Office of the Superintendent of Schools
MONTGOMERY COUNTY PUBLIC SCHOOLS
Rockville, Maryland

January 21, 2021

MEMORANDUM

To: Members of the Board of Education

From: Jack R. Smith, Superintendent of Schools

Subject: Opening Schools in Recovery of Education—Update (10-27-20-01-D, -2)

During the Opening Schools in Recovery of Education—Update discussion, Board members
requested the following information:

Question D

Mrs. Smondrowski requested information regarding the following:

2. Grades — resolution of the issues raised about the varied systems.

Response

At the meeting of the Board of Education on December 3, 2020, the Board received updates about
adjustments that were made to grading and reporting practices, in effect for Marking Period 2.
These adjustments included the following:

Removal of 10 percent category for Progress Checks;
Reduction in the recommended range of graded assignments;
Additional flexibility for students with due dates and deadlines;
Implementation of “50 percent Rule”; and

Study of secondary virtual learning and schedule.

In addition, with the transition to a new electronic Gradebook in Synergy, a wide array
of resources, supports, and professional development has been provided to teachers and schools
to resolve issues related to implementing the new system and “passback” between myMCPS
Classroom and Synergy. Additional information about what has been provided to teachers
may be found in the Synergy Secondary Gradebook Support Guide (Attachment A). A specific
guide that is designed to help teachers with the “passback” between Synergy and myMCPS
Classroom may be found in the Grade Book Sync for Secondary Teachers (Attachment B).



Members of the Board of Education 2 January 21, 2021

If you have any questions, please contact Dr. Janet S. Wilson, chief, Teaching, Learning,
and Schools, via e-mail.

JRS:MBM:JSW:NTH:jpm
Attachments

Copy to:
Executive Staff
Dr. Lewis
Mr. Murphy
Ms. Webb



Attachment A

@ Synergy Secondary Grade Book Support Guide

Education Platform

Class Focus
Class Focus - [Secondary Teacher, MYP Teachers]

MYP Criterion View
Changing the view to the MYP Criterion - [MYP Teachers]

Creating Assignments
Creating Assignments - [Secondary Teacher, MYP Teachers]

Creating Quick Assignments - [Secondary Teachers]

Entering Grades
Entering Grades - [Secondary Teacher]

Entering Grades - [MYP_Teachers]

Entering Grades for Transferring Students
Entering Grades for Transferring Students - [Secondary Teacher, MYP Teacher]

Grade Book Impersonator Access
Grade Book Impersonator Access - [Selected School Staff]

Switch Between TeacherVUE and Synergy SIS
Switch Between TeacherVUE and Synergy SIS - [ESOL, Special Education, Resource Teachers]

myMCPS Classroom Grade Book Sync
myMCPS Classroom Grade Book Sync - [Secondary Teacher, MYP Teacher]

Grade Book Reports
Teacher Grade Book Reports - [Secondary Teacher, MYP Teacher]
Admin. Grade Book Reports - [Administrators, Resource Teachers, Staff Development Teachers]

Interim Process
Interim Process - [Secondary Teachers, MYP Teachers, Administrators]

Combining Grade Book Sections
Combining Grade Book Sections - [School Scheduler]

End of the Marking Period Procedures
End of the Marking Period Procedures
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Secondary Grade Book Support Guide

This Grade Book Support Guide will continually be
updated with additional tutorials as they become
available.

An ongoing list of secondary grade book questions can
be found in the Secondary TeacherVUE and Grade
Book FAQ document.

Synergy Secondary TeacherVue and Grade Book
YouTube Playlist



https://docs.google.com/document/d/1DwZYdiW1-Ojir9Fdh8epQFWMI31WCf_zKX0m7_Wuh4k/edit?usp=sharing
https://docs.google.com/document/d/1DwZYdiW1-Ojir9Fdh8epQFWMI31WCf_zKX0m7_Wuh4k/edit?usp=sharing
https://www.youtube.com/watch?v=bPnyocAeO04&list=PLgLV4LUSPzBbccv0lQURWuLjyqU1TfilG
https://www.youtube.com/watch?v=bPnyocAeO04&list=PLgLV4LUSPzBbccv0lQURWuLjyqU1TfilG
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Class Focus

Class Focus - [Secondary Teacher, MYP Teachers]

Use the Class focus to switch between classes you need to create an assignment/enter grades. Hover over the
Class Focus and then select the section you wish to create an assignment/enter grades.

2 (s2) [Teach789 HON ENGLISH 12B(1) SEC:S2-13440001 / MP4 ~ | & Filters & Options + Search by Asgn Name
Terms Class Focus ¥ Periods
Semester 1 Period Course Section ID Students Term Room Att Taken MP3 Interim (Grading/Mark Periods)
Semester 2 (01/28/2020 - 06/15/2020) MP3 (Grading/Mark Periods)
1 HON ENGLISH 12B - $2-13440001 27 52 148 MP4 Interim (Grading/Mark Periods)
MP4 (Grading/Mark Periods)
2 HON ENGLISH 10B - $2-13240001 24 s2 148

S2 (Grading/Mark Periods)

Change Focus

5 MCPS Pre-IB English 10B - $2-10250008 22 S2 148

7 MCPS Pre-IB English 10B - $2-10250001 28 S2 148

MYP Criterion View

Changing the view to the MYP Criterion - [MYP Teachers]

> Click to watch the MYP Criterion View screencast

Step 1: From TeacherVUE, click on Grade Book, then Grade Book Main



https://www.youtube.com/watch?v=h_SAyDOWJhg&list=PLgLV4LUSPzBbnldGaKnXr9MzqF8tp3UKB&index=6&t=0s&ab_channel=MCPSLearn
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Grade Book ~ ReporiCard ~

Grade Book Main

New Assignment
Quick Assignment
Grade Book Seiup
Standards Proficiency

Progress Reports

Class Websites
Copy Assignments
NT Analysis Tool
Resources
Assignments
Calendar

Student Workload

JLLINS, WALLY OSCAR CONSTANCE

Step 2: Click the MYP Subject Group button and select MYP Criterion. Your selection will be remembered for
future visits to the Grade Book.

