Science]
By organizing the course this way, she has given

Ecology herself the extra classification level afforded by
Chemistry MarkBook. To get a finamark for this course, she
Physics will use theCombined Mark Sets option available

from theReports menu See the examples in chapter

¥ || Space Science 12 for details on weighting multiple Mark Sets.

Project

22 Since each of her course units are separated into a

distinct Mark Set, she now has the option of creating
different categories for each cuwlum unit and/or
Delete 3 Mark Set assigning different weights to each. For instance, she
could alter the weight given to heknowledge
category in each Set. However, she has the ability to
combine the Mark Sets in any proportion as in the prior paragraph. So, sheqallg e
weight the four curriculum units or assign a different weight to each.

Make the Current Mark Set the default

m
m

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 cees up into termssemesterstrimesters, 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 Setssolate 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, selectingCombined Mark Sets, and weighting the terms (Mark Sets)
appropriately. Or use tH@ombined Reportbutton. Sesection 121.

There is another technique for separating assessments into time blocks. See the
discussion oBlock Title in section 22. The advantage with this "Mark Set" method is

that one hagxactcontrol over the percentagentribution of each Set towards the final
mark The disadvantage is that theentirelcouese n ot
- each Mark Set is completely isolated from the other Sets@ailbined Mark Setsor

the Combined Reportbutton are used. Decide which method works fustou.

In the above example, note that there is ameiasing weighor value to the terms over
ti me. This i s an ex ampusedto pldce dgieBter @gphasis @ni v e
evidence of more recestudent performance.

Mark Set Example 7: Combined Terms and Subjects

Sample class 80nstalled with MarkBook, haitwo subjects, Math and Scienta,ght

over three rimesters (terms)The teacher divided the year's assessment data into six
Mark Setsrepresenting three terms for Science and three for Math. Used this way, the
teacher is able to report each term independently and each subjgmeéndently. The
teacher also has the ability to providevidence of morerecent achievemert by
heavily weighting the more receMark Sets. Open 8D from the samples folder, click
Reports in the upper menu bar, and select Combined Mark Sets. Then cliSktthe
Weighting tab. Click on any number to edit the weights of the six Mark Betbe
Target column as per the following example.

|
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Note how the term&iave been differentially weighted. Of course, the teacher could

weight the three Science Mark Sets to zero in order to isolatrlafor Math. Similarly,

the teacher could edit the weight smakf t er ms
as the fiml mark

COMBINED REPORT - 8D (2015)

T s ~ F ~ Di ~ Self P Average: | 69%

e:

ype: [v Summative [ Formative | Diagnostic W Sell v Peer Moo [ 55—
Summary ‘ Distribution ‘ Modal Analysis Seating ‘ I Set Weighting I ‘ Class Report Student Report

MARK SET WEIGHTING

Code | Description | Target |Al:tual% &
MAT1 Mathematics 1 10.0 8.3
SNC1  Science 1 100 8.3 o
MAT2 Mathematics 2 20.0 16.7
SNC2 Science 2 16.7
MAT3 Mathematics 3 25.0
SNC3  Sci 3 30.0 25.0 <
Total Target (6 of B Sets)
Click on a Target to change Undo All Changes
wei ghl ing. [0 removes a Set.)

¥ Round Off & comments
ﬁ Adjust Results ﬂ Back
I~ Mode as % g Notes

Mark Set Example 8: All of the Above
This is an example of the muKubject 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 remo percentagenark and an anecdotal
comment at the end of each trimester along with an indepeng=asure of sikearning

Skills. Furthermore, she was required to report a percentage for eachcstiegally 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 siiMgekBook class with numerous Mark Sets. There
are two limitations in this class structure: thaximum number of Mark Sets is 100 and
the maximum number of activd.€. not deleted) students is ®0She created the
following 21 Mark Sets

1 MUS1, MUS2, MUS3each with one category/strand and 38 names attached.
1 ART1, ART2, ART3 each with one strarahd 33 names attached.

1 FR1, FR2, FR3each with three strasdand 28 names attached. MarkBook
reports threenarksi one per strand
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1 ENG1, ENG2, ENG3each with fourstrand and 34 names attached. MarkBook
reports threenarks.

1 DRAL, DRA2, DRA3each with one category and 35 names attached.

T MAT1, MAT2, MAT3 each with five strandand 30 names attached. MarkBook
reports fivemarks, one per strand

I LS1, LS2, LS3each with six categories for sigarning skillsand all 42 names
attached.

As she began each new trimester, this teacherweighted the prior Mark Sets in the
Combined Report. In this way, the older sets did not get included in the currens.report
Since MarkBook can generate and store up to )afatomments 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 keepg&parateattendance lists and seafin
plans for each subject. Click @lassin the upper menu bar, seldaescription, edit the
appropriate buttons, anSlave Then make and edit independent attendance forms and
seating plans for each Mark Set.

