                 WEN-GAGE GRADE BOOK QUICKSTART - Always be sure to Save.
Attendance
View Bar – Attendance

Tab Bar – Record Attendance

Date – Use the drop down box to select the date (upper left)

Type of attendance (absence, tardy, etc.) – Use the Select drop down box to select type (near the middle of the screen).
Creating Assignments and Recording Grades
You must create the assignment first before you can record grades.

Create Assignment

View Bar – Assignment Plan

Tab Bar – Assignments

Complete information using the drop down boxes to select the dates.

Note:  If you want to count a test as twice as much as a homework grade, it is simple to do it here just by putting a 2 in the Score Multiplier box.  Any other multiples will work as well.
Record Grades

View Bar – Assignments/Scores

Tab Bar – Classic View

Click in the field next to the student’s name to record their Points Received for the appropriate assignment. To mark an assignment as incomplete for a student, you must enter an I for the Points Received.
Important Information about Scores: For an assignment to count in the student’s current average, you must enter a value in Points Received. If you want an assignment to count as a zero (0) in the current average, you must enter a 0 for the Points Received. If you do not want an assignment to count as a zero (0) in the current average, but you do want to show that it is incomplete, you must put an I in the Points Received box. The Student Scores, Student Summary, and Student Detail Reports will display the current average and an additional average with the incomplete assignments counted as zero (0). If you leave the Points Received blank for a student, the assignment will not count in the student’s current average and be considered as not scored yet.
