TUHSD TECH GUIDE: SYNERGY

TOLLESON UNION HIGH SCHOOL DISTRICT

SYNERGY TEACHER’S MANUAL

Page No.

Table of Contents |

3

Accessing Synergy from Home

4

Attendance

39

Taking Attendance by Chart

5-6

Seating Chart

38

Adding Students to a Chart

7-9

Grade Book Setup

7

Assignment Weighting

7-8

Grade Book Settings

8

Final Grade Config

8

My Grade Book Score Types

9

My Grade Book Comments

10-11

Creating a New Assignment

12

Selecting Grading Periods

14

Verifyving Assignments

15-16

Adding Resources

15

Course Resources

16

Assignment Resources

17

Grade Book Main View

18-20

Entering Grades

27

Transferring Student Grades

24-25

Posting Grades

26

Verifyving Posted Grades

40

Posting Semester Grades

41

Verifying and Editing Posted Semester Grades

36

Grade Book Reports

37

Print Semester Grade Report

21-22; 31

Notes and Communication

21

Teacher Notes

22

Assignment Notes

31

TVUE Communication

23

Class Websites

35

Class Websites: What Students and Parents See

28-30

TeacherVUE and Dual Login

28

Accessing Student Information

28

Dual Login to Synergy

1| P a g e Information Provided by N. Lucca (LCHS), N. McFarland, and T. Suggs

Updated: 2/27/2015 9:11 AM



TUHSD TECH GUIDE: SYNERGY

29 Change Focus Year to New Year
34 | Change Focus to Previous Year

30 | View Transcripts

32 Synergy Email Reports

33 | TVUE Test Group Analysis

42 | Creating a Class List in Synergy

2 | P a g e Information Provided by N. Lucca (LCHS), N. McFarland, and T. Suggs Updated: 2/27/2015 9:11 AM



TUHSD TECH GUIDE: SYNERGY

Accessing Synergy from Home

@ https://synergy.tuhsd.org/ « Open the Internet browser on a

personal computer.
« Inthe Address Bar, type:
[P @[« rttps/synergytuhsd.org/ https://synergy.tuhsd.org

Please note the secure address must be
typed in this format.

| File Edit View m Tools  Help
Add to favorites...

Add current tabs to favorites...

« The sign in screen will appear.
o Before logging in, save the

SSSNy
S login screen in the browser
. 4 favorites.

({})Svner‘gy” Pessecnityour ogn are ard pasor o The user ID and password
Logn hae are the same as that which
bassuord is used to log onto the
[seseenassscanssee ! school computer or email.

E&Lyoinﬁ _ won |
« The TeacherVUE screen will

load, and teachers can access
grade book from there.

Please remember that the District is not responsible for issues encountered from a
personal, home computer.

Synergy Access
URL Address: https://synergy.tuhsd.org

*Turn off the browser pop-up blocker
for Synergy.

» To Table of Contents
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Synergy Features
Please select a class or group
Attendance La Joya Community High School w ||[__ ] v || First Semester W
1. Select a class, OI' place : Period Course Section ID Students Term Room Attendance Taken
Firzt Semester (08/05/2014 - 12M19/2014)
cursor over Home and 1 AP US HIST 1 000752 (AMIPM) | 40 51 1120
SElgt fh%nge Cl:::lss seec: MRS AP US HIST 1 000754 (AMPM) 40 1 1120
r rren
OC]as(; o u € ekt || 2 US AZ HIST/GEOG 1 DOOTSE (AMPM) 34 51 1120
nmP iyt seiect TR PSYCH 000758 (AMPM) | 34 51 120(A)
Semting Chart s NG PSYCH 000760 (AMPM) | 33 51 1120
eating Cha
Change Class
Go to Current Class
Q Close
3]
g
S | 2. Click Take Attendance icon. Fe Attendance
et
<
3. Click image/name (chart) or
empty space by student One click =absent Two clicks = tardy
name (list) to take o]
attendance.

*To remove a mark, click three times.

done.

4. Click save attendance when

Save Save & Return Cancel

o To go back and correct attendance from the day prior, click on the Attendance icon, click
on the applicable box (this can only be done within a 2 day period), and change the
absence to tardy or excused.

e Be sure to save attendance when finished.

4| P a g e Information Provided by N. Lucca (LCHS), N. McFarland, and T. Suggs

» To Table of Contents

Updated: 2/27/2015 9:11 AM




TUHSD TECH GUIDE: SYNERGY

2. Select Add Grid or Add Freeform.

Seating Charts N
1. On the Home page, click Charts.
Charts
-

Alpha - Last, First

Add Grid

Add Freeform

New Chart

3. To add a grid chart,
type the name of the
chart and select
desired options on the
right.

Seating Chart

Editing Seating Chart

ﬁ cancel

m:  First Semester
ericd: 3
Reom: 1120

US AZ HISTIGEDG 1 000736 34
Seating Chart Configuration

Student Name Format

Last, First (e.g Smith, Mary)

D Always Alpha Sorted
Show Student Photos
D Show Student ID

D Show Gender and Grade
D Show Current Mark

D Show Course

Show Notifications

Front Of Classroom:

4. Click and drag student names from
the bottom of the right-hand
column over to the grid —or- select
Sort, Randomize, Fill Alpha, or
Fill Random.

Unassigned Students

Sort | Randomize | Fill Alpha

Fill Random EEsCER

A

A

I R

5. Once done, click Save.
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Reports

e To print a seating chart, click Reports.

e Click Section Seating Chart and print.

Alternative: Highlight the selected area or students,
go to the browser’s File tab, click Print Preview, and
then select “As Selected on Screen” from the drop
down menu on the top of the page.

Attendance Reports

/\_‘1

Output Type: ' ® poF ') TXT

|8 ATP201 - Period Student Attendance Profile
[ CHS202 - Student Grad. Requirement Profile
|| GRD201 - Report Card

[# 105201 - Student Discipling Profile

[&] STU201 - Student Profile

[ 5TU202 - Student Schedule

[ 5TU202 - Student Schedule

_.] STUZ204 - Student Transcript

|| 5TU403 - Class List

|| TST403 - Class Test Analysis

2. Or select any of the following options
and rearrange as needed.

nassigned Students Il J

Freefrom Seating Chart
Teachers may custom-create seating charts in — e -
TVUE to reflect the seating layout of the I I
classroom.
1. Drag and drop student names onto the { \ \
blank space and organize as needed. e —

@
==
[ ¥

©

Sort | Randomize | Fill Alpha

Fill Random m

@

)
)
j—

==

i

=

]

-

3. For a clean look, try using the Snap
Grid Size feature. Move the slider to the

right or left to create a grid, then drag
each photo/student name along the grid
and let it “snap” in place.

Freeform Chart Options

\ Snap Grid Size
i ¥
4. To change the position of the Front of Front O Classroom:
the classroom, click on the Preferences
tab' Bottom
Left
Right
Top
5. When finished, click Save. -
! Save

> To Table of Contents
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Grade Book Setup

1. From the home screen, place the cursor on the
Grade Book link.

Grade Book -

2. Click on Grade Book Setup.
From the Assignment Weighting screen, set up the
assignment type weights (or none if using total points), and
apply them to all pertinent classes. The total weighted
percentage must equal 100% to be able to save the new
assignment types.

Which assignment types would you like to use?

(® only Show My Types

_} Add My Types 1o the District Types
Change Class:

(31) BIOLOGY 1(2) SEC:000069 LY

Assignment Type

D: EOCA Final Exam 10 o 009 ﬁ

(=) D: Formative Assessment 2 o 0.00 D: Formative |
(=) Assessment
o D: Summative Assessment 0 o 0.00 [ D: Summative |
"U Assessment
8 | o v (LDilabs_]

Also apply the above weighting settings to the following classes z Select classes to

[](1) AP US HIST 1(1) SEC'000752 [](s1)[_JAP Us HisT { 2Pply the same
[ [C__IPSYCH(4) SEC:000758 [](S1)[___|PSYCH(5) SEC:00q changes/settings.