Under Ma r kmBroeaukod uinderHtleel Mark Sets mensee the.pdf document
titted Using Mark Sets Or, download it from

www.asyluminc.com/downloads/Using_Mark _Sets.pdf

Deleting and Undeleting a Mark Set

MarkBook can deleta Mark Setand undelete it again to-eetivate it. To delete, click
Mark Sets in the upper menu bar and click on Delete a Mark Sestirmage will appear
in the lower half of the frame:

DELETE a MARK SET
Soience 10

Mathematics 12 (BC

Click on a Mark Set to celect it [[_g?’

Delete

Cancel

Click once on the unwanted Mark Set. Click thelete button. Or, to leave this screen
without deleting any Setlick Cancel
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4-4 IMPORTING CLASS ROSTER LISTS WITH NAMES AND OTHER DATA

MarkBook has th ability to import/updatstudentnamesand other personal data from a
delimited text file. This will save typing time and improve accuracy.

If the schol has a commadelimited or takdelimited 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 stideos their
significant personal data from that file. Text files are given various extensbanshdr,

.asg .csyv, .dat and others. These are also knowA\&€I! files.

"Text" or "ASCII" is a unversal 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 ia thllowing 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 ghtestord with each data

item (a field) separated by commas. In this sample, the field order is Last Name, First
Name, Gender, Studetumber 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 fieldsfact, MarkBook's only
requirements for importing from a text file are two fielégst Name andLast Name
All other fieldsand their ordeare optional.

Text files may be available foeach classfor 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 distrié bastral computer
system, chances are that the persons in charge will have the capability to build a text file
generation routine (aka @port or a"menu pick") to extract suitable files. The best
singleclass file to build would contain fields for lasame, first name, home form,
gender, program, student number, date of birth, home telephone namtsment work
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number, Emaibddresses, and any other significant items as text in a Miscellaiedus

See the fields in the first image following. MarkBook will generatgitzberishcode

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 toreate these files as well. Don't be
afraid to ask! For some examples, see section74 The more teachers using
MarkBook, the greater likelihood of success!

Step 1: Set Up a Class: STEP 3

Set up a c!ass us_ing MarkBookew Classfunctions as | Epier Student Names along
described in sean 21. Name the new class and get with their Gender, Home
the screen where student names are added. Normally; "gim 2 et HEmber
would start typing data into the blank student data fiel

However, if therebs a su Tt text
click on the Import Students button at theright.
MarkBook moves to the next screen with @pen an
Import File dialogue box.

Click on 'Import Students' to
get this data from an
external file

Import Students ‘

Step 2: Locate and Open the Import Text File:

Browse to select the drive and folder and then click on the name of thénfillis
exampe, thee are twotext files, ElemStudents.txt and SecSudents.txt. Select the
desiredile and clickOpen

Open an Import File

Loak in; |_;l tdarkE ook |mpart ﬂ e -
A SElemStudents. Ext
‘éﬁ E:l SecStudents. bxt
by Recent
Docurnents
[
Desklop
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This Open an Import File dialogue boxliwdisappearexposing MarkBook's Import
Studentsscreen as in the next image.

Step 3: Matching Fields

The selected file wilbpen in MarkBookas in the following exampléelhis import text
file has a "header" meaning each field is named/titled in the first recerthe example
header text file at the beginning of this sectidre first record shows in the centoé
the largewhite window with all of its fielddisted vertically. There are 4 fields per
record in this samplenportfile.

IMPORT CLASS  Record 1 of 262 [ in ElemStudents "7 Open Import File
Matched: 16 of 16 ‘iiﬁ MarkBook Fields
1 le « L?St Name Lasthame Double click or drag MarkBook
H 5175 <— First Name First Name Field names to the Import File
3 Number <— Student Number Program grid so they match. Then, verify
4 Gender <— Gender Gender the Import Parameters and click
5 HF1 <— Home Form Hame Form on Import/ Update Students.
6 HF2 <— Ignore this field Student Nurnber
7 Year <— Ignore this field DOB (vearbWDD)
] DOB(YearMMDD) <— DOB (YearMMDD) Phone #1 Clear Last Match
9 Phonel <— Phone #1 Phone #2
10 Phone2 <— Phone #2 Student e-mail Clear ALL Matches
n Stu-E-mail <— Student e-mail Parent e-mail
12 Par-E-mail <— Parent e-mail Mizcellaneous
13 Program <— Program Impart If #1
14 Import <— Import If #1 Import If #2
15 Miscellaneous <— Miscellaneous Special Use
16 TAP <— Ignore this field Ignore this field
Import If...
HOME FORM contains: ‘ or Conditions may be entered in any combination.
) If used, the operator is: Home Form AND Import If #1 ___
~
Import If #1 contains: ‘ & Import If #1 contains
What If ...
Gender is not specified?: Use: & M CE The first record is a field 'header'? [ Skip it )
"7 Import
Date Format for Birth Dates (DOB)
) . Month and Day MUST be 2 digits: Year may be 2 or 4
Match the Format in the File: ‘YaarMMDD j digits. There MUST NOT be any separator. I ﬂ Cancel I

There are 29students (28 recordsthe first of which is the headdisted in this file. In
fact, every student in this school is listed!

|
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Identify the fieldsin the centréViatched list with a title fromthe MarkBook Fields list

on itsright. Startingwith the topMatched field, drag and drophe correspondingeld
title from the right list. Or, double click atte correspoding MarkBook Fields title. In
this example, field titles from the right have been moved over to thénleftatched
order.Used fields become grey excdgnore this field. Note that the teacher has elected
to ignore the HF2 field since this is a semester 1 clésa: is also ignored.