MYP Subject Group -

Default Standards View

MYP Subject Group
MYP Criterion

Additional Data Group
Additional Data Iltems

¥ Show Summary Score
¥ Show Standards Evidence Chart
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Creating Assignments

Creating Assignments - [Secondary Teacher, MYP Teachers]

> Click to watch the Creating Assignments screencast
> Click to watch the Creating Assignments MYP screencast

Step 1: From TeacherVUE, click on Grade Book, then Grade Book Main

@Synergy" Grade Book -~ ReportCard ~

TeacherVUE
eacher'VVUE Grade Book Main
New Assignment

A Period 2 HON ENGLISH 10B (S2) «
Quick Assignment

Grade Book Setup
Standards Proficiency

Alphﬂ - LﬂSt, First Progress Reports

Class Websites

Copy Assignments
FRONT Analysis Tool

Resources

Assignments

Calendar

Student Workload

ZROWHM, ELLEN BROWM, TIM COLLING, OSCAR COLLING, WALLY OSCAR CONSTANCE

+ Mew -
Step 2: From the Grade Book main screen, click the blue New button. -
*Do not use the Quick Assignment feature to create a new assignment.



https://www.youtube.com/watch?v=rO-rp2hBqjs&list=PLgLV4LUSPzBbccv0lQURWuLjyqU1TfilG&index=6&t=3s&ab_channel=MCPSLearn
https://www.youtube.com/watch?v=FfloBMdvgfo&list=PLgLV4LUSPzBbnldGaKnXr9MzqF8tp3UKB&index=7&t=31s&ab_channel=MCPSLearn
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Step 3: Enter the following information for the assignment:

e Assignment Name: Add an Assignment Name (the title should be something that parents and
students can easily identify what is being assessed when looking at scores in the parent portal). The
MCPS recommendation is to include the measurement topic, the type of assignment, and the name of
the assignment. For example, a title might be “Reading Literature- Hugo Cabret Comprehension
Questions.”

e Description: The description field is optional and can be completed to the teacher’s preferences.

e Assignment Type: Set the field to assignments.

o Date of Assignment: Enter the date the assignment was created.

e Assignment Type: Set to Normal if the assignment counts toward the final grade; if the assignment
does not count toward the final grade set the field to not for grading.

e Due Date: Set the due date for the assignment

e Parent/Student Portal: The recommendation is to have the “Show Assignment in Portal” option on; if
needed set a “show in Portal Date.

Category Values Assignment Settings

TYPE

Assignments

POINTS # ASGN. Assignment Name Date of Assignment

Catcher in the Ry Ch 2 Summary FA 5/7/2020
111.0000 3

Description

All Tasks / Assessments 35.0000 2 Assignment Category

Practice

2150000 13 forma

Due Date
4 5/15/2020
Assignment Type Parent/Student Portal
Al Tasks | Assessments M Show Assignment in Portal Show in Portal Date
Score Type
P Show GI]\Y when scored

Points

Step 4 (MYP Teachers Only): Scroll down to the Standards Picker section to link an MYP Criterion to the
assignment
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Options - 1 Selected =
+ all Standard
My Objectives
ADD.SEC.IN
IN Attendance

IN C in Honors

In Classwork

IN Drop of Grade

IN Failure

IN Homework

IN Project

IN Quiz/Test

MYP Language and Literature - MCPS English

LL Criteria A: Analysing

LL Criteria B: Organizing

LL Criteria C: Producing text

LL Criteria D: Using language

Step 5 (Optional): If you want to add this assignment to additional sections, click on the sections tab then
check the boxes next to each of the sections you wish to add the assignment.
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Standards Correlations Sections Grading Periods Resources

Add the assignment to the following sections:

WIIS2) Kio, P [Teach789 MCPSPIB ENG 10B(5) SEC:52-10250008
w[52) Kio, P (Teach789 HON ENGLISH 12B(1) SEC:52-13440001
¥ [52) Kio, P /Teach783 HON ENGLISH 10B(2) SEC:52-13240001
[IIS2) Kio, P fTeach782 MCPSPIB ENG 10B(7) SEC:S2-10250001
[IIS2) Kio, P fTeach782 HON ENGLISH 12B(3) SEC:52-13440002

Step 5: To complete the assignment creation process click the green Save Assignment button. If you click the
drop down arrow you will have the option to save and enter scores or save and add another assignment.

Save Assignment -
Save/Enter Scores

Save/Add Another Assignment
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Creating Quick Assignments - [Secondary Teachers]

> Click to watch the Creating Assignments screencast

Step 1: From TeacherVUE, click on Grade Book, then Grade Book Main
*MYP teachers should not use quick assignments.

@Synergy” Grade Book ~ ReportCard -

TeacherVUE
eacherVUE Grade Book Main
Mew Assignment

2 Period 2 HON ENGLISH 10B (32) «
Quick Assignment

Grade Book Sefup
— ' Standards Proficiency
Alphﬂ - LﬂSt, First ‘ ‘ Progress Reports

Class Websites

Copy Assignments
FRONT ‘ Analysis Tool

Resources

Assignments

Calendar

Student Workload

3ROWN, ELLEN BROWM, TIM COLLING, OSCAR COLLINS, WALLY OSCAR CONSTARCE

Step 2: Click the drop down arrow on the blue new button then select Quick Assignment.

Quick Assignment

Step 3: Enter the following information for the assignment:
e Assignment Name: Add an Assignment Name (the title should be something that parents and
students can easily identify what is being assessed when looking at scores in the parent portal). The
MCPS recommendation is to include the measurement topic, the type of assignment, and the name of
the assignment. For example, a title might be “Reading Literature- Hugo Cabret Comprehension



https://www.youtube.com/watch?v=rO-rp2hBqjs&list=PLgLV4LUSPzBbccv0lQURWuLjyqU1TfilG&index=6&t=3s&ab_channel=MCPSLearn
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Questions.”
e Description: The description field is optional and can be completed to the teacher’s preferences.
e Assignment Type: Set the field to assignments.
e Date of Assignment: Enter the date the assignment was created.

e Assignment Type: Set to Normal if the assignment counts toward the final grade; if the assignment
does not count toward the final grade set the field to not for grading.

e Due Date: Set the due date for the assignment

Advanced =
e To apply parent portal settings use the advanced drop down.

Sections =
e To add this assignment to additional sections use the +Periods drop down.