Grade Book -

Grade Book Main

Mew Assignment

Grade Book Setup

Use District Types “D:” in order
to avoid losing assignment types
in the event a long-term
substitute must inherit the grade
book.

The default section indicates the
common point value assigned,
and will automatically input
that point value when an
assignment 1is created under
that task type.

Click Update.

3. To set a number of lowest dropped scores for
an assignment type, enter the preferred
number of scores within the Drop Scores
Column.

Drop Scores

the student deserves the change.

‘Assignment Weighting Grade Book Settings

Final Grade Rounding Settings
Class Percentage

Rounding On ~v | 1Decimal Place v

Settings used when displaying the class percentage

4. Click Grade Book Settings to view additional options listed below.

The rounding option will be at the top of the screen. *This will only round an 89.957 to
an 89.6...not to a 90%. Manually change that grade before exporting the final grades if
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Grade Book (continued)

Grading Period Default For New Assignments

5. Inthe middle of the screen is “Grading

My Last Selection v

PeI'iOd Defalﬂt fOI' NeW ASSignmentS.” This setting controls what grading periods will be selected by default when creating a new assignment

. 113 - ” .
Set this to “My Last Selecthn. It will This will pre-populate the checkboxes
lessen the Ghance of grades being for the Grading Periods on a new
calculated incorrectly as the semester assignment after adding the first
goes on. assignment with the correct grading

periods selected (See page 9).

6. Go back to Grade Book on the top menu. Click on Final Grade

Config. Make sure Entire Enrollment Period is selected, and the Grade Book « Ri

Enrollment period shows S1. Next, set all students to either

“Genesis Grading. :
N : Grade Book Main

This will ensure that students are being graded on a 90 — 100 scale

for an “A” and so on. Before changing this, please see an New Assignment
administrator regarding grading guidelines. This is also the reason

one must manually change a student’s grade from an 89.45 to an “A”
when exporting final grades, as these are set by district and are not to Final Grade Config
be tampered with. Make sure to click “Save” after these changes.

Grade Book Setup

7. On the top of the Grade Book Setup page, notice additional setup features.
Grade Book Setup 2]

Grade Book Setup = Class Settings  Grade Book Score Types  Grade Book Comments

8. To view or create a grading scale, click Grace Baok Score Types 2
My Grade Book Score Types. With e e S, T
this, one can create a modified scale, and | Grade Book Score Types
then when creating an assignment, select @opions - | fems
that grading scale. — .

core type has no items
It is recommended when creating an DISTRICT WIDE
assignment to use the default Raw Score
provided by the District, but once a user N Seore type has no fers
becomes comfortable with Synergy, it is
an option available to use. (This is found Letter Grade Scors value Sequence
under Score Type when creating a new T pe 1000000 0
assignment.) . 5 oo 1

> To Table of Contents
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Grade Book Comments

9. To edit or create grade book comments, click My Grade Book Comments.

Here are the district comments and attributes. Users may also create comments here.

or report cards.

Note: Teacher-created comments may appear for individual assignments in a
teacher-generated report, however, they will not appear on official progress reports

Grade Book Comments

Soplions = T items

will be prompted to move them to the new comment. Adding a new comment with the same comment code as an existing
comment will replace the old comment. Comments are grouped by the comment code

+ NEW

@ You can crealte your own version of a district comment by editing it. If there are assignments using the district comment you

Sequence refers to

Not Scored Penalty Missing Comment Remove When .
2  comment SEQ Value % Mark Code Scored the order an item
appears on a list
Late 1 Na La No -
DISTRICT WIDE (e.g. drop-down
menu).

Absent 2 0 Yes Ab No

DISTRICT WIDE

Missing (100% 3 ] 100 Yes Mi Mo

Penalty)

Incomplete 4 ] Yes in No

DISTRICT WIDE
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To create an assignment, hover over the Grade rade Book
Book menu and select New Assignment or A8 560
click +New on the main grade book page.

Grade Book Main
+ New New Assignment

Grade Book Assignment Q Lock SignOut Help

Category Values Assignment Settings

Assignment Name Date of Assignment
7/15/2014
Description Assignment Category
Normal W
Due Date
7/15/2014

Parent Portal
Show in Parent/Student Portal

v

Max. Score

Standards Correlations.

a. Assignment Name: Label the assignment specific  |Assignment tame
to the task assigned.
b. Description: Give a brief description of the Description
assignment, what is expected, or any special
instructions parents/students should know.

c. Under Assignment Settings, select the Date of
Assignment. This is the day on which the
assignment is presented to students.

Date of Azsignment
TI152014 w

Creating an Assignment

d. The Assignment Category is set to Normal by

default but may be changed to Extra Credit or Not
For Grading.
Note: When Extra Credit is applied, it is applied to the
overall point total the student has earned vs. what is
available and will show as Extra Credit in the grade
book in green lettering. Not For Grading may be used to
show student scores, but not apply them to the overall

Assignment Category

grade.
€. Due Date is very important. This is what parents Due Date
will see when they access ParentVUE and will show 7/15/2014 "

up on their Student’s Calendar. Change this when

making an assignment as it defaults to the date the
assignment was created.

f. Click Show in Parent/Student Portal to make Parent Portal
this assignment visible to parents and students. 5“&-‘ in Parent/Student Portal
ON

> To Table of Contents
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g. Type: The category that the assignment will be Category
placed under. This is where weighted grades come

into play. | “=select== M
Select only categories from this list that == zelect == N
are associated with the weights selected D: Formative Assessment
in Grade Book Setup D: Summative Assessment

: ther
/ M Pafarmanca
D: EQCA Final Exam 10

D Formative Assessment

D: Summative Assessment 50
h. Score Type: This is defaulted to Raw and Score Type
should be used as it works well. This can be | S = |

modified for alternate scoring methods as T
mentioned above under Grade Book Setup. etter Grade

Jj. Max Score and Points: It is best to make both

of these values the same. Max. Score | [ points
The Points section is another way to |—
weigh individual tasks value, and if not
set consistently across the grade book can
cause inaccuracies.

Creating an Assignment (continued)

k. Standards Correlation: This feature contains | s
updated Arizona’s State Standards for most Assignment Standards
curriculum. When selected, label what standards

are being measured per assignment. It is best
when using this tool to select the High School
option, rather than specific grade as it provides

more options.

1. Sections: Apply this assignment to any of the Sectons -

courses taught simply by checking the appropriate

Standards Picker

Class Standards

class bOXGS. Add the assignment to the following sections:
[N AP US HIST 1(1) SEC:000752
)& AP US HIST 1(2) SEC:000754
[]En US AZ HISTIGEOG 1(3) SEC:000756
)& PSYCH(4) SEC:000758
mEd PSYCH(5) SEC:000760

» To Table of Contents
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m. Selecting Grading Periods:

At the beginning of the year, the following
boxes should be selected: (Q1Prog, Q1Grd,
Q2Prog, Q2Grd, S1Grd). Do Not select
Si1Exam. As the semester continues, and
after posting the first progress report, uncheck
the Q1Prog box for each new assignment
created thereafter until Q1GRD is reached.
Following each grade period posting, uncheck
the previous grading period box for each new
assignment during that period until the Final
Exam.

Note the examples provided to the right.

When it is time for the Final Exam (or EOCA),
create the exam as an assignment, label it
under the EOCA or Final Exam Task type, and
check the S1 Exam button, and S1Grd button
only. This allows the exam to show up on its
own on a grade report, and only affects the
overall grade and not the previous grading
periods.