IMPORT CLASS Record 1 of 292 [ in ElemStudents
Matched: 90f 16 <=  MarkBook Fields
1 Last <— Last Name Last Mame
2 jlill €¢— First Name First Mame
3 Number ¢— Student Numb Program
4 Gender ¢— Gender Gender
5 HF1 <— Home Form Harne Faorm
b HF2 <— Ignore this field Student Murber
7 “Year <— |gnore this field DOB (rearkdtDD)
8 DOB(YearMMDD) <— DOB (YearMMDD) Fhone #1
9 Phonel <— Phone #1 Phone #2
10 Phone2 Student e-mail
mn Stu-E-mail Parent e-mail
12 Par-E-mail Miscellaneous
13 Program Import If #1
14 Import Import If #2
15 Miscellaneous Special Use
16 TAP Ignore this field

The Last Name and First Name fields are mandatory.

If an erroris made in matching, click on th@lear Last Match button. The last used
AvailableField will disappear.

To open another import file, click tH@pen 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) fieldmay appear in any one of several different formats such as
American, English, or ISIf DOB is an available fieldn the import file one must know

the format of the text file before attempting to import DOB detahe example above,
the Header title shows the format. However, if unsuse,thepurpleup/down toggle at

the top cente to scroll through the first few student records to examine them for DOB
format. Eachstudentrecord will appear in the left window in place of the field titles
visible at present. At the bottom of this screen, in Ele¢e Format for Birth Dates
(DOB) box, select the matching format. MarkBook will changdigit years (e.g. 94) to
4-digit years (e.g. 1994) automatically as per the message at the right.

Date Format for Birth Dates (DOB)

Match the Format in the File: |YearMMDD

Year/Mth/Day
Mth/DayfYear
Day{Mthf¥ear
YearMMDD

Month and Day MUST be 2 digits: Year may be 2 or 4
j digits. There MUST MOT be any separator.

MMDDYear
DDMMYear

|
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Step 5: Establish a Filter Criterion When Importing from a Large File

If the source file is a single dsg, click thdm port 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 filei@shis exampleone.

a) Importing Students Using Home Form

If the source text file is not a single clade,fnow establish some criteria for selecting
specific students from among all students in the.fiSelect class members using their

Home Form, a Gender (e.g. a Phys Ed class), a course/section code, etc.

If creating several classdsom this file MarkBook will "remember" the source file

name, its location, and tlield matches made as above. This makes it much easier to set

upasecond

and

subsequent ¢

these items withMa r k B o o k 6 sstaNatianw o r k

asses.

-se8 allrofi

Home Formis also known as Home RogiHome ClassHome Baser Tutorial Group.
The teacher's class is in the previous exampi®idn thelmport If

...box, 7B has been
added to th&eHOME FORM contains window. Thus, only those individuals in 7B will

be selectednd importedor this class and all other students will be ignored.

Since the first record washeader, click th&kip it button in the/What If € box. If the

t ext file

does

not
and then editing after the import, as necessary. If a letter other than M or F is found in the

cont ai

n

a

gender f

Genderfield, MarkBook will use the letter specified instead (see below).

IMPORT CLASS Record 1 of 292 [ in ElemStudents
Matched: 16 of 16 <=  MarkBook Fields

1 Last ¢— Last Name Last Mame

2 il €<— First Name First Mame

3 Number <— Student Number Frogram

4 Gender ¢— Gender Gender

5 HF1 <— Home Form Horne Form

6 HF2 <— Ignore this field Student Murnber

7 Year <— Ignore this field DOE (vearkdtdDO)

8 DOB(YearMMDD) ¢— DOB (YearMMDD) Fhane #1

9 Phonel <— Phone #1 Fhone #2

10 Phone2 <— Phone #2 Student e-mail

1 Stu-E-mail <— Student e-mail Farent e-mail

12 Par-E-mail <— Parent e-mail Mizcellaneous

13 Program <— Program Import if #1

14 Import <— Ignore this field Import If #2

15 Miscellaneous <— Miscellaneous Special Use

16 TAP <— Ignore this field Ignaore this field
IMPORT PARAMETERS

ImportIf...

HOME FORM contains: |7B

A

Import If #1 contains: ﬁ

WhatIf ...

Gender is not specified?: Use: + M

Conditions may be entered in any combination.
If uged, the operator is: Home Form AND Import If #1 __.

Import If #1 contains

The first record is a field *header'? # Skip it <=
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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 uisig Edit Names, section-2, as necessary. If the Home Foisnnot
specified in the import file, MarkBook will assign the class code as a Home Form for all
students.

Once these filter criteria are indicated, clicklorport at the lowerright and MarkBook
will hunt for all students in the text file who meet the criteria speciffethessage will
appear with a count of the
number of  studentsiuiMUERILVVEL IR
imported. Click OK. If

there were no student
imported, click onCancel

and enter a new imporf

fil ter criterion. (a4 | Cancel

When OK is selectedvlarkBook will openthe Add Names screen with all selected
students added into the new class.