) Synergy

Home ~ GradeBook ~ ReportCard ~

TeacherVUE'

Synergy TeacherVUE = @ Sea Lock SignOut Support F
L5 [Meach730 HON ENGLISH 10B(2) SEC:52-13240001 /MP4 + | | Assignment ot Saved u
Assignment Advanced v Classes Sections v Scores
Search score data
Assignment Name (82) Kio, P /Teach789 HON ENGLISH 10B(2) SEC-82-13240001 = o
New Assgnment 05262000 012.47 P |Section  Student Grade  Score Comment Notes
) ) ) (252132400
Desciiption Grading Periods Perote m o RAIOR RANCY 100%A M T 4 s s
(@S212400 500D, MIKE Mk A I v [ g )
P4
Assignment Type ..
g P @ 5201132400 THOMPSON, BILL 5% A + v ] J J
All Tasks / Assessments v Resources Resource v
(2) $2-132400
Seore Type Boints o1 THOMPSON, FRANCIS 0% NiA I B & g )
Raw Score Al 1.00 No Resource Added .
@S2I oy sHine, 05CAR 0% NIA + v ] J J
"
Assignment Date Due Date (282132400 0y v v Bt 0% NA n . 8
5082020 5082020 Ul 4 4
2) 52132400
@ o PONELL NANCY 0% NIA + v B p P
(2823400, iy 2w e win ' - »

Step 4: If you do not need to enter grades, click the Return to Grade Book button

10
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Entering Grades

Entering Grades - [Secondary Teacher]

> Click to watch the Entering Grades screencast

Step 1: From TeacherVUE, click on Grade Book, then Grade Book Main
ergy’ . Grade Book ~ ReportCard ~

@ Syn TeacherVUE

eacher'VVUE Grade Book Main
New Assignment

A Period 2 HON ENGLISH 10B (S2) «
Quick Assignment

Grade Book Setup
Standards Proficiency

Alphﬂ - Last, First Progress Reports

Class Websites

Copy Assignments
FRONT Analysis Tool

Resources

Assignments

Calendar

Student Workload

SCAR COLLING, WALLY OSCAR CONETARCE

Step 2: There are two ways to enter grades. The first method allows for grade entry and assignment notes;
the second method allows for grade entry, assignment notes, and comments.

METHOD 1: To enter grades and assignments notes, click in a cell and enter a letter grade. The Synergy
Grade Book will only accept numbers. When entering grades you also have the option to add public or private
notes. Public notes will show in the parent/student portal. The fill down score option takes the score in the
current cell and applies it to all cells below.

11


https://www.youtube.com/watch?v=0nDFPbNhS9E&list=PLgLV4LUSPzBbccv0lQURWuLjyqU1TfilG&index=6&ab_channel=MCPSLearn
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i i i i o
Test Assignment - Sample Lesson Sample Lesson Not For Grading
Online Submission: MAX:15.00 MAX:15.00 Additional Data: HS
MAX:10.00 PTS:15.00 PTS:15.00 Interim Report MP4
PTS:10.00 5/22/2020 5/21/2020 MAX:1.00
5/29/2020 PTS:1.00
Student[] Grade Missing All Tasks / Assesst Practice All Tasks / Assesst Assignments
ZELLO, OSCAR N/A 0
ZELLO, OSCAR
XAV|OR, KAREN N/A 0 Sample Lesson
UNDERWOOD, IRENE N/A 0 Public
Not
THOMPSON, LOUISE = N/A 0 oes s
THOMPSON, OSCAR N/A 0 Private
Notes p
SUNSHINE, FRANCIS N/A 0 -
SUNSHINE, KAREN N/A 0 Hide score in parent portal
SUNSHINE, OSCAR N/A 0 Fill down score 4,

METHOD 2: To enter grades, assignment notes, and assignment comments click the assignment column
header and select enter grades from the drop down.

Test Assignment - Sample Less¢
Online Submission: MAX:15.00
MAX:10.00 PTS:15.00
PTS:10.00 5/22/2020
5/29/2020
Student[l] Grade Missing All Tasks / Assessl Practice
WILLIAMS, URSULA 93.33% A 0 Enter Scores
UNDERWOOD, IRENE = 80.00% B 0 Edit Assignment
SUNSHINE, FRANCIS | 100.00% A 0 Quick Assignment
QUENCY, ELLEN 100.00% A 0 15
QUENCY, LOUISE 100.00% A 0 15

METHOD 2: To enter a grade click on the cell and enter the score. The Synergy Grade Book will only accept
numbers. All assignment comments and public notes are visible in the parent/student portal; private notes are
only visible to teachers. The fill down (green arrow) will apply grades and comments to all rows below.

12
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Student[]

WILLIAMS, URSULA

UNDERWOOD, IRENE

SUNSHINE, FRANCIS

Class Grade

93.33% A

80.00% B

100.00% A

Test Assignment -
MAX:10.0000
PTS:10.0000

5/29/2020

AN All
All Tasks | Assess| Exclude Hide in Portal Comment Notes

Private

+ M
...... vate

- M
1bli rivate

v v

STEP 4: To complete the grade entry process click the green save button at the top of the page.

«" Save Changes

METHOD 1

wemhon 2 (IR

Entering Grades - [MYP Teachers]

> Click to watch the Entering Grades screencast

Step 1: From TeacherVUE, click on Grade Book, then Grade Book Main

S Synergy’

TeacherVUE
TeacherVUE

Home ~ GradeBook ~ ReportCard ~

Grade Book Main

New Assignment
2 Period 1, HOMERQOM (¥R) : Learning Skills-Grade 5 (YR)

Quick Assignment
Grade Book Setup

%% attendance @ Lunch Counts

B chants

Standards Proficiency

Alpha - Last, First

Progress Reports

Class Websites
Copy Assignments
FRONT Analysis Tool
Resources
Assignments
Calendar

Student Workload

On file On f

Step 2: If you do not see the MYP Criterion listed as column headers, click MYP Subject Group drop down and
select MYP Criterion.

13


https://www.youtube.com/watch?v=0nDFPbNhS9E&list=PLgLV4LUSPzBbccv0lQURWuLjyqU1TfilG&index=6&ab_channel=MCPSLearn
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MYP Subject Group - ‘

Default Standards View

MYP Subject Group

MYF Criterion
Additional Data Group
Additional Data Iltems

# Show Summary Score

# Show Standards Evidence Chart

Step 3: Next expand the measurement topic column by clicking the right arrow next to the standard.