Be sure to repeat this
process for the second
semester.

EXAMPLES:
Q1Prog

Apply the marks for this assignment to the following
grading periods:

Q1Prug
Q1GRD
(12Prug
O.ZGrd
DS1Exam
51Grd

Q1GRD

Apply the marks for this assignment to the following
grading periods:

DQ‘iPrug
Q1GF{D
QZPrug
QZGrd
DS']Exam
S'IGrd

Q2Prog

Apply the marks for this assignment to the following
grading periods:

Dm Prog
DmGRD
llZPrug
llZGrd
DS1Exam
S1Grd

Q2Grd

Apply the marks for this assignment to the following
grading periods:

Dm Prog
DmGRD
DQZPrUg
G.ZGrd
DS1Exam
S1Grd

Si1Exam

Apply the marks for this assignment to the following
grading periods:

Dm Prog
DQ1GRD
DQZPrUg
DO.ZGrd
S1Exam
51Grd
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Creating an Assignment (continued)

Assignment Resources
Click on the Resources tab.

Enter the Resource Name and
Resource Description.

Select Check to show in parent
portal so that students and parents
may access the resources when
logged onto StudentVUE or
ParentVUE.

Add a Web Resource
Select Web Resource, paste the
web URL/address, click Test URL to
ensure the address is valid, and click
Insert Link.
-Or-

Add a Document
Select Document Resource, click
Browse, select the file from the
computer or storage device, and click
Upload Document.

Assignment resources will be listed on the bottom of the page as they are added.

Resource Name

Resource Description

Resources

Resource Name:

Resource Description:

Parent Portal:

[ ] Check to show in parent portal

Resource Type:

New Web Resource:

Web Resource Document Resource

Test URL

Insert Link

Resource Type:

Please select a file to upload:

Web Resource | Document Resource

Organize
I Desktop
I} Documents
Ja Downloads
B Music
& Pictures
B Videos
£, OSDisk ()

(i.:. < f @ This~ b

New folder

& Staff Files (G)
» o tarasuggs (WTU.

File Upload

tarasuggs (WTU... v ¢ | Search tarasuggs (\TUHSDS.. 2

- Name ° -
). Curricular Design Template
. 1_nstructionalTechnologyG
). 2_PoLogistics
b 3 MwM
b 4_individualGrowth
L 5_Genesis-Synergy
b 6_TechQuickGuides

Selecta file to preview

E 4

< District Applical
o District Public Fiw ¢ >

81 items Offline status  Online

k7T

). 8 TechCommittee 2

Availability: Online-only

File name: v AllFiles v

[Comn [7] [ conet

TUHSD Website TUHSD Website references  View Resource

Upload Document

Show in Portal Added

TM5/2014 Edit Delete
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Verifying Assignments

1. Place the cursor over Grade Book on the top of the
screen.

2. Click Assignments.

3. Under the Assignments tab , edit assignment
information.

Class Grading Period Page Size
(s2)[___]INTRO SOC(1) SEC:00580 w| s2ca w| 10 Assignments v
Previous Showing 1-10 of 26 HNext

fesannens

Correlations Action
Al v S Unde
Action Measure Assign Score Type Category Due Max.Val. PtsPoss. AType Portal
Date Date

[Clan " m Leter s |v| summs |v| o & 4 won v § | [l
|_| Age an SB20 Raw Score SUMMATIVE w SIB20° 24 2400 Hormal v li

| MeGer | E20° RawScore FORMATVE  |w| | Sma0r | 8 8.00 Nomal  |w| [¥]

|_| Racism S520° Raw Score SUMMATIVE v 55020 24 2400 HNormal ~ [i

|:| Final E 520 Raw Score FINAL EXAM W s 7 70.00 Normal » E

4. Under the Grading Periods tab , one may
verify the placement of each assignment. This step
allows one to verify that all assignments created are
placed in the correct grading period.

Grade Book - Report

Grade Book Main
New Assignment
Grade Book Setup
Final Grade Config
Copy Assignments
Analysis Tool
Resources
Transfer Student Scores
Manage Classes
Calendar

Student Roster

Class Website Post

Verifying Assignments

Grading Periods

s

pesiment Dus Date DN\ D.RII DNI DNI D.RII D.RII

Secil Unions Family Qus R DNI D D Include-d Include-d D \ncluded
Crazy Lova Online Diting Close Read atae l:‘.ﬂll D D Im:lude-d Im:lude-d D \ncluded
Sesizl Uniens Closz Read aeiz l:‘.ﬂll D D Inulud-d Inulud-d D \nr.luded
Unit 2 Test sz |:|.III D \rm\uded Inulud-d Inulud-d |:| \nr.luded
0 Days Minmum Wage amame l:‘.ﬂll D \nu\uded Include-d Include-d l:‘ \ncluded
Unéer the Influsnce: Group Ghanges s l:‘.ﬂll D \nu\uded Include-d Include-d l:‘ \ncluded
Unit 23 Gheck ue Quz s Dﬂll D \rw\uded Includ(d Includ(ﬂ D \ncluded
Secsl Stuatons o Dﬂll D \rw\uded Includ(d Includ(ﬂ D \ncluded
Profanity Close Read e D.RII D \nc\uded Includ(d Included D \ncluded
Suparoul American Ve e DNI In:luded \nc\uded Include-d Include-d D \ncluded

14 | P a g e Information Provided by N. Lucca (LCHS), N. McFarland, and T. Suggs

» To Table of Contents

Updated: 2/27/2015 9:11 AM



TUHSD TECH GUIDE: SYNERGY

Grade Book - Rej

Teachers may add resources to a class and to Grade Book Main
assignments. When resources are included, parents and New Assignment
students have access to them from ParentVUE and Grade Book Setup
StudentVUE. _
Final Grade Config
1. To attach a resource to a class (i.e., course | Copy Assignments
syllabus, general handouts), place the cursor icon Analysis Tool
over the Grade Book link on the top of the page.
Cth on Resources. Assignments
Transfer Student Scor
Classisection: | (52 JINTROSOC(1) SEC00580 v| 2. When the page loads,
[ _ select a class. Then
o I R complete the form. See
(82} AP LS HIST 2(5) SEC:00588

sample below.

Add Class Level Resource

Class resources are not attached to a specific assignment. They can be displayed in the parent portal or hidden
Class/Section: (S2) Lucca, N INTRO SOC(1) SEC:00580

Resource Name:

Adding Resources

Resource Description:

Parent Portal: [[] Check to show in parent portal

Classes/Sections: [+](S82) INTRO S0C(1) SEC:00580
[(s2) INTRO SOC(2) SEC.00582
[](s2) US AZ HIST/GEOG 2(3) SEC.00584
[](s2) AP US HIST 2(4) SEC 00586
[](s2) AP US HIST 2(5) SEC.00588

Resource Type: Web Resource | Document Resource
Please select a file to upload: Browse.  Nofile selected.

Upload Document

3. Select either of the two resource types: Web Resource (for web pages) or
Document Resource (for documents saved on your computer or storage
device) and complete the upload process.

> To Table of Contents
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Uniwversal VWaiting for
To attach a resource to an assignment (i.e., work e
sheets, handouts, prompts, maps, etc.), click on the Wousa  anerota
assignment title to reveal options. .| E—

Enter Scores

1. Click Create Assignment Resources. Edit Assignment
Delete Assignment
Create Assignment Resources

2. Select the linked assignment so that the resource will be made available for
parents/students when clicked on from ParentVUE/StudentVUE.

3. Add a Resource Name and Resource Description.
4. Select “Check to show in parent portal.”
5. Select either of the two resource types: Web Resource (for web pages) or

Document Resource (for documents saved on the computer or storage
device) and complete the upload process.

