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Welcome!

Go ahead and launch NB and the internet...we 
will download a file
once we are all here!

Winnie Litten
OPHS

Directions to get NB File

DIRECTIONS TO ACQUIRE NB PRESENTATION:

1. SEARCH: Winnie Litten Oak Park High School

2. GO to my page 3. Scroll down gold side 
menu for: "Teacher 
Trainings and..." GO

4. CHOOSE: Q Gradebook

Introduction

GRADES
Sign in

It is a good idea to "Bookmark" this page so 
you can get to it quickly at the start of class.

Q Shell Dates
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Gradebook Intro

Steps to Set up 
your Gradebook
Steps to Set up 
your Gradebook

Menu

Pick class to set-up

We can set up one class and apply your 
defaults to your other classes

Set-Up Area

Preferences

PU
LL

 M
E

PU
LL

 M
E

Options

This page determines how your grades will 
be calculated...straight points or weighted
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Point Calculation

I do "points" and weight grades by varying the 
number of points - For examples: an exam worth is 
worth 100 points and a quiz worth 10 points

Percentage Calculation

Categories

Start here

Categories example with Point Calculation

You can add more categories later...

Weighted categories

This is where you indicate the weighting, if 
you do it here, you don't need to do it 
anywhere else!

Use "Percent Calculation" in your 
"Options" for weighted grades.  

It is not recommended that you do "Point 
Calculation" with weighting because it 
changes the value of each "point", for 
example, each point would be .6

Grading Scale
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Scale Example 1

Bottom of 
scale 
enlarged..

This is an example only.

Scoring Options

Scoring Options Example Groups

Assignment Create Option 1 Assignment Create Option 2
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by Task Initial Creation of assignment

Assignment Details Intro to Entering

Steps to 
Entering 
Scores

Steps to 
Entering 
Scores

Access: Entering Scores Spreadsheet
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Seating Chart Intro

Seating ChartsSeating Charts

Seating Charts

Seating Charts SetUp 1

You can have several different
seating charts based on the
number of students enrolled in a 
class (name them differently) or 
just have a standard seating chart.

Seating Charts SetUp 2

Attendance Intro

...at the start of class

TAKING ATTENDANCE

Attendance
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Attendance Classes

Remember: the date is in the top right 
hand corner...

Attendance: Option 1

Attendance: Option 1

You can also take roll using the seating chart.

Attendance Option 2

Reports Intro

How to Print 
Grades or 
other Reports
from Q!

Reports

PRINTING OUT GRADES
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Report Options

Many different grade 
reporting options.

Select Report Options

Side note:

In Closing

Finish line....

Tag your most
commonly used
"Q" pages as 
favorites and you 
can use that menu 
to find them quickly!

This is a
link to a .pdf version of 
VCOE document of Q

Any Questions? Email me

1 Any questions? Text it now....

You can also email me at:  wlitten@oakparkusd.org

Laura Almada 
lalmada@oakparkusd.org 

is our district "Q" specialist!

Link to .pdf version of this file