LLA u LB u LLe ﬂ i i LLD ﬂ
LL Criteria A: LLCrltena B: LLmtEﬂ Sample Agslgrlnert Saﬂpleﬂ:alagmnm LL Crlnna D: U Sample Asslgrlnerl

Analysing

MAX:E.00 MAX:E.00 M.AXEDO
PTS:10.00 PT5:10.00 PT5:10.00
e ey
NI e SN ey e o A Ly Gl

COLLINS, FRANCIS NIA 0 + oo ¥ oom + oo 800 500 + oo 7.00
DOUGLAS, MIKE NiA 0 4 0.00 4 0.00 4 0.00 7.00 7.00 4 0.00 7.00
EDWARDS, BILL NIA 0 + 0.00 4 0.00 + 0.00 7.00 6.00 + 0.00 .00
EDWARDS, ELLEN NIA 0 + 0.00 4 0.00 + 0.00 7.00 5.00 + 0.00 .00
EDWARDS, NANCY NiA 0 + o ¥ oo + o 7.00 7.00 ¥+ oo 6.00
GRANT, ELLEN NIA 0 + oo ¥ om + oo 7.00 7.00 + oo 600

Step 4: To enter grades, assignment notes, and assignment comments click the assignment column header
and select enter grades from the drop down.

14
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T e——
LL Criteria D: Using
‘ PT5:10.00
RI2EI2020
WE# 10000
oo | Enter Scores
b oo Edit Assignment
¥ oooo Quick Assignment
Voom  Delete Assignment
f Create Assignment Resources
0.00 _
¥ oo 6.00
l’ i nn AN

Step 5: To enter a grade for any criterion linked to the assignment, click on the cell and select the grade from
the drop down. All assignment comments and public notes are visible in the parent/student portal; private
notes are only visible to the teacher. The fill down (green arrow) will apply grades and comments to all rows
below.

LL Criteria Az LL Criteria D: LL Criteria C: LL Criteria B:
Analysing Using language ~ Producing text Organizing
MAX:8.0000 MAX:8.0000 MAX:8.0000 MAX:5.0000
Llan LIan !
Studentp Class Grade LLA LLD LLC LLE Exclude Hide in Portal Comment Notes
B Public Notes Private Notes
COLLINS, FRANCIS | 0.00% N/A g vl 7 ov I AP 7 v o o v 4
DOUGLAS, MIKE 0.00% N/A 3 " T ov 7 v T ovd 5] 5] vy Public Netes Private Netes
16| £ 2
5 blic Notes vate Notes
EDWARDS, BILL 0.00% N/A . s v|d 7 v|d 7 vd B @ vy Fuplet Frivate ot
3 £ Y
) 2 Public Notes Private Notes
EDWARDS, ELLEN  0.00% N/A 1 " 8 v|d 7 v 7ov|d =] =] vl ¢
£ 4

Step 6: To complete the grade entry process click the green save button at the top of the page.

+" Save / Return to Grade Book

15
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Entering Grades for Transferring Students

Entering Grades for Transferring Students - [Secondary Teacher, MYP Teacher]

If students transfer from one section to another (or from another school), the outgoing teacher will need to run
a grade report for the new teacher of record. To continue the student’s current grade , the new teacher should
input one grade for each assignment type so that the student’s previous average is continued in the new class.

Step 1: Adjust the grade book Filters & Options to show dropped students.

Jlish 10A(3) SEC:S1-ENG2003A0003 / MP1 Interim £ Filters & Options «

Filters Options

Assignment Date:
nme Show Dropped Students

All Dates h (] Hige Class Grade

Show Total Missing

Aasinnmeaent Tuneas-

Step 2: Run a detailed progress report for the selected student. This report displays student assignment
scores, assignment type averages and individual assignment scores.

Step 3: Provide a copy of this report for the new teacher.

Grade Book Impersonator Access

Grade Book Impersonator Access - [Selected School Staff]

> Click to watch the Impersonating Users screencast

Grade book impersonator access allows selected users to view grades for staff at their school. Impersonator
permissions are set to read only access for teacher grade books. Staff with grade book impersonator access
can initiate the process in either TeacherVUE or SynergySIS.

Method 1 from TeacherVUE: Navigate to the grade book and select a teacher name from the class focus
area. From the class focus area select the subject area for the selected teacher.

16


https://www.youtube.com/watch?v=v_d9iIJZSVE&list=PLgLV4LUSPzBbccv0lQURWuLjyqU1TfilG&index=8&t=0s&ab_channel=MCPSLearn
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Synergy TeacherVUE &) sco
2 (YR) HOMEROOM(1) SEC:YR-ES915175/ MP4 ~ Stions = Assignment | Standards = Search by Asgn Name
Change Focus
Terms Class Focus ¥ Periods
m School Year School MP1 Interim (Grading/Mark Periods)
2019-2020 v Arcola Elementary « | MP1(GradingMark Periods) A
MP2 Interim (Grading/Mark Periods)
Teacher
MP2 (Grading/Mark Periods)
~ MP3 Interim (Grading/Mark Periods)
MP3 (Grading/Mark Periods)
Period Course Section ID  Students Term Room Att Taken MP4 Interim (Grading/Mark Periods)
YEAR (09/03/2019 - 10/02/2020) MP4 (Grading/Mark Periods)
1 HOMEROOM YRESO15175 18 YR YR (Grading/Mark Periods)
1 Learning Skills-Grade K YR-ES920775 18 YR
2 Mathematics - Grade K YR-ES303275 14 YR
3 Reading-Grade K YR-ES103785 18 YR
4 Writing-Grade K YR-ES105785 18 YR
5 Social Studies-Grade K YR-ES201785 18 YR
[§) Science-Grade K YR-ES351785 18 YR -

Method 2 from Synergy SIS: Expand the pad tree on the left and select Synergy SIS > Grade Book >
TeacherVUE Read Only Login. Next click the Open TeacherVUE button on the right. TeacherVUE opens in a
new window. Select a teacher name from the class focus area. From the class focus area select the subject
area for the selected teacher.