Add Assignment Resources to: Universal Heath Care Review

Linked Assignments: Linked Assignments

] Universal Heath Care Review [ ] INTRO SOC(2)

Adding Resources (continued)

Resource Name:

Resource Description:

Parent Portal: : Check to show in parent portal
Resource Type: Web Resource | Document Resource
Please select a file to upload: Browse_ | Mo file selectad.

Upload Document

» To Table of Contents
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Grade Book Main View

The Grade Book

Grade Book Main

i

Lock SignOut Help

Main page has
various viewing

29[ JTROSOC{1) SEC:00580 / 52Grd =

Lk Filters & Options =

+ Hew Ta Reports

features.

Use the drop-down list
to select terms, classes,
or grading periods.

(S2)[_ " 1INTRO S0C({1) SEC:00580/52Grd =

£¥ Filters & Options -

Terms Classes Periods
To view the current Active Terms Q3Prog
semester, select 51 (Terms) (52) INTRO S0C(2) SEC:00582 Q3Grd
S1Grd or S2Grd. (52) US AZ HIST/GEQG 2(3) SEC:00584 Q4Prag
This allows parents (52) AP US HIST 2(4) SEC:00586 Q4Grd
and students to see (52) AP US HIST 2(5) SEC:00588 S2Exam
current grades
within ParentVUE
and StudentVUE.

Filters and Options

Customize viewable information and the layout of the grade book by clicking on

the Filters & Options button.

¥ Filters & Options ~

The image below illustrates the various options for the grade book. Add additional
views, change the size of the rows in the spreadsheet, highlight at-risk scores, and

create student groups.

Filters

Assignment Date:

All Dates

Show All

Assignment Types:

Options

[ ] Show Dropped
b4 Students

[ ]Hide Class Grade
[] Show Total Missing

v [] Show Grades By Type
[ ] Show Comment Codes
[ ]Assignment Note Entry
[ ] Show Student ID

Summary Modes:

Show Median
[ ] Show Mode

Show Comments:

Mormal W

Analysis Bands:

edit bands

=< no bands == W
Row Size:

Medium W

At risk highlight scores
percentage

70 %
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Entering Grades: Enter grades in several ways.

a) Grade Book mode — enter scores or comments directly in
Grade Book Main.

b) Assignment mode — enter scores in individual assignment
pages. Do this by clicking on the assignment title on Grade
Book Main. Then click on Enter Scores. Enter assignment
scores.

¢) Student Screen — enter scores within the student screen.
Do this my clicking on the student name.

To enter grades from the grade book main, click on a

8 | field in the column of the intended assignment and type S—— —
"g in each student’s score. MAX-18 00 MAX-10.00
5 £10/2012 2972012
en | One may also navigate the spreadsheet by using the FORMATIVE | FORMATIVE
.2 | mouse, the Tab key, or the arrow keys on the keyboard. 18 0
s 10
'E 10
= 10
10

Type comment codes as set under Grade Book Setup =

(e.g., La, Mi, etc.).

To remove a comment code, enter the score, add a space, B

then add and exclamation point (e.g., 10 /). 104

To remove an exclude code, enter the score, add a space, 10 1E

then add an exclamation point + Ex (e.g., “10! EX”).
To remove the exclude code without entering a score,
add and exclamation point + Ex.

» To Table of Contents
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i i
Waiting for Intro

To enter grades on an individual assignment screen, e wae

MAX:10.00 MAN:5
PTS:10.00 PTS:5

click on the assignment title on the grade book main T
page. Click on Enter Scores. FORMATVE  FORMAT]

Edit Assignment

Delete Assignmen

Intro to Education 18 v
Enter scores for B on Use the green
each student on 4/1012014 fill down R
the spaces FORMATIVE arrow to fill in
&' | provided. . ¢ the same score | "
3 for all
: 18 |
5 5 J students.
g L 18 |V
o 2 b
-/
8 | To exclude a grade from grading or to Also, add a comment from the drop-
"g edit parent portal posting, select the down list.
5 appropriate box(es). Comment
éb ] ] -
B= Exclude Hide in Portal Late
=
Q
- Missing (100% Penalty)
: Incomplete
m ] Language
Excused
O 0 Extra Credit

Public vs. Private comments
On the far right column on the page, type any comments needed. The Public field
makes the comment available for viewing by parents, students, guidance, or
administrators.
The Private field is ideal for unpublished teacher notes on student progress on a
particular assignment.

Notes

» To Table of Contents
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To enter scores within the Student Screen, click on the student name in Grade

Book Main g

Click line to open student detail

o . Health
—or— click on the student’s name while L3 res
. @Penod Attendance
in the Attendance screen and then & sudent
click on Grade Book. @studentvue

ATP201 - Period Student Attendance P
CH8202 - Student Grad. Requirement
GRD2D1 - Report Card

ID8201 - Student Discipline Profile
STU201 - Student Profile

STU202 - Student Schedule
STU204 - Student Transcript
l%Communicﬂtion

E]Grade Book

a2 1 og Student Contact

This may be useful for logging scores for makeup work.

Entering Grades (continued)

Assignment Category Excluded Drop Score Points Possible Performance Indicator Public Notes
Sy o [ S
8152014 Syllabus Assignments O o P 500 500 : I
o [ S
81512014 Contract Assignments O o B 500 500 s I
fompt e [ S
8/5/2014 Notebook Assignments O O |10 10.00 10.00 10 |
Notebook D: _
8/7/2014 Check 1 Assignments O O |20 20.00 30.00 20 |
Scientific
D:
8/8/2014  Method - Assignments ] [l IO 0.00 10.00 0 |
Spongebob
Characteristics
and D: l—
erizo14 Organization  Assignments O o 4 400 10.00 - N I

Be sure to update/save changes as necessary.

» To Table of Contents
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Notes and Communication

Notes and Communication
Teacher Notes
From the attendance screen on TVUE, teachers can add student notes. These
notes can be made private or shared with other teachers.

1. Hover over a student picture to

reveal the notes icon. |ﬂ

2. Click on the notes icon to reveal the notes window.
3. By default, the notes may be shared with other teachers. To make the note
private, select the “Do not share comment with other teachers” box.

View Note For: | |

07/15/2014 12:48 pm

] Do not share comment with other teachers
Comments

Show History m Close

4. To view notes history, click Show History.
5. Click Save when finished.

In Synergy, teachers may view notes entered in TVUE, and new notes may be add
1. Click on the Student view #> Notes tab.

emographics | Parent/Guardian | Other Info | Emergency | Enrollment | Enrollment History | Classes | Documents Notes'
st Name First Name Middle Name Suffix  Perm D Grade Gender

2. Click Add to document a new Add QD
note.

Add row

led.

> To Table of Contents
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Assignment Notes
Teachers can add public or private notes for student assignment scores in grade book main.
Previously, this could only be done through the Enter Scores screen.

1. In Grade Book Main, click on Filters & Options.
2. Select Assignment Note Entry under options.

GEOG 2(3) SEC:00584 / Q4Grd = £ Filters & Options

Filters Options

Assignment Date: [] Show Dropped

All Dates v Students

[]Hide Class Grade

[] Show Total Missing

Show Al v [] show Grades By Type
] Show Comment Codes

Assignment Types:

n Assignment Mote Entry
B [] Show Student ID
z
€ | 3.Click on a cell to enter notes.
)
2 / &
= q ' 10
.P_P Watergate Review 15
ﬁ Public Notes 15
I 0
I 0
15
15
Private Notes 15
I 0
3 0
15
15
Fill down score 15

4.To add the same assignment note for all
students, click on Fill down score to Fill down score |,
repeat notes for all cells below.