\i:) 30 students have been imported,

To import students using different parameters, click [Cancel].

b) Selecting by Home Form AND Gender
Suppose a teacher wamsthe malesn 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 .x,kype M. Clickimport
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 Forms1. Assign field titlelmport If #1 from theMarkBook Fields list to match
against the Gender field in thdatched list. 2. Below, in thelmport Parameters
section, ype 7B and 7C in the twdOME FORM contains: cells. 3. Type in F in the

first Import if #1 contains cell. 4. Select Finthévh at bok. ¢

|
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IMPORT CLASS Record 1 of 292 [ in ElemStudents
Matched: 16 0f 16 <if==  MarkBook Fields
1 Last <— Last Name LastMame
2 il «<— First Name First Mame
3 Mumbao dont hlurab o Program
5 —ome T Home Form
1 HF2 <— Ignore this field Student Mumber
7 Year <— Ignore this field DOE (vearkdrDD)
8 DOB(YearMMDD) <— DOB (YearMMDD) Phone #1
9 Phonel <— Phone #1 Fhone #2
10 Phone? <— Phone #2 Student e-mail
1 Stu-E-mail <— Student e-mail Farent e-mail
12 Par-E-mail <— Parent e-mail Miscellaneous
13 Program <— Program Import If #1
14 Import <— Ignore this field Import If #2
15 Miscellaneous <— Miscellaneous Special Use
16 TAP <— Ignore this field Ignore this field

IMPORT PARAMETERS
ImportIf,

I HOME FORM contains: |?B or ‘?C I 2 Conditions may be entered in any combination._
. If used. the operator is: Home Form AND Import IF #1 ...
~
Import If #1 contains: |F Import If #1 contains
(e A E Cu e |

Whatlf ...

Gender is not specified?: Use: ¢ M

Click Import , and all females in those two Home Forms will be imported into one Phys
Ed classA message similar to the following will appear. Click OK or Cancel.

IMPORT STUDENTS

\i) 26 students have been imparted,
Since you did not import certain fields, some data has been supplied.
- [F] was used as the gender for all
Flease edit the class list as needed.

To impaort students using different parameters, dick [Cancel].
Ok |

If the source file is a mukilassor wholeschool file, colleagues will be able to use it
with different citeria to build their classes. Or, copy it to a location where althers
can find and use it. Sonmghools copy this source file onto the hard drives of their
department computeis the MkBk2018directory. However, the best solution is to put it
into a specific network location where all teachers have passwoass.

Cancel

|
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4-5 IMPORTING CLASS ROSTERS USING COURSE CODES & SECTIONS

Thereds anot her stwdentrecords ins éhgthy text filenThis gection
explains how to hunt for specific classes students using a course and section.

I'f ther eds tfdewhichhasi | abl e t ex
9 alarge block of students, and

9 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 examplegtodelimited 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,12347,3A1,860423,558923,ART3D0O03 MAT3PO01 ENG3D0O02 PHB30102
Bat,Barry,M,34691,3C1,861123,558634,ART3G001 MAT3G002HIG2G002 PHB3A003
Jones,Keith,M,76239,4D1,861001,558652,ART4A001 ENG3A002 MAT4A003 PHB4A004
MacDonald,Melinda,F,54321,1G1,860214,555398 ENG1WO001MAT1WO002FSF1WO003ART1W004
Turkstra,Melanie,F,88663,2E1,86811,5550102HIG2G001MUS2A002ART2G002BAC2G001

etc.

Like the example in section4l 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 headdme. Note that there is @oursesfield. 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-rtmith 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 twdigit 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 importetll@&GO01. Match
MarkBook'simport If #1 field title against theCoursesfield and it will hunt the above

file and select only one of the five student recordsvshd/lelanie 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 tBN@BU104dand t hereds a tex
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 heselesder line1452

studentsand fifteen fields per student record. Note that the file contaMiseellaneous

field. The kind of data for this field is described in sectie®. As in section 4, drag

tittes from theMark Book Fields column at the right to th&latched: window in the

centre. In the next imagénport If #1 is matched to thémport field (contains the

courses and sectionsih thelmport If #1 contains cell, type ENG3U104Click Import .

MarkBook will hunt through all student records and import only those students with
ENG3U104sonewhere in their Courses field.