PAD Tree <. *| TeacherVUE Read Only Login

p MCPS This button will open the TeachervVUE program.
b Svneroy SE
w Synergy SIS
w Grade Book

b Reports

) Admin Reports

1% Grade Book Admin Login

P Standards

I" Student Grade Book

T8 TeacherVUE Read Only Login

Open TeacherVUE

17
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@ Synergy' Home ~ GradeBook v RepotCard ~ MTSS ~
TeacherVUE
TeacherVUE i |
1 -
Class Focus v P
School
1 b
Teacher
Select a teacher . b
Terms
YEAR v
Period Course Section|D Students Term Room Meeting Days Att Taken
Step 2: To navigate to the Grade Book hover over the Grade Book option, then select Grade Book Main.

18
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@ Syn Teacharyl) E

icherVUE

Ergy Home ~ Grade Book

New Assignment

~ Report G

Grade Book Main

Grade Book Setup
Final Grade Config

Progress Reports

Class Websites

Standards Proficiency

Copy Assignments

Analysis Tool

Resources

Assignments

Manage Classes

Calendar

Student Workload

Step 3: Use the Class Focus to drill down to a teacher and class.

l A NOFOCUS / MP1 Interim - il

=

Terms

Class Focus

School Year School

2020-2021 b

Teacher

Select a Teacher...

Period Course Section|D Students Term Room Att Taken

YEAR (03/31/2020 - 06/16/2021)

19
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Switch Between TeacherVUE and Synergy SIS

Switch Between TeacherVVUE and Synergy SIS - [ESOL, Special Education, Resource

Teachers]

ESOL, Special Education and Resource teachers have the ability to switch between TeacherVUE and Synergy
SIS. The ability to switch to Synergy SIS allows for access to all students in the school.

Step 1: To switch from TeacherVUE to Synergy SIS click the Synergy logo in the top left corner.

myMCPS Classroom Grade Book Sync

myMCPS Classroom Grade Book Sync - [Secondary Teacher, MYP Teacher]

The grade book sync between myMCPS Classroom and Synergy grade book is not an automatic process.
Teachers need to initiate the sync process in myMCPS Classroom on a regular basis to sync grades from one
source to another.

Please note that syncing grades from Canvas to Synergy is not a required process. If you prefer, grades can be

stored in Canvas and manually transferred to Canvas.

20
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Click to view the Synergy & myMCPS Classroom Grade Book Sync for Secondary Teachers

Grade Book Reports

Teacher Grade Book Reports - [Secondary Teacher, MYP Teacher]

Grade book reports provide individual and summary student data. Most reports generate a PDF file that can be
saved or printed. Some grade book reports are also available as an Excel file. Additional options such as
showing student name or ID and running the report for one or multiple classes are available for most reports.

Step 1: Navigate to the course in the grade book you would like to see data for and select the Reports button
in the top right corner.

"--'_g Reports

Step 2: In the reports dropdown select the desired report.

Grade Book Reports

Detailed Progress Report v

Output report as PDF v

Recommended reports include the following:

Detailed Progress Report - Displays a report for each student with assignment scores, comments,
assignment type averages and the overall grade for the current class. The format of this report is a PDF file.

Summary Progress Report - Displays a report for each student with assignment type averages for every
class the child is enrolled in. Missing and absent scores are also shown. The format of this report is a PDF file.

Print Grade Book - Displays a class grade book with individual student grades. The format of this report is a
PDF or Excel file.

Blank Grade Book - Displays a blank class grade book with student names. The format of this report is a
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PDF or Excel file.

Assignment Detail Report - Displays a class list, per assignment, of possible and earned points on all
assignments for the current class. Specific assignments can also be selected instead in the report options.
Assignment comments such as missing, late or reassessed are also displayed. The format of this report is a
PDF or Excel file.

Student Missing Assignment Report - Displays a list of missing assignments by individual students for the
current class. Assignments must be marked as missing in the grade book for them to show up on this report.
The format of this report is a PDF or Excel file.

Missing Assignment Summary - Displays a list of missing assignments with the corresponding student
names for the current class. The format of this report is a PDF or Excel file.

Class Summary Report - Displays the overall points for each student as well as the points for each
assignment type. The format of this report is a PDF or Excel file.

Chart: Assignment Student Performance - Displays a bar graph of individual student performance on one
assignment. Students are placed in the graph from lowest to highest points earned. The format of this report
is a PDF file.

Chart: Class Grade - Displays a bar graph of individual student course performance. Students are placed in
the graph from lowest to highest overall grade for the course. The format of this report is a PDF file.

Chart: Class Grade Distribution - Displays a bar graph of the nhumber of students at each overall grade
percentage. The format of this report is a PDF file.

Admin. Grade Book Reports - [Administrators, Resource Teachers, Staff Development

Teachers]

Grade book reports provide individual and summary student data. Reports generate a file that can be saved or
printed.

Step 1: Navigate to Synergy SIS > Grade Book > Reports
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w Synergy SIS
Accommodations
Attendance
Course
Course History
Discipline Incident
Grade Book
= Reports
w1 GBK201 - Standards Based Report Card
1) GBKA401 - Teacher Grade Book Activity
| GBK601 - Standards Based Missing Report Card
i GBK602 - Missing Marks and Comments

{ veoevwvvwew

Recommended Synergy SIS reports include the following:

GBK401 - Teacher Grade Book Activity - Select Semester 1, Semester 2 or Year as the Term and select a
Teacher. The report displays the number of assignments a teacher has in their grade book.

Student Grade Book (Synergy SIS > Grade Book) - Displays all course grades for the found student.
Additionally, there is an Open StudentVUE as Student button to further drill down into individual classes to
show assignments (StudentVUE > Grade Book > Select a course)

Additional admin reports can be found at Synergy SIS > Grade Book > Admin Reports.
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w Synergy SIS

P Accommodations
Attendance
Course
Course History
Discipline Incident
Federal
w Grade Book

b Reports

1, Admin Reports

vvyvvvewe?®w

The recommended reports in this area include the following:

Secondary Failing Grade Report (teacher focus) - This report shows in Synergy SIS but it must be run
while impersonating a teacher in the grade book. Teachers can also run this report in their grade book by
selecting Grade Book from the top blue menu and then selecting Admin Reports from the drop down menu.
This report shows every student, assigned to the selected teacher, who has a course grade of 69.97% or lower.
The data in this report can be exported as an Excel spreadsheet or PDF file.