5. When finished, uncheck the option within S Assianment Hote Enty
Filters & Options. PP

> To Table of Contents
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Class Websites

Class Websites may be added in Grade Book
and viewed by parents and students on the
ParentVUE/StudentVue website.

Each teacher has the ability to edit content
within his or her site.
1. Hover over the Grade Book Menu. Select
Class Website Post.

Grade Book - Report

Grade Book Main
New Assignment
Grade Book Setup
Final Grade Config
Copy Assignments
Analysis Tool
Resources
Assignments
Transfer Student Scores
Manage Classes
Calendar

Student Roster

Class Website Post

Class Topics
3items

© Topics are shown inthe
parent/student portal for this
class. The Homework topicis
generated from both your
postings and from ungraded
assignments.

Topic
Announcements
Homewaork

Classroom Documents

2. Click Announcements, Homework, or Classroom Documents to begin.

Upload
documents
(optional)

| Documents ®Upload New Document |

Save when
finished.

)
O : = NEW
= 3. Click +New.
= . .
A 4. Complete the entry form and apply to multiple classes if necessary.
o
3 Teacher Class Website Entry
&
“ Topic Headling Visibility 5 M
'5 ANoUNCEmants —
Sections
Bsewse BD R @ B @G B Qb E s CJsn PSYCH(1) SEC:00579
, |_|[S1] PSYCH(2) SEC:00581
LIS a2 s LT |—|[S1] US AZ HISTIGEQG 1(3)
B I US % x [ SEC
31 AP USHIST 1(4
o B[Elza={ls=-m l_ltscéI Y
DOoOmM=00:20 @ [ JESSE1C] AP USHIST 1(5) 6.
Styles - || Fomat - || Fom || Size - || A- B-[| 38 &) ? |—|ISSE2'1 INTRO SOC(1)
r‘tS?‘; INTR:O S0C(2)
SEC
#lis2) US AZ HISTIGEDG 2(3)
SEC
[Jes2) AP US HIST 2(4)
SEC
by P [Jis2) AP US HIST 215)
SEC

Class websites are accessible on the ParentVUE/StudentVUE
website (web browser version, not on the mobile apps).
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Posting Grades: Syneray’

ToachorVUE

Home ~ Grade Book ~ Report Card ~

1. On the grade book home screen, place the
cursor over the Report Card link on the top
of the page. Students

Report Card -

Term Weighting

2. Click on Students.

3. Review and/or edit final grade and report card comments by clicking on the
Edit Final Grade and Comments link.

Post Student Grade Level Edit Final Grade and Comment=

2 Q4Grd
N
Fg post Grade 11 Q
s Cale: D
el
w post Grade 11 B
w o
= :
"g 4. Select drop-down lists to edit grades or add report card comments.
m Student Calc % | Current Grade | Final Grade Comment 1 Comment 2 Type Code Comment
000 A | E” | E”* | E”* Comments 1 Doing excellent academic work
Comments 10 Fails to turn in make-up work
150D A | E” | E”* | E”* Comments 11 Does not bring class material
1000 A | E” | E”* | E”* Comments 12 Performing below capabilities
Comments 13 Poor test/project scores
00 & | E” | E”* | E”* Comments 14 Inappropriate behavior
96.0 A | E” | E”* | E” Comments 15 Excessive tardies
Final Grade Comment 1 = Comment 2 5. Click Save Changes.
e (avachanges ) (Ut ) [ urseves crercts |
& 6. Click “back to report card.”
C
D3ck 10 repor card
[ [F} ] . back to report card .
[p ] 7. For an entire class, be sure to click
|
-Post
ne Post All:

8. Click Post.

Postable Periods [vlonly show postable grading periods Valid Posting Dates: 8/26/2014 through 9/10/2014
Class (S1) AP US HIST 1(1) SEC:000752 v

Note: A confirmation message will momentarily appear at the top of the page.

» To Table of Contents
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9. Repeat the Postable Periods nlyr show postable grading periods
process for all Class | (51) AP US HIST 1(4) SEC:00585 | W |
classes. (51) PSYCH(1) SEC:00579

(51) PSYCH(2) SEC:00581

(51) US AZ HISTIGEOG 1(3) SEC:00583
@]i AP US HIST 1(4) SEC:00585

(51) AP US HIST 1(5) SEC:00587

Be sure to verify that all grades have been posted by

hovering over the Home menu link and clicking on View

Seating Chart
Grades.
Change Class

Goto Current Class

Announcements

ALC

Change Password
Communication
Parent Conference
Student Micknames
Substitute Instructions
Test Group Analysis

Universal Breakfast

Wiew Grades

Work Samples

> To Table of Contents
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Verifying Posted Grades

Open TVUE

1. Hover over the Home menu link.

2. Click on View Grades.

Teachers post grades using the Synergy Grade Book ‘Post’ feature.
Teachers must verify grades have been posted to Synergy using
TVUE before leaving campus on the day grades are due.

Home ~ Grade Book

Seating Chart
Change Class
Go to Current Class

Announcements

ALC

Change Password
Communication
Student Nicknames
Substitute Instructions
Test Group Analysis

Work Samples

If the grades did not
successfully post, print the
final grade for the section(s)
from Grade Book.

Manually enter the grades on
this screen.

To do so, click on Edit, make

changes, and save.
Updating 1st Quarter Progress Grades [l

WOOTS2 TOST AP US HIST 1

TeacherVUE

0 Lock i

w

Grades for: 1st Quarter Progress

000752 7051 AP US HIST 1

Return to Seating Chart "I

n. First Semester
riod 1
L 1)

Options Comments

LI DT G G AP USHISTY 000752 33

Display Optiens

¥ 1st Quarter Progress

[ 1st Quarter Report Card

[ 2nd Quaner Progress Repaon
[ 12t Semester Report Card

[ 3 Quanter Progress

[ 3rd Quarter Report Card

[ ath Quarter Progress

This method posts the
grades directly to the
progress report/report
card.

> To Table of Contents
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his/her classes to another.

1. Hover over Grade Book and select
Transfer Student Scores.

Grade Book Main
Mew Assignment
Grade Book Setup
Final Grade Config
Copy Assignments
Analysis Tool
Resources

Assignments

Transfer Student Scores

Manage Classes

A teacher may transfer student grades only if the student moved from one of

Grade Book ~ Report C

Transferring Student Grades

3. Select the class to which grades will
be transferred under To Class.

4. Select the student whose grades will
be transferred under Student.

Calendar
2. Select the class of origin under Transfer Student Scores Q
Copy From Class Copy From Class | (S1) AP US HIST 1(4) SEC:00585 v
: (G} I (51 AP US HIST 1(4) SEC:00585
(s1) AP US HIST 1(5) SEC:00587

Choosing the option
assignment definitid (571}

Assignment o)

(51)
(31)

PSYCH(1) SEC:00579

PSYCH(2) SEC:00581

US AZ HIST/GEOQG 1(3) SEC:00583
(52)

1 (52)

AP US HIST 2{4) SEC:00586
AP US HIST 2(5) SEC.00588
INTRO SOC({1) SEC 00580

AP US HIST 1(5) SEC:00587 W

AP US HIST 1(53) SEC:00587
PSYCH(1) 3EC:00579
PSYCH(2) SEC:00581
US AZ HIST/GEOG 1(3) SEC:00583
AP US HIST 2(4) SEC:00586

[~
o

Student | =<«<Select== (V]

e

5. Review the list of

there are assignments
that do not need to be
copied, please click on
Do Not Copy under
the To Assignment
column.