IMPORT CLASS  Record 1 of 1453 [ in SecStudents @ Open Import File
Matched: 16 of 16 4ii MarkBook Fields
1 Last <= Last Name LastName Double click or drag MarkBook
z <= First Name First Marme Field names to the Import File
3 Number <— Student Number Program grid so they match. Then, verify
4 Gender <— Gender Gender the Import Parameters and click
5 HF1 <— Home Form Hame Farm on Import / Update Students.
b HF2 <— Ignaore this field Stuclent Murmber
7 Year <— Ignore this field DOB (YearDD)
L] DOB(YearMMDD) <— DOB (YearMMDD) Phone #1 Clear Last Match
9 Phonel <— Phone #1 Phone #2
10 Phone2 <— Phone #2 Student e-mail Clear ALL Matches
1 Stu-E-mail <— Student e-mail Parant g-rmail
12 Par-E-mail <— Parent e-mail Miscellaneous
13 P m_s— Progmm Import [ 41
14 I rt <— Import If #1 Import If #2
15 MiscellGheon = ™ N UGTTEY Special Use
16 TAP <— Ignore this field Ignore this field
Import If...
HOME FORM contains: | ar | Conditions may be entered in any combination.
: If used, the operator is: Home Form AND Import If #1
~
Import If #1 cnntainsl [EnG3UTDA | = Import If #1 contains
“ or
Whatlf ...
Gender is not specified?: Use: ¢ M “ FE The first record is a field 'header'? v Skip it
Date Format for Birth Dates (DOB)
) Month and Day MUST be 2 digits: Year may be 2 or 4
Match the Format in the File: |YaalMMDD j digits. There MUST NOT be any separator. ﬂ Cancel

I f the teacher started wilmportH#lcddausedtocode t he
successfully import students, tttHANGE CLASS CODE messagevill appear. The
answer is likelyyes

CHANGE CLASS CODE

\_‘g/‘ Lo wou want to use [EMNGIUL04] instead of [5] as the code For this class?

Yes Mo

Once a first class is built this way, MarkBook will remember thaport file name,
location, and field match order. The second and subsequent classeschreasier to
import! Alternatively, tie network administrator can set all of these parameters using the
network configuration tool in the netwoviersionof MarkBook.
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MarkBook will also update the class from a fresh import file usindJiheate from File
button on the Edit Names screen in secti¢h 8ee section-8 for details.

Cooperative Educationlasses may be imported provided that there is a single course
code for all students OR a unigue coursdigemumberfor each class. See the tip in
section 42.

Importing Classes from a Timetable/Schedule File

A second exampl e: S -dghimitedstext fite laeitaleled vgith each ¢ 0 mma
course separated into its own field. The school is semestered radmua fiveperiod

day. The course fields are in timetable/schedule order. X indicates lunch or a spare
period. The 1#ield 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,MAT3P0O01,X,ENG3D0O02,PHB30102
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,MAT1WO002,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 mathematieacher knows that his clas$séAT3PO03,

runs in period 2 and is in field #9 titl& in the text fileheadembove. The boys' phys

ed teacher knows his clas3iHB30102 runs in period 5 and is in field #12 titl€b.

Now, when importing data, each teacltan 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 uselgnore this field when matching.

Importing Classes from Multiple Record Files

A third exanple: 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-aootise that
John and Barry each have five nédentical 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,ART3D0O03
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,ENG3D002
Adams,John,M,12347,3A1,860423,555-8923,PHB30102
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 caselmport If #1... is lined up with the last field;ourse MarkBook will search

the entire file and import any student record (a row) when it encounters a specified cours
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 classess highly dependent on the files available. Before one can amsid
importing student records, establish what types of file downloads are available. If there
are numerous teachers wusing MarkBook in the
likely that persons in charge of the central computer system will berptepa luild
routinesto 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 theriigent. If teachers need
data in a particular form, then the managers of the computer system should be prepared to
provide data in a prdetermined format! ASK!

Pre-matching fields with MB18_CFG.EXE and UpdField.cfg
The network version of MarkBook itals a utility in the MkBK2018 directory called
MB18_CFG.EXE Run it to set a path to the import file and-pratch the fields. When
complete, a file called UpdField.cigill be written in the same location as the import
data fileas per the next imag&low, when teacherdick the Import button, MarkBook
will open thetxt file andpre-match the fields automatically

= Students. bt IUpdField.cfg
:-—___—_-"J Text Documnent CFa File
= | ZEZKE 1 KB

Trick : use the MarkBook configuration utility to pre -match the path and field
matches forall users in the school. Storéhe import file and UpdField.cfg together
on the serverin 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 impoftle for MarkBook has a header line and all students in

the school in one file. We recommend that the IT department creat@efor 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
school 6s secretari es aeasyttdrerecate®rgupdatedsmgle of eac
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, ssmgr
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 acceptatiowing fields for
each student who is "electronically imported” into a new class:

1 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

Dateof Birth

Gender M or F

Special Program Placement such as Enhanced, &3, SHSM, etc.

As t u dldomé Bekephone Numband Cell number

Multiple Parent Work Telephosé&umberwith extensions

Student EmaiAddresges)

Parent EmaiAddresges)

Miscellaneous

A Special Usenumber for potential ID control by the administration software

= =

=A =4 =4 4 4 4 -4 4 -4

Hopefully, the educational system can build a cordielémited or takdelimited ascii
text file that incorporates as many of these figlsipossible.

Caution: any field where a "stray" comma could appear should be sandwiched in

guotation marks. The Miscellameousfield is the most likely candidate but commas may
appear in other fields in the school system.
Knight, Jr. 6! Or someone maaddrassawtiea cemmmaone o u s |
instead of a period like @aol,com. Consequently, we recommend encasing all fields in

guotes. 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, aimat is
additional student information thatés regard
exported from the system's mainframe into MarkBook's Miscellandiid. For

instance, the Miscellaneous field could tn some or all of the following information

about each student:

1 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 andiccess 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.