Once the Secondary Failing Grade Report has been selected:
1. Select the needed grading period in the Period field (i.e. MP1 Interim, MP1, MP2, etc...)
2. Enter a value in the search field at the top of any column to view data specific to that criteria.
3. Drag column headers to the group area if you wish to view the data in group types ways (i.e. by teacher
or grade).
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Admin Reports
Secondary Failing Grade Report (admin)

PERIOD | MP1 Interim ~ i—

oo e

~ Return To Report List

Export:  XLSX PDF

SECTION ID

=  GRADE: Grade 06
TEACHER: " || il
= TEACHER{N

| YR-ENG10090002

YR-ENG10090001

YR-ENG10090002

COUNSELOR

CLASS NAME MARK SCORE

| Grade 6
English(2) 52 51.6700
Grade 6 English(4) 66 66.0000
Grade 6 English(4) 45 45.0000

-

or grade).

Once the Secondary Failing Grade Report has been selected:
1. Select the needed grading period in the Period field (i.e. MP1 Interim, MP1, MP2, etc...)
2. Enter a value in the search field at the top of any column to view data specific to that criteria.
3. Drag column headers to the group area if you wish to view the data in group types ways (i.e. by teacher

Secondary Failing Grade Report (admin) - This report shows every student in the school who has a course
grade of 69.97% or lower. The data in this report can be exported as an Excel spreadsheet or PDF file.

Admin Reports
Secondary Failing Grade Report (admin)

PERIOD | MP1 Interim ~ i—

o¢ W

~ Return To Report List

C

Export:  XLSX PDF

STUDENT ID SECTION ID

=  GRADE: Grade 06
TEACHER: " | [
= TEACHER{N

YR-ENG10090001
YR-ENG10090002

| YR-ENG10090002

COUNSELOR

CLASS NAME MARK SCORE

]
English(2)

Grade & 52 51.6700
Grade 6 English(4) 66 66.0000
Grade 6 English(4) 45 45.0000

-

Secondary Threshold Report (admin) - This report shows every student’s course average. The data in this
report can be exported as an Excel spreadsheet or PDF file.

The data in the reports above can be further manipulated by right clicking any column header and selecting
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Filter Row Menu. Click the filter icon ? , select the report parameter and enter the search criteria into the
empty space below the column header (e.g. Is less than 60).

21 Sort Ascending :

v Z] Sort Descending 4 Jlt ®
575000 | ‘= Group By This Column o, 575000 N Equs
Group Panel Doesn't equal
5.5600 @\ search Panel erim 5.5600 Is less than
; Is less than or equal to
86.5000 | ¥ Filter Row erim 86,5000 =
v Filter Row Menu @J : Is greater than
erim
Footer 50.0000 Is greater than or equal to

&5.0000 LugaLEL 85.0000 MP1 Interim

85.8300 MP1 Interim 85 8300 MP1 Interim

2 220N MP1 Interim

Interim Process

Interim Process - [Secondary Teachers, MYP Teachers, Administrators]

Interim process for teachers, refer to the Teacher Interim Guide.

Interim process for administrators, refer to the Administrator Interim Guide.

Combining Grade Book Sections

Combining Grade Book Sections - [School Scheduler]

In the Synergy grade book special and regular education classes are separate courses. Students in these
classes are often taught during the same class period and thus, it would be easier if the grade book sections
were combined. Combining sections is possible and can be done in Synergy SIS by the school scheduler.

Note: Completing the process below after grades are in the grade book may impact student grades for both
courses. It is recommended that the process of combining sections is completed before grades are assigned to
students.

Step 1: In Synergy SIS navigate to Synergy SIS > Schedule > Section.
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w Schedule

b Reports

b Setup

+« Assign Students To Sections

Class Assignment
&> District Course
@ Mass Assign House And Team
& School Course Opt-In
« Section

Step 2: On the sections screen search for the special education class by staff name, course title or course ID.

Step 3: On the Sections screen of the special education class, choose the general education class in the Grade
Book Main Class dropdown.

® Teacher Aide Seats

Total Max Open Seats
0

® Grade Book Specialist

Grade Book Specialist Group | Grade Book Main Class

s TN

@ state Reporting 2: Grade 6 Math (MAT1005) - YR-MAT10050002 /

| 2: Grade 6 Math (MAT1005) - YR-MAT 10059003
Course Excluded From St¢
3: Grade 6 Math (MAT1005) - YR-MAT 10050005
4: Grade 6 Math (MAT1005) - YR-MAT10050003
Exclude From State Reporting
4: Grade 6 Math (MAT1005) - YR-MAT10059004
6: Grade 6 Math (MAT1005) - YR-MAT 10050004

() Special Education

Defined Class Type

- -

M \laratinnal Nitcida IED

Step 5: Click the save button to record the change.
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End of the Marking Period Procedures

Secondary Administrators Monitoring Grades Support Guide

) Synergy’

Education Platform

End of the Marking Period Procedures

For the end of the marking period process for teachers, refer to the Teacher Guide.

For the end of the marking period process for administrators, refer to the Administrator Guide.
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Synergy and myMCPS Classroom
Grade Book Sync for Secondary Teachers

Assignment, Quiz, and graded Discussion scores in the Grades section of your myMCPS Classroom
Course can be synced to your Synergy grade book. This process is similar to the previous gradebook
integration between Pinnacle and myMCPS Classroom. Student grades do not automatically sync from
myMCPS Classroom to Synergy, you must manually initiate the sync of grades for all (or specific)
assignments. Additionally, only the raw score (not submission comments) sync from myMCPS
Classroom to your Synergy grade book.

**Please note that syncing grades from Canvas to Synergy is not a required process. If you prefer,
assignments and grades can be manually entered into Synergy.**

Table of Contents

Before you begin the grade sync process...

Step 1: Create your Assignment Groups in myMCPS Classroom

Step 2: Create your Assignment in myMCPS Classroom

Step 3: Export Grades from myMCPS Classroom to Synerqy

Step 4: Check the Status of the Grade Sync

Step 5: Check the Assignment Sync in Synergy and Edit Assignments (if needed)

Grade Book Sync Support

Troubleshooting
I’m getting the “error code 401: Admin Locked or not 3rd party” error when syncing assignments.

I’m getting a “Grading category not found” error when syncing assignments.
Only some of my assignments and scores are not syncing to Synergy!
What are other reasons why an assienment wouldn’t sync from myMCPS Classroom to Synergy?