Assignments to copy. If

Assignments

Copy From Assignment Date Assignment Type Points. To Assignment
Inventory Final 81012012 Academics 0.00 Inventory Final-8/10/2012 [=]
=00 Mol Copy==
Mil Con 1 81712012 Military Conduct 100.00 Inventory Final-8/1 2
Mil Con 1-8/17/2012 —
Inspection # 1 812212012 Inspections 100.00 Inspection # 1-8/22/2012
Ldrship Quiz # 1-8/23/2012 —
i g Inspection # 2-8/29/2012
Ldrship Quiz # 1 8232012 Academics 100.00 T Ao
+ Inspection # 2 812012012 Inspections 100.00 e
. Inspeciion # 4-9/19/2012
Mil Con# 2 8312012 Military Conduct 1.00 Inspection # 5-10/3/2012
1t Qir Mil Con-10/3/2012
Uniform/Rank Quiz 9M10/2012 Academics 100.00 Inspection # 6-10/10/2012
Cont Signer Bio-10/11/2012
‘ Inspection # 3 91122012 Inspections 100.00 ==Add Assignment=>

r

Transferred/Copied grades will replace current
grades if any. This cannot be undone or

recovered.

6. Click Copy Student Scores when finished.
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TeacherVUE and Dual Login

Dual Login

1. Sign into Synergy TeacherVUE to
take attendance, view basic
information about students, and
access the grade book.

Please select a class or group

La Joya Community High School v v | First Semester v

b

Section Attendance

Taken

Period Course D

Students Term Room

First Semester (08/06/2013 - 12/20/2013)

select IR PSYCH 00579 31 81 1120
(AM/PM)
2 PSYCH 1120

00581 29 S1

Anseony

2. From TVUE: Click on the Reports
icon to generate Student Profile,
Student Schedule and Class List
among others.

Reports

[Output Type: ® poF O TXT

[£] ATP201 - Period Student Attendance Profile
[£] CHS202 - Student Grad. Requirement Profile
|5] GRD201 - Report Card

[5] IDS201 - student Discipline Profile

[£] 8TU201 - Student Profile

[£] 8TU202 - Student Schedule

[5] sTU202 - Student Schedule

[£] $TU204 - Student Transcript

[#] 8TU408 - Class List

[£] 8TU419 - Section Seating Chart

[5] TST403 - Class Test Analysis

. Click on the student’s name or
photo to access Discipline, Health,
Period Attendance, Student
demographics and the Grade Book
for that student only.

Click line to open student detail

E-]Hea\tn

Epermu Altendance

1 |

1 Qstudent\/UE

| ATF’201 - Period Student Attendance Profile
CH5202 - Student Grad. Requirement Profile
GRD2D1 - Report Card

" \DSZU1 - Student Discipline Profile

STU201 - Student Profile

[5|sTU202 - Student Schedule

STU204 - Student Transcript

L
& Student

l: Q%Ct)mmunicamn
|

Grade Book

g;Log Student Contact

. Click on R
Communication to
generate email to a
student and/or his/her

parent(s)/guardian(s)

with valid email
addresses.

~—| Note: Synergy will indicate if a

[

[

student or parent/guardian does not
have an email addresses on file.
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TeacherVUE and Dual Login (continued)

1. Click on the Synergy
icon on the top left
of the screen under

Synergy*
the logo

and click “Leave this
page” to access

Synergy.

Dual Login to Synergy

saved.

Are you sure?

This page is asking you to confirm that you want to leave - data you have entered may not be

The Synergy screen
contains a toolbar with
icons and reports.

Information for all
students in the school
1s now accessible.

«p Synergy

[ Tvue J 5 HANE Lock | Sign Out | Support | Help

La Joya Community High Schooll ¢
Year2013-2014

e

Show active and inactive

2. Change the
focus to the
new school year
by clicking on the
school name at
the top of the
screen. Select the
current school
year.

3. Change the view
of students by
clicking on Show
Inactive Students.
Select - Active
Only, Inactive
Only or Active and
Inactive.

La Joya Community High School (2013-2014 - Shq

Save Undo

La Joya Community High School
Year: 2012-2013

User: I
Show active and inactive

Select Focus

Select Focus Year and Include Inactives

Focus Year

2014-2015 v|

Save Undo

Select Focus

Select Focus Year and Include Inactives

Focus Year Show Inactive Students
2014-2015 v| Active And Inactive v
. User Configuration |

Select Focus Organization: ]

P{Tolleson Union High School District]

Save when finished.

Save
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Click the icon on the

toolbar to view the

student information.
For example, to

Menu~ | @@@ | g___%| Find | Undo |

|Reports \Student Transcript
|Update GPA )

Update Term Code Actual Process

Graduation Requirements
Student Graduation Check bjn School Status

1[}Fﬁ cial Transcriptl

View Audit Detail For Student Course History]

view transcripts:

o Click on the

Student Course

Transcript and
Official

Transcript to v

generate a : FREZ-MAN SMGLEH | P 310 ;

transcript for EreesSiast & RN ¢ B
that student. B e me ewms :

.
&
:

gy.tuhsd.org/ReportOutput/14e

P B ¥+ #H

L3 .
History icon.
Gt e me Tolleson Union High School District | La Jaya Community High School
L LaJoya Community High School 11650 W Whyman
Avondale, AZ 5323
n h Fhane Fa
N _ 623-478-4400
Click h -
« Click on the e
Menu bUtton [TTEniD Coursa T Wik CredimCmg|  Cra D Courss Titi Vark  CresimCre] CralD  Courss Tithe Mark  Cred AnCrre
[ ] Select Reports, I vhc?‘ :;Gu.l:::“ili: “;15?'0 0PN E::;: - !&'d. ﬂ:? 0. 'ﬁ?ﬂ?l2 SV\ZG.‘-;';“ - - DG":::;?’.USJ
A 3 Cred G 3 »
Student ' o e 0
SENIOR ENGLISH 2 F 050 /000
0 2 c 050 /050
A AT 2 25 (050

WRLD HETORY 8 GEC F
ECONTMICS B

88

To return to the
Teacher VUE screen,
click on the TVUE
button under the

TeacherVUE and Dual Login (continued)

Are you sure?

This page is asking you to confirm that you want to leave - data you have entered may not be

saved.

logo and leave the
page.
&m
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TeacherVUE Communication

Teachers can email individually or by groups
of students via Teacher Experience:

1. Hover over the Home link.
2. Select Communication.

Home - Grade Bc

Seating Chart
Change Class

Go to Current Class

Announcements
ALC

Change Password

mHe:::k finet Teachers can
send emails to
[ Period Atienda only one student
A & Student by clicking on
%Student\fUE the student’s

name/photo in
the attendance
screen which
generates a drop
down menu.

ATF'2D1 - Period Stude!
CH8202 - Student Grad

h GRD201 ~Report Card
|Ds:zu1 _ Student Discip]
STU2U1 _ Student Profil

STU202 - Student Schedule

B STU204 - Student Transcript
fn Communication

mr’“r:dn Brnl

3. Select email for students only,

parents only or both students and
parents

4. Select to post the message on the

PXP Message portal

5. Or select both email and post on the

PXP Message portal
6. Select one section, some sections or
all sections

Communication a Return to Seating Chart

Message Details
From

— L)

o [Teing copy me on emails | send

To

People Student(s)

Student(s)
Class¢ Parentis)
Both Student(s) and Parent(s)

Subject

Message

Bswres |0 @ BE & Qh E5n mMEQ
BIUS x| £ n|[Ez =z =(==m
Styles - || Fermat - || Femt “|| se= -||A- B-||2%

e Parents will enter their email
addresses using Parent VUE
and will control updates to
their addresses.

e Note that messages will

be sent only to those

with valid email
addresses.

e Emails are saved to a
messaging queue and will be
sent out each hour.
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Email Reports: Email Me

The new Email Me button allows a user to generate a report, move on to
another view, and have the SIS generate the report and email it to the user
when finished.

n

s

= Open the Report Interface, set up prnt || | saveDeauk | | Reset Dem}' Erai Me |

& | whatis to be printed and click the Report Interface

é Email Me button.