=A =4 =4 4 4 4 4 A5 A -

The following commadelimited export file has been set up for ateyn 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 Fonrtsl, HF2, andHF3. John Bull doesn't have

a special Program placement and therefore his 5th field haataoAll selected courses
(seven characters each e.g. ART9AQA) 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 atpar

Last,First,Number,Gen,Program,HF1,HF2 HF3,DOB,Tel1,Tel2,SEmail,PEmail,Courses,Misc

ABull 6, 0Johnodo, 0356010, OMO, 00, 09BO, 09HO, 09 Pl|ljc0 198603260
@dingdong.edu.k12.cad , 0 bubWwelt @como, 0 ART9A0A MAT9A0B SClI9BOC MUS
PHB9AOD GER9AOBO, " Gifted in Math. Al | -dependent t o bananas,

diabetic. Deaf in left ear. Father has sole custody."

Each teacher has two potential means of picking out selected studpatdias previous
manual sections-4 and 45:

1 by Home Formnfignore the ones that don't apply) or
1 by Course Code & Section

This same filegenerating routine could be used in the same school system for junior
classes where there are monesters. In this case, the file would likely show the same
Home Formin all three Home Form fields.

|
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Import File Specifications

The following table has the specification limits for each field in an imfilert 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 @ldi$i 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 | 20 characters 12345, 123-456-789

Pupil Number

Date of Birth or DOB 10 characters in . YearMMDD (19910629 or 910629)

1
any of the formats 2. MMDDYear (06291991 or 062991)
to the right with or 3. DDMMYear (29061991 or 290691)
without '/' 4. Year/MM/DD (1991/06/29 or

fcharacters. gext 91/6/29 or 91*6*29 and so on)
ormats such as 5. MM/DD/Year (06/29/91 or 6/29/91)

JUN are not
permitted. 6. DD/MM/Year (29/06/91 or 29/6/91)
Home Form Term 1 or 15 characters 9D, RM211, SNC1DO-A
Home Room
Home Form Term 2 or 15 characters as above
HF2
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
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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, Health Card #: 123-9885-41 Allergic to
commas not nuts, carries an Epipen, Custody with
permitted mother only.

Special Use No limit (cannot be | 45698532

seen or edited by
the teacher)

Courses or 'Import If' No limit SNC1DO-A ART1AI-02 ENG1A106

Timetable / Schedule / Locker Import Files

MarkBook  will  import
T T e v [ LCKMGR_SCHD.TXT - Notepad

well as locker information| File Edit Format Yiew Help

See section-2 for details orf 029635677, PER DAYSEM COURSE ROOM TEACH, A
these functions. The Ab12 12 PHE4Al0l BG MCIVER,Last Marks=52 '
; ; ; Ahs=10 Lates=3, A 12 34 DPA4GLOLl 110

fo_IIowmg '”?age is a Notexml CREE, Last Marks=57 abs=9 Lates=7, B 12
view of an import record thd17 " spH4c101 118 FRANKLIN,Last Marks=48
has timetable (period, courdabs=11 |_a'ces=‘5‘,< B 12}1J 34 ENG4AL0Z 233
room her nam rrdMETCALF, Last Marks=68 abs=10 Lates=2, C
OOlG’ te%c tet 3 €), CUMg S 15 "HLWOALQOL 210  MORRIS,Last
marks and attendance N €Y, rks=71 abs=6 Lates=2, C 12 34

course, and contact telephg nGC4GR04 215  SERVISS,Last Marks=70
numbers for one student. Ahs=9 Lates=2, D 12 12 BAF3M101l 109
. MBCREE, Last Marks=66 abs=12 Lates=4, D 12
Although this record i§34 nGC4GR04 215  SERVISS,Last Marks=65
difficult to read inits currentlAbs=9  Lates=7,687 2321 (H),687 2321 (R)

v

Notepad  format,  oncl-EWI= MILTON

imported, it will display in arf -
easyto-read format inside MarkBo&k 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 stught number (first field) is the key field for this filtered import.

Importing a Single Student WITH Their Assessment Data
Seesection 138.
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4-7 SIS EXPORT FILES FOR IMPORTING CLASSES INTO MARKBOOK

Certain school administratn software suppliers have existing export files that work with
MarkBook. These companies provide Student Information Memagt Systems (SIMS
or SIS). Largeschoo$, districts, board, divisiors, or LEAs likely uses such a system.

MarkBook curently imports data fromTrillium , Treviac, Peel SIS, Mayet,
Harts/Windsor/Tess PowerSchoo] SASI, eSIS Snowman Inkwell , and Maplewood

as well as some custosystems. More systems are added periodically. Contact us to get
interoperability with a system not listed.

4-8 UPDATING CLASSES FROM AN EXTERNAL SIS FILE

| f therebds an i mport file avail abl e7from the
MarkBodk can updatstudent records in each class by compariegctirrent class data to

a newlybuilt SIS file. Create a fresh extract and use this newer file to add the names of

new students, delete those who have been remawgdchange/update any altered data

for existing studentsuch as Home Forms, telephone nurapetc. In fact, if the SIS file

is relatively easy to generate, and all teachers in the school use MarkBook, dbe sch

could move to @aperlesssystem for notifying teachers about changes to each class.

