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Importing and Using a Custom Gradebook
 

1.  Save the .ggb file to a directory where you can find it, or save it to the desktop
2.  Start up GDP
3.  Go to Instructor Options
4.  After logging on, go to Lan Gradebook
5.  Click Manage Custom Gradebook
6.  Click Import Gradebook
7.  Click Select Gradebook
8.  Locate the directory where you saved the .ggb gradebook on your computer (probably in a directory or on your desktop)
9.  Once you have highlighted the .ggb file, click Open
10. A screen will display saying that the gradebook has been imported
11. Click OK; then click Close
12. Click Create New Class
13. Type in a course name
14. Click the Custom Gradebook button
15. Click the down arrow to the right of "Select a gradebook"
16. Click the name of the gradebook you want to import
17. Click Use This Gradebook
18. Click Save
19. Select the class you created in Step 13 above.
20. Click Show List of Students
 

From the List of Students screen, click Edit Grading Parameters to see the categories that have been assigned. To see the details for each lesson, click the tab "Set Up Grading Parameters."

Explanatory comments on the settings for the Custom 1-120, Custom 1-60, and Custom 61-120 gradebooks:
1. These gradebooks are designed for Lessons 1-120, Lessons 1-60, or Lessons 61-120. If you want to use one of the gradebooks for a different number of lessons, such as 1-20 or 21-40, just highlight the lessons you don’t want to include in your gradebook and click “Unassigned” from the Set Up Grading Parameters screen.


2. All documents are included in each of the gradebooks. Of this total, some of the documents are graded, and some are just recorded. A sample of documents from each lesson was placed in the category of “graded.”  The remaining documents were placed in the category of “required but not graded.” Therefore, all documents in the lessons are accounted for—some are graded, and the others are required but not graded.


3. All drills (i.e., 12-second sprints, diagnostic practice, sustained practice, MAP exercises, New Key drills, Paced Practice, etc.) are assigned to a Skillbuilding category. Language Arts activities are also assigned to this category.


4. End-of-part tests are required only—not graded. These tests are administered as reviews for the students; the actual tests are administered from the Alternate Tests test bank, and all of them are marked as “graded.”


5. The Timed Writing category includes only 1-, 2- and 3-minute timed writings that appear in text copy. Timed writings that appear in rough draft or handwritten copy are not included in this category—they remain in the skillbuilding category.


6. The completion times for all document processing jobs are set at 95, 96, 97, 98, and 99 minutes (for assigned grades of A+, A, B, C, and D that are displayed in GDP). The minutes that appear as default completion times in the GDP software are designed to be changed because every instructor likely has different expectations as to how long it should take to type a letter, table, memo, or report. Since completion times were not considered a factor in these gradebooks, they were set at “95, 96, 97, 98, and 99” so that they would have no impact on the grade. [Note: GDP requires that lower completion minutes be assigned to higher grades; thus, the minutes assigned are sequential to represent grades from A+ to D.]

If you want to measure completion times in document production, but do not want to use these times for daily work, you might consider setting realistic completion times for production tests or for the Progress and Proofreading Checks.


7. The error limit for all documents that were graded was set to “0.” GDP sets a default of “4” errors; a “0” setting should be used if you want your students to submit only mailable copy.


8. None of the supplementary timed writings, additional skillbuilding activities, or keypad practice activities following Lesson 120 was included in this gradebook.  If these activities are desired, they need to be assigned to one of the designated categories rather than as “unassigned.”