= A message will pop-up. e eroe ==

= B (b, S !

%

& When the report has finished processing the user will receive an email with the

§ report attached:

m From: Genesis
To: Nancy McFarland
G
Subject: Synergy Job: Period Attendance List at La Joya Community High School (2012-2013) - Success

| Message | “X ATP401_result,pdf (195 KB)

The job "Period Attendance List' completed successfully. The results are attached to this e-mail.
The job's total execution time was: 00:00:37.8297575.

> To Table of Contents
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TeacherVUE Test Group Analysis

Teachers view AIMS reading, writing and math scores in using Test Group
Analysis. Click on Test Group Analysis within the Home menu list.

Home ~ Grade Book

Seating Chart
Change Class

Go to Current Class

Announcements

ALC

Change Password
Communication
Parent Conference
Student Nicknames
Substitute Instructions

Test Group Analysis

TeacherVUE 7}

Test Group Analysis Print | Return to Seating Chart

AIMS Reading AIMS Writing = AIMS Math

Student Name
Perf Lvi Perf Lvi Perf Lvi

e Teachers can view scores for all test parts by selecting other Test Group
Parts, allowing teachers to see scores out of their content area.

e Change the Test Display Type allowing viewing of scores for from all
testing sessions.

e View only students with test results by clicking check box.

Test Grﬂup Analy'Sis Print Return to Seating Chart
AIMS AIMS T[] e First Semester
Reading  Writing  Math ;“'_“_"" 3
Student Name Date om: 1120
Pert Course Section Students

AR R R U's AZ HISTIGEOG 2 00584 35

02/24/2014 A EEB
Test Preferences
10/22/2013 A FEB
02/24/2014 M Test Group: |AIMS v |
Test Group Part: v
1072202013 A Test Display Type:
L
04/02/2013 M M A
10/22/2013 M L] ignore Blank Entries
0410212013 A
04/02/2012 M M A -
Highlight Performance Levels
04/02/2013 M ] M
L] FrB

04/02/2013 M M M .
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Teachers can view previous year’s grades in their grade book.
Access within Grade Book:
e Click on teacher name on the top-right corner of the page.
John Doe
2012-2014 La Joya
Lock SignOut Help
=
® :
g Focus window opens
* e Select School Year, etc.
3 ¢ Click Select button
'E e Grade Book opens to selection
=
R
o
e
School Year 2013-2014 W
z
3]
£ School La Joya Community High School
go Enrollment Period 52 (Terms) w
'_g Classes (SE}I:I US AZ HIST/GEOG 2(3) SEC00584 w
@)
B Grading Period Q4Prog (Grading/Mark Periods) v
2
Select
2 ]
)
e . .
5 GB in previous year:
<o I VAR Test IChapI!rZﬁ CII'pZAHeview rluew[
PTS3300  maxonno | PTS2000 TS
411112014 e 41412014 32
41112014
. Student[] = Grade | sSUMMATIVE FORMATIVE FORMATIVE SUMNM
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B4.7% B 28 20 18
To2wCc |} 20 20 18
87.5% B l, 18 20 20
98.5% A 28 20 20
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Home I
. Select Child » A
Class Websites: What students and
parents see I
Class Websites are available in student and parent Calendar
experience on the website version (not currently on
¢ | StudentVUE or ParentVUE apps). Attendance
&N
. ) ) Class Schedule

2 1. Users will click on Class Websites

5 Class Websites
=

“ i 114

A

"g 2. Users will select the course to view.

«®

@ Announcements

5 s—

=] s |UH ADV CHEM 1(6) SEC-166203 v

.E (s1 'SPANISH 1(1) SEC512101

&N (s1 'PHOTO 1(2) SEC:364103

5 (51 UH ADV GEOM 1(4) SECBH0D

UH = -
§ o \UH AP WLD HIST( 1)(5) SEC:168407 A
H ADV CHEM 1(6) SEC. 166203 mewor

n

)
=

n
= : : : : :
é 3. Website posts will be viewable by selecting from the TOPICS list.

" Homework

%)

]
5 (s1) ADV CHEM 1(6) SEC-166203 v

Chapter 5 HW #2
Homework
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TUHSD TECH GUIDE: SYNERGY

Teachers can generate reports in Grade Book.

1. Click on Reports in Grade Book Main.

=+ MNew 7a Reports Undo

2. Select the type of report to generate.
Grade Book Reports

Detailed Progress Report

LV I B —
Detailed Progress Report ':._..:'F{un report for current Class ':._..:'F{un req
Summaly Progress Report (M

Print Grade Book ~/Run reg
Blank Grade Book .;:;.Run e
Assignment Detail Report

Student Missing Assignments Report
Missing Assignment Summary Report
Class Summary Report

Chart: Assignment Student Performance
Chart: Class Grade

Chart: Class Category Summary

Chart: Class Grade Distribution

Grade Book Reports

Commonly Used Reports
Detailed Progress Report: A detailed list of assignments, scores, and final grade per
student
Summary Progress Report: An abbreviated list of assignment type scores and final
grade per student
Print Grade Book: Full grade book printout as shown in Grade Book Main
Class Summary Report: An abbreviated list including the overall grade, assignment
type scores, and number of missing assignments

3. Click Run Report.

Fun Report
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TUHSD TECH GUIDE: SYNERGY

To print a semester grade report, access
the Student Final Grades page by
placing the cursor over the Report

Report Card -

. .. Students
Card link and clicking Students.
Term Weighting
Grade Summary (7} Lock Sign Oul

Back to Grade Book

Teacher edited grade

Class (S2) Lucca, N US AZ HIST/GEOG 2(3) SEC:005 v |

Post Student Grade

Comments
Level

VI

Q4Grd

Edit Final Grade and

Contains missing assignments affecting grade

Postable Periods [¥lonly show postable grading periods Valid Posting Dates: 5/15/2014 through 5/20/2014

Edit Final Grade and
Comments

S2Exam

Edit Final Grade and
Comments

S2Grd

(Firefox is displayed here.)

On the browser’s File menu, select Print Preview.

File | Edit View History

New Tab

New Window

New Private Window
Open File...

Save Page As...
Email Link...

Page Setup...

Print Preview

Print...

Work Offline
Exit

Select the page orientation and change
the scale percentage until all items fit
on one page.

Print Semester Grade Report

| porvs

Page Setup... Page: 4 «

@

(POV_MAIN 230x)

Home (TS_SeatingCrart aspx)

Grade Summary
Back to Grage Book (go_CradeSockMan aspx)

Teacher acied grace

Contans missing asagaments aflecing grade

Class | (52)[_______F MST/GECG 23) SEC00484

Regor Card  (gb_SaudemRonter sag) Admin

1 0of 1 P NiScale: 80%

Grade Bock  (gb_GradeBockMan aspx)

(gh_SchooiClass asex)

@ suc

Postatie Perods “only show postable grading pecicds Vakd Possng Dates: 5152014 through 5202014

Post Student Grade Edit Final Geade and Commants Edit Finul Geade and Commwnts Edit Final Grad
‘a Level g S2Exam | s2aea
¥ post | I | Geade 11 D F I D

igsToANY:

L3oK SG0 Ol HEP (MI2E RS0 TERS 15760 20p ML Ganea he

v | L Pertrait || Landscaps
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TUHSD TECH GUIDE: SYNERGY

When a new student is enrolled in a class, the following message may on the top
of the chart screen (in TeacherVUE Home).
1. To add the student to the current chart, click on Edit.