We strongly recommend that this process be done just befoarkasubmission cycle.
However, it may be done at any time on an ad hoc b@sistion: Many MarkBook
schools run a fresh extract every few days and require staff to update classady

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

Mar kBook has a special tool for this functio
entire set of assessments to date.sgeton 138 for details and tips.

Import File Location and File Naming Tip

Tip: MarkBook remembers the name of the last import file usedthe path towhere
it's located, and the field matches. When generatg a fresh MarkBook file from the
SIS, give it thesame nameeach time and oveswrite the older, out-of-date file in the
same location This makes it much easier and faster for MarkBook users to update each

cl ass. I f 1 tds necess aane edclooutdated fdei with acdated er | mp
before saving the new file. For instance, if teachersitagorted/updated classes two

weeks agoon Seg2f rom a file call asdimhrkkdsk .at xnte we
created, rmame t he ol der file to Amarkbook0902. 1t xt
same | ocation twi tats A mar knkaonek . t x
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Updating a Class

This example shows the update process for a diéiSB]1P105. 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 thessldata 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 theClass screen, section-2, is a button labtdd 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 seetiamd section-%.

IMPORT CLASS  Record 1 of 1453 | in SecStudents

Matched: 16 of 16

- MarkBook Fields

3

@~ mwma

9
10
1
12
13
14
15
16

Last «<— Last Name

1
2 <= First Name

Number <— Student Number
Gender <— Gender
HF1 <— Home Form
HF2 <— Ignore this field
“Year <— Ignore this field

DOB(YearMMDD) <— DOB (YearMMDD)

Phonel <— Phone #1
Phone2 <— Phone #2
Stu-E-mail <— Student e-mail
Par-E-mail <— Parent e-mail
Program <— Program
Import <— Import If #1

<— k 1l ous

TAP/ < Tamors this fsld

LastMName
First Name
Program
Gender

Home Form
Student Mumber
DOE (YaarhMDD)
Phone #1

Phaone #2
Student e-rmail
Parent e-rail
Miscellaneous
Irmport It #1
Import I #2
Special Use
Ignore this field

IMPORT PARAMETERS
ImportIf...

HOME FORM contains: |

WhatIf ...

Gender is not specified?: Use: & M

Import If #1 contains: [MFM1P105

Date Format for Birth Dates (DOB)

CE

& ar

Match the Format in the File: |YearMMDD

The first record is a field 'header'? [ Skip it
Month and Day MUST be 2 digits; Year may be 2 or 4
j digits. There MUST NOT be any separator.

Show Update Options

Conditions may be entered in any combination.
If used, the operator is: Home Form AND Import If 81 ...

Import If #1 contains

@ Open Import File

Double click or drag MarkBook
Field names to the Import File
grid so they match. Then, verify

the Import Parameters and click
on Import { Update Students.

Clear Last Match

Clear ALL Matches

=l Cancel

If the class was originally built by hand, it will be necesdarjocate the import/update

file.

Us e

Wi

ndowos

Open

the fields as described in sectiod 4nd section-5.

a

Fi

|l e di al

ogue

Since this class was initially created by importing data from an external firesgestion
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 mdoedape
information. Additionally, if the file is found, MarkBook will atchall of the fields and
enter the course code used in the Import If #1 cathte MFM1P105in this example.
Click theShow Update Optionsbutton to get to the next image.

|
MarkBook® Reference Manual, Version 12.5.8

132

b ox



Update Options
Choose among theé PDATE OPTIONS. Some ofthese fields may not be available in
the SIS extract file. This doesn't matter. MarkBook will not erase maretred 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

changing Bill to William if oW lIliam6 i
UPDATE OPTIONS Show Import Parameters |
Add/Delete Students
v Add new students. v Delete names missing in the update.
Iv If included. re-activate deleted students. ¥ Confirm deletions.

Update data in the following fields ...

Iv Last Name W Home Form Iv Student e-mail
I FirstName v Date of Birth Iv Parent e-mail
v Gender W Phone #1 Iv Miscellaneous
v Program v Phone #2 v Special Use

Caution: if there is manually-added data in any selected field, and the user elects
update that field, the manually-entered data will be erased or replaced.

Once the update options are selected, clickUpdate Classbutton. The following
screens will appear in sequence.

Invalid or Incorrect Student Numbers

If a name wasmanually ertered but the studenhumberwas wrong, the following
dialogue box will appear. The correct response is liKely

Incorrect Student Number ﬁ

 y  MarkBook would like to delete Adam McIntyre because his Student Numberf 315399331 §is not in this revised class list,

-
Howewver, Adam McInkyre with the Student Mumber§ 315399337, 8= still listed in the class.

