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Getting Started

Running Accelerus

. If there is an Accelerus icon on your desktop, you should click it to run Accelerus. ] 1 |
OR L -=
. From the Start menu, click All Programs. EL
. Click the Accelerus folder. Accelerus k
. Click Accelerus.
Logging in
When you run Accelerus, the Login 25 Accelerus =R EER
window will be displayed. Everyone File  Edit _ Help
must log in to Accelerus in order to #accelerus

access their classes and enter their
students’ results and comments.

Accelerus Login

It will give you options to:

. Open your offline class file. _
i . Welcome to Accelerus. It appears you have not used Accelerus on this computer before. To
° Collect an offline class fl|e, ; elel i d either an offline file or a datab: nnection. Your Accelerus

which you may need to do
when first using Accelerus.

Instructions for this can be Available options:
found in the Collecting and Zwanelnopen oo ofine

I want to collect an offline file

Synchronising Offline Files
notes, available from the
Accelerus website.

o Connect to an Accelerus
database, if the Accelerus
administrator has allowed you
access to the database.

Iwant to connect directly to a database...

First log in

The first time you connect to an
Accelerus data source, either an offline file containing your classes or your school’s Accelerus database, you should:

. Select the appropriate option, eg | want to open an offline file... or | want to connect directly to a database ...
. Select from the suboptions that are then presented to you.

For example, if using an offline file:

. If you know where your file is, select the option | know where my file is and wish to browse for it...

. Try one of the options that scan your USB
drive or computer for offline files.

. How you proceed will depend on how your school has - Enter either your Windows user name and password, or your

set up the login processes for Accelerus: it s
file\C:M\Accelerus Training\Offline Files\WHIS.aof

. You may be logged directly into Accelerus,

based on the login credentials you entered to S e
login to your computer, and not have to enter Do

further login detalils.
OR

. An Accelerus Login box will be displayed.

It will inform you whether you must enter your Windows login details or your Accelerus user name and password, or if either is
acceptable.

. Click Login once you have entered your user name and password.

Assessing students in Accelerus Page 3



Subsequent logins

Once you have logged in to your offline file or the Accelerus
database, next time you run Accelerus you will be prompted
to open the same data source, rather than have to find it.

As shown here, the welcome message informs you of the
most recent login. To login to this same file or database:

. Click it. gy T R e
. Depending on your school’s Accelerus login settings:

WHIS

. . . CAMccelerus Training\Offline Files
o You will be logged directly into Accelerus. 0212012 105731 P
OR
. An Accelerus Login box will be displayed in Other oplians:