AI p h a - L ast, F i rst | There are some students who need to be seated in the chart‘

2. Scroll down the page and locate the Unassigned Students
Unassigned Students list on the bottom of
the right-hand column.

3. Click on the student name and drag and drop it
onto a space on the chart. Fill Random
-0r- e

f

Select Fill Alpha or Fill Random. .i ______________________

Sort Randomize Fill Alpha

Adding Students to a Chart

Click Save when finished. m

» To Table of Contents
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TUHSD TECH GUIDE: SYNERGY

Taking Attendance by Chart

To take attendance by chart as was available in the previous version of Synergy,
the default chart first must be edited and saved. Below are instructions from
Synergy Support to do so.

1. Within the Home screen, click Edit. B charts Attendanct

Home ~ Grade Book ~ Report Card ~ Admi

Home Q

Alpha - Last, Fir©

1. You may rename the chart or
add students who may not be on
the chart (scroll to the bottom of
the page and add any students
listed on the right-hand column).

2. Click Save.

220 7RRY
1704728 ,EQ
B002% AR

1. On the first day, the Attendance
link will be highlighted in
yellow. Hover over it and select
Chart or List. If multiple charts
were created, select the chart
you want to use for attendance.

ne B
¥ ray Home ~ Streams Grade Book ~ Report Card ~ Let

ww Attendance

Alpha - Last, First

FRONT

!ﬁ@i””ﬁap
120a00¢®
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Posting Semester Grades Synergy' Y —
1. On the grade book home screen, place the Report Card ~
cursor over the Report Card link on the top
Students
of the page. —

Term Weighting

2. Click on Students.

3. Review and/or edit final grades and report card comments by clicking on the
Edit Final Grade and Comments links.

Postable Periods Monly show postable grading periods Valid Posting Dates: 12/11/2014 through 12/26/2014
Class|(S1) US HIST 1(1) SEC000752  v|

Post Student Edit Final Grade and Edit Final Grade and Edit Final Grade and

Comments Comments Comments
Al

Q2Grd S1Exam $1Grd

Grade 11

4. Select drop-down lists to edit grades or add report card comments.

Student Cak % Current Grade Final Grade Comment 1 Comment 2 Type Code Comment
1000 A = = =V Comments 1 Doing excelient academic work
Comments 10 Fails to turn in make-up work
1000 A = 20 g £2) 4 Comments 11  Does not bring class material
1000 A [~ = GV c 12 " below
Comments 13 Poor testiproject scores
1000 A £3| v [x]¥ = 14 vehavior
nen A [ | = (] s’ 15 £ lardio.
- .
Final Grade Comment 1 Comment 2 5. Chck Save Changes.

Save Changes | Undo | | 1Unsaved Changels)

Posting Semester Grades

g 6. Click “back to report card.”

g back to report card

B

P 7. For an entire class, be sure to click
MNC

Post All:

8. Click Post.

Postable Periods only show postable grading periods Valid Posting Dates: 12/7/2014 through 12/31/2014
Class | (51) JUNIOR ENG 1(1) SEC:320001 v m

Note: A confirmation message will appear momentarily at the top of the page.

9 . Repeat the Postable Periods nly show postable grading periods
process fOI‘ al] Class | (1) AP US HIST 1(4) SEC:00585 v
(s1) PSYCH(1) SEC:00579
classes. (51) PSYCH(2) SEC:00531
(51) US AZ HISTIGEOG 1{3) SEC:00583
(s1) AP US HIST 1(4) SEC:00585
(s1) AP US HIST 1(5) SEC:00587
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TUHSD TECH GUIDE: SYNERGY

Vel'ifyil’lg Posted Grades Home ~  Grade Bool
1. To verify that all grades posted successfully, Seating Chart
place cursor over the Home menu link and click || crancecizss
on View Grades Goto Current Class

Announcements
2. Scroll down the page to see class grades. e

Change Password
Communication
Parent Conference
Student Nicknames
Substitute Instructions
Test Group Analysis

Universal Breakfast

Work Samples

Editing Posted Grades
1. To edit grades on this screen, click on the Edit button.

Grades for: 1st Semester Report Card |{_] Return to

342119 3421 SENIOR ENG 1

Marks Options Comments

Student Name Alerts Q2Grd S1Exam $1Grd ABS TDY Cmt1 Cmt2

2. Click on the arrow beside a grade or comment to edit the mark.
3. Click Save when finished.

Verifying and Editing Posted Grades

Marks

Q2Grd S1Exam
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Creating a Class List

1. Click on the Synergy link: «» Synergy

Education Platform

2. Click on the Tree icon .

3. Click on Synergy SIS. —

b Atiendance

b AZ

. P Course

4. Click Schedule. P Couseistoy
Discipline

P Discipline Incident

P Fees - Standard

P Grade Book

P Grading

P Health

P Mass Scheduling

P Parent

P Query

P Schedule

[

5. Click Report then List. 7 2 sttt o
MST402 - Section List by Teacher
6. Select STU408 — Class List. o e

MST406 - Open Periods

MST408 - Class Analysis by Course al

—T =4

a|STU408 - Class List|

B ERER D

MST412 - Class Load Analysis

Jlis,

MST413 - Student Schedule Analysis

ﬁ MST414 - Master Schedule by Departi
= Schedule B

| M5T415 - Master Schedule by Room

7 Reports E‘l

:;}I STIIA4A  Shadant Seheod

MST416 - Department Section List

Creating a Class List in Synergy

P Extracts 3 MST417 - Room Section List
P Individual j MST801 - Program of Recitation Repoj
(Lt %] (570405 ~Crass L]
7. Select the semester to be applied | Report Interface e —
ame: Class Number: STU408 Page Student Name nehes
ul’lder Term COde- Options |_Sort/ Output _Conditions g [JPerm ID -MM::: in inies
Report Options e in inches
1 h d d Term Code Students Active in Clas; EZ:: d:? j:: . inies
8. Select the period range an Second Sercf - rade (55 othininches
teacher name to be applied — | fetnedose [ 100 pidnininches
pp * ConseID []Birth Date idth in inches
| -] ‘ [JEnter Date idth in inches
. . — [JHome Language [ 1.00 |with in inches
9. Select the desired fields. — . 2 Phone Number 4t nnches
Period
. . 1enu —IF .
Example: For a class list with phone — '
number, select the Phone Number option. | e 2
Department

i z Wi High School e 2018201
10.  Click Print. |t 5 et e

008

The class list will be generated. :

Total Students. 5 Total Female: 4 Total Male:
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Index | Page No.
Accessing Student Information 28
Accessing Synergy from Home 3
Accessing Synergy from Home 3
Adding Resources 15-16
Adding Students to a Chart 38
Assignment Notes 22
Assignment Resources 16
Assignment Weighting 7
Attendance 4
Change Focus to Previous Year 34
Change Focus Year to New Year 29
Class Websites 23
Class Websites: What Students and Parents See 35
Course Resources 15
Creating a Class List in Synergy 42
Creating a New Assignment 10-11
Dual Login to Synergy 28
Entering Grades 18-20
Final Grade Config 8
Grade Book Main View 17
Grade Book Reports 36
Grade Book Settings 7-8
Grade Book Setup 7-9
My Grade Book Comments 9

My Grade Book Score Types 8
Notes and Communication 21-22; 31
Posting Grades 24-25
Posting Semester Grades 40
Print Semester Grade Report 37
Seating Chart 5-6
Selecting Grading Periods 12
Synergy Email Reports 32
Taking Attendance by Chart 39
Teacher Notes 21
TeacherVUE and Dual Login 28-30
Transferring Student Grades 27
TVUE Communication 31
TVUE Test Group Analysis 33
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Verifying and Editing Posted Semester Grades 41
Verifying Assignments 14
Verifying Posted Grades 26
View Transcripts 30
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