N
Da wou wank ko
--= Update his Student Mumber From: 315399331 to 315399337, (Click on YES)
--= Delete Adam McIntyre. {(Click on MO
--= Do MOT delete or make changes. {Click on Cancel)

Ves i a] Cancel

Once the additions and deletion® atealt with, the following sequence OPDATE
REPORTSwill appear on screen sequentially.

|
MarkBook® Reference Manual, Version 12.5.8 133



DELETE NAME 4| This student is no longer in the
class according to SIS. Click a
9 Caulda Copps (154-003-332) does not appear in this revised class list, choiceYesor No. The Cancel

[ ]
Update routine. If Yes, the
Mote: Deleted names may be 'UnDeleted' at a later time. student wil be deletedfrom
the class. However, if an error
is made, use MarkBook's
Undelete Names function,
described in section-2, to bring this student, along with ALL marks ariteadance,
loaned itemsetc. back into the class.

Yes Mo Cancel

If student data was manually entered and both the student nantbére name aréoth

wrong, the correct response No. In this case, MarkBook will keep Caulda and add
anoter student to the class with the correct name and student number. For instance, in

this example, it may import "Cauldine Copp&4-003-333' 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 stedt number and delete the nevalgded "Cauldine" from the class.

Validating Update Changes

In this example, thredifferencesetween the teacher's MarkBook class folder and the
SIS record were iind. Click Yes to sea report on screen listitge changes. There will

be a further chance to accept
] 3 changes have been made ko this class. Do wou want ko see a report? or reject hese changes after

-

Click CAMCEL to 'unda' all changes. VieWing_tht_ereport.The
reportwill list each type of
Yes Mo Cancel change in sequence. Click

OK on each screen to move

to the nexpartof thereport.

After all reports, MarkBook presents the option to accept the changes. Click Yes or No. If

Yes, all reported changes will be made
automatlcally_to the_class folder. If No, all of th 'l:‘/ s i = e b
above alterations will cancel and MarkBook wif

return b the starting position without any
changes made to this class. ves ho

Updating Cooperative Education Classes

Coopclasses frequently start out with a single course code but then have separate course

codes assigned part way through a semester. In this circumstare strongly
recommend using the trick described at the end of sectibmHen 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 thést.Format printouts in sectiorbthroughsection
5-3.
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4-9 CREATING A NEW CLASS FROM AN EXISTING MARKBOOK CLASS
There area number of circumstances in whiahteacher may wish to creaenew class

using an aler or existing MarkBook class. For example,

1. This yearo6s class is i

dent i

cal or near |

2. The school is using a rotary system, there is no SIS imparséitdion 44 to section
4-8, and one teacher has eptém class in MarkBoolkSeveral colleagues could use
the same class rostir other subjectsThis function enables the classhie copied
for each teachems opposed thaving thenre-typethe same student data.

3. A teacher is taking over a class, perhfiwsa new term. While this could be handled
as a new Mark Set (see sectiord)4 or simply editing the teacher name in the
Class/Description menwne or both teachers may prefer a completely aew

independent class folder with a new name.

4. A large classs being split into two classes and one or both have new names.

o

A teacher wishes to reamea class

6. The class is in MarkBook for Mac or MarkBook for iOS and the user wishes to make

an identical class in Marki»k for Windows.

This function in MarkBook enables a teacher to use ANY MarkBook ,ctassent or
older,to create a new clager the current academic yeawith a differentfolder name.
While the categories and other items on the Mark Set screen areogigd, these may
be edited immediatel\Assessment data, seating plans, etc. acecalpied andhese may

be edited as well. If aurrentclass is being imported, attendance data will also be copied.

To begin, click theNew Classbuttono n

The following screen will appedFirstth er e 8s how

Ma r k B o o Rlassscrézfsection Hl).
to i

mport

for Windows class folderClick either Import button depending on the source of the

class.

) -
~—=MarkBook:

Version 12.5.8

NEW CLASS

Sample Class Codes:
(15 characters max.)

Enter a Class Code: H

MAT2AOC. 7A. 4F, 11B..

SCHOOL YEAR and CLASS LOCATION

Today: May 12, 2018

(Saturday)

School Year: ‘

2018/2019 a

Drive

[ IMBDEMO17

[ IMBDEMO18
[ IMBMFM1P10517
[ IMBMFM1P10518

DPhnlns

Save As Default Path

Save the Class To: [&c:[53A8346D003] | Browse

Folder
e

—YMKkBK2018

& Sampleld

[ Francais

[aMB8D17

[aMB8D18

STEP 1

<5 ]| Enter a CLASS CODE
Import a MarkBook
sor- Windows Class
Import from
cors MarkBookWeb

Create a Class for
20172018« 201872019
=7 Decide where you

want to save the files
for this class.

Note
Fields with a yellow

background are
REQUIRED.

Next -

Clear Default Path

Cancel ‘
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A yellow IMPOR T a CLASS box for the current academic yeari | | appear éé

1 "

Using the academic year toggle at the upper right, s
the yea (last two digits) of the existin§ource Qass In | 200312004 H
this example, avery old class from the 2003/2004
academic year is going to lsed.However, the soge class could be @dassfrom last
year orfrom the current academic year.

Next, click the Set Source Pathbuttonto locate the folder wherthe existing(Source)
class is stored. The following dialogue box will appear:

|
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