I’m getting an “errorCode 400”. What does that mean?
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Before you begin the grade sync process...

Open up each of your gradebook sections in Synergy so that the MCPS template can be applied to your
Synergy gradebook.

Best practices for a successful grade book sync

Open your grade books in Synergy first to have the course template applied.

Setup your assignment groups in Canvas before attempting the first grade sync.

Make sure the Canvas assignment groups and Synergy assignments types are an exact match
including spaces and uppercase letters.

Make sure the assignment in Canvas is assigned to everyone in the course.

If you turn off the third party option to edit grades or add comments after the sync, make sure to
save the changes and turn the third party option back on.

Remove extra assignment groups in Canvas (e.g. Assignments and Imported Assignments).
Grades with numeric values in Canvas sync while complete/incomplete grades to do not

Step 1: Create your Assignment Groups in myMCPS Classroom

The Assignment groups in your myMCPS Classroom course must match the assignment types in your
Synergy grade book. For example, for the category All Tasks/Assessments, you will create an Assignment
group in myMCPS Classroom that matches this exact category name. This will ensure that grades sync
correctly.

1. Navigate to the Assignments section of your Course
in my MCPS Classroom. -+ Group
2. In the right-hand corner, click on the +Group
button.
3. On the pop-up window, type in the name of Add Assignment Group &

the Assignment category (i.e. All Tasks /
Assessments) exactly to match the name of
the assignment type in Synergy.

a. The Synergy assignment type
names/options are: All Tasks / Canesl
Assessments and Practice / -
Preparation.

b. Some courses will have Progress Check or Senior Culminating as an assignment type.

It is important that the assignment type in Synergy and group names in Canvas match.
i.  For example, All Tasks (space) / (space) Assessments will need to be the name of
this Assignment group in myMCPS Classroom.

Group Mame:
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4. Repeat this process for each of the assignment categories in the Synergy grade book.

If you want the Canvas grade book to match the setup of the Synergy grade book, assignment weights will
need to be added to groups as follows:

1. Select the three dots button in the top right corner of the assignments screen.
2. From the drop down menu, select Assignment Groups Weight.

~+ Group —+} Assignment

%y, Edit Assignment Dates

Assignment Groups Weight

Disable Sync to SIS

@ Commons Favorites

3. Check the Weight final grade based on assignment groups option and input the grade book
template weights. When totaled the weights should add up to 100%.

Assignment Groups Weight X

Weight final grade based on assignment groups

All Tasks / Assessments 0 %
Practice / Preparation 10| %
Total 100%

Cancel
A

7%

4. Click the Save button.
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Note - MCPS Grade Templates for the 2020 - 2021 school year include the following:

Template 1 Template 2
All Tasks / Assessments - 90% All Tasks / Assessments - 80%
Practice / Preparation - 10% Practice / Preparation - 10%
Progress Check - 10%

Step 2: Create your Assignment in myMCPS Classroom

Now that your assignment groups are setup and match your assignment types in Synergy, create an
assignment, following the steps below to ensure that you can pass the scores from myMCPS Classroom to

Synergy:

1. Create an Assignment (How do | create an assignment?)

Enter in the number of points for the assignment.

3. Choose the correct Assignment group that will be attached to this Assignment Type in Synergy
grade book.

4. Select Display Grade as Points

N

Points | g

Assignment Group| v An Tasb,Msmts

Practice / Preparation
[ New Group ] ,
Display Grade as™ | pgints v

5. Click on the Sync to SIS option

Synec to 515 O Include this assignment's grades when syncing to your
school’s Student Information System

6. Make sure that you assign the Assignment to Everyone in the course in the Assign To field. Also,
add a Due Date. The due date will transfer from myMCPS Classroom into your Synergy grade
book.


https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-create-an-assignment/ta-p/740
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Assign .
Assign to

Everyone X

Due
Sep 18 11:59pm

FriSep 18,2020 11:59pm

Available from Unitil

+ Add

7. To finish creating your Assignment, click Save (to keep it in draft form) or Save and Publish to
have the assignment go live to your students.

Step 3: Export Grades from myMCPS Classroom to Synergy

Before you sync your grades from Canvas, make sure to open your course grade book in Synergy so that
it can apply the correct template. When you open the grade book for the course the template will
automatically be applied. Once you have done this for all your courses you can close Synergy and
proceed with steps to sync grades from Canvas.

After you have at least one student’s grade for the assignment entered into the grades section of your
myMCPS Classroom course, you are able to initiate the sync of scores from myMCPS Classroom to
Synergy grade book. Point values for each selected assignment and the assignment status of excused will
transfer as part of the sync.

1. Navigate to the Grades section of your Course.
2. At the top, under Actions, select Sync to SIS

Gradebook View v Actions v

Student Name [

~ Syncto SIS

MS Studio Art 2-P5 Import
MS Studio Art 2-P5-t Export

A Elm...
MS Studio Art 2-P4-

3. On the next screen, you will see a list of assignments that are ready to sync to your Synergy grade
book.
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a. Ready to sync assignments include assignments that have been setup with the Sync to SIS
box checked and assignments that have at least one student score in the myMCPS
Classroom grade book.

b. You can choose some or all of the applicable assignments to sync.

Sync Grades X
Filter by section
All Sections (2/2) ~
4— Assignment Name » Due Date
February Participation Mar 4, 11:569 PM
Plate Tectonics Test Mar 14, 11:59 PM

Post Grades (2)

4. When ready, click the Post Grades button and the grade sync process will start.

Step 4: Check the Status of the Grade Sync

Once you have initiated the grade sync process, you can check the status of the grade sync in the Grade
Sync tab in your Course navigation (only teachers see this link).

1. Navigate to Grade Sync in your Course navigation.
2. Here you can see the progress for the initiated grade sync

Grade Sync History

Refresh

Time Started Time Updated Posted By Stage Status Assignments
Mar 13, 4:22 PM Mar 13, 4:22 PM Abby Adams 4/5 - Post Grade > Running

Mar 13, 3:41 PM Mar 13, 3:41 PM Abby Adams v Completed

3. There are a few Statuses that you may see on the Grade Sync screen:
a. Running — the grade sync is still processing
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b. Completed — the grade sync is finished and grades will appear in Synergy
c. Error — any errors in the sync will be indicated here

Step 5: Check the Assignment Sync in Synergy and Edit
Assignments (if needed)

Once the Sync to SIS process is complete the scores show up in the Synergy grade book.

Please note that assignments transferred from myMCPS Classroom to Synergy cannot be edited in the
grade book unless you select to edit the assignment by turning off the Third Party Read only option.
When the third party option is turned off the selected assignment will not receive updates from Canvas
grade syncs. However, if the third party option is turned back on the assignment will receive updates
from Canvas grade syncs. For example, a teacher may wish to turn the third part sync off to input
comments such as missing, late or reassessed and then save these comments. The third party option can
then be turned back on to receive future updates from Canvas grade syncs. If the third party option is
turned off during future syncs Canvas will report an error when transferring data from one system to
another.

Note: The fill down option in the enter scores screen in the Synergy grade book can be used to quickly fill
blank spaces in the grade book. For example, if one blank score (or comment) is entered as missing the

fill down icon can be clicked to fill the rest of the blank spaces with the same score (or comment).

Streams Analytics GradeBook ~ ReportCard ~ LessonVUE ~ Assessment ~

() Synergy’ Home ~

Grade Book Assignment A 9 7 = Lock SignOut Support Help

8

Category Values
TYPE POINTS #ASGN
Homework 371.0000 25
100.0000

Assianment 1.0000

Assignment Settings

Assignment Name

Description

SEC:0102

Date of Assignment

Assignment Category

Grade Book Sync Support

e Secondary grade book FAQ
e Secondary grade book support quide
e Secondary grade book YouTube plavlist
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Troubleshooting

I’m getting the “error code 401: Admin Locked or not 3rd party” error when syncing
assignments.

The “401” error, also known as the “Admin Locked or not 3rd Party” error occurs when you are trying to
sync assignments that have the “Third Party Readonly” option disabled in Synergy. To fix the issue,
please set the “Third Party Readonly” option to ON. Once the assignment setting has been updated, you
can reinitiate a sync from Canvas to Synergy again.

{"errors":
[{"errorCode™:401,"codeMajor":"failure”,"severity":"error”,"codeMinor”:"unauthorized","desq
PUT Called (Assignment either Admin Locked or not 3rd Party - No Changes Made)"}],"inpg
{lineltem™:{"tite":" | EG—_ R . - scription:<link rel=\"stylesheet

Lock Sign Out Support Help

IT!‘HJ-"’&’T- Readonly m I Save Assignment  ~

I’m getting a “Grading category not
found” error when syncing assignments.

Grading category "imported assignments" not found in SIS for assignment_

Please ensure that your assignment categories/groups
match between SIS and Canvas. Available grading categories for class FSD5B302-D325-4280-
AD9D-B4306BFB29EE are: All Tasks / Assessments, Progress Check, Assignments, Practice /
Preparation, Senior Culminating Activity

You will receive this error when syncing assignments that are linked to assignment groups that do not
match your assignment categories in Synergy grade book.

Syncable assignment groups include: Examples of non-syncable assignment groups
e All Tasks / Assessments include but are not limited to:
e Practice / Preparation e Imported Assignments
e Progress Check Assignments
e Senior Culminating Activity Practice
Tasks

Unit 1, Unit 2, etc.
Just for Fun
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Only some of my assignments and scores are not syncing to Synergy!

If you find that some assignments or scores are not syncing to Synergy
and are not receiving an error message, you can choose to “remaster grade
passback” which will repost all assignments with the “Sync to SIS” option
enabled.

Grade Sync

History Settings

To start a remaster:

. . Remaster Grade Passback
1. Navigate to the course and click Grade Sync* from the course

navigation.
2. Select Settings > Remaster Grade Passback.

*1If Grade Sync does not appear on your course navigation, you can add it to your course via Settings >
Navigation. Drag the Grade Sync link to the list of navigation items and click Save.

Course Details Sections Navigation Apps Feature Options

Drag and drop items to reorder them in the course navigation.

Home
Announcements
Assignments
Discussions
Grades
People
Pages

Files
Syllabus
Outcomes
Rubrics

Qlizzes

Grade Sync
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What are other reasons why an assignment wouldn’t sync from myMCPS Classroom
to Synergy?

Check your assignment settings! Be sure the Sync to SIS option for the assignment is checked!

Sync to 515 Include this assignment's grades when syncing to your
school's Student Information System

You can also see the Sync to SIS status for assignments from the Assignments page!

ii v Assignments 1Rule > |
B Reading Assignment e ©
Due Mar 8 at 11:5%pm | 20 pts
5 Plant Genetics Paper @ 0
Closed | Due Mar 2 at 11:5%pm | &0 pts
=N Areas of Research _ el ®
Mot available until Mar 10 | Due Apr 24 at 11:5%m | 75 pts

Check your dates! Be sure the assignment has a due date! A due date is required to sync an assignment.

Assign .
g Assign to

Everyone X

Please add a due date
Due

Available from Until

| Add

Check to see who the assignment assignees! Assignments must be targeted to Everyone or specific
sections within a course. Assignments that are assigned to select students will not sync to Synergy.

10
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Assign .
Assign to

Everyone ¥

I’m getting an “errorCode 400”. What does that mean?
Not a Valid Score

{"errors":[{{errorCode":400)'codeMajor":"failure","severity":"error","codeMinor":"invalid
data","description":[Not a valid Score|(50). Must be 0 to double Max Score (5.0000)."}],"input":

You may receive the error message, “errorCode: 400...Not a valid Score” when a student’s score on an
assignment is greater than the point value for the assignment. For example, the maximum score for an
assignment is 5 points and the score entered for the student was greater than 5, ex. 50 points. To fix the
issue, update the student’s assignment score accordingly.

No Grading Period Found

(ERROR )

{"errors":[("errr:rrt:c: de”:400, la deMajor":"failure”,"severity®:"arror”, "codeMinor®: “invalid

data","description ':{ND Grading Period Fuund:'}l:"input":"PUT: http:/fmd-
You may receive the error message, “errorCode: 400...No Grading Period Found” when the due date
for the assignment is outside the marking period window. For example, the end of Marking Period 1 is
Friday, November 6, 2020. An assignment with a due date past this date will not sync for Marking Period
1. To fix the issue, update the assignment due date to be within the marking period window.

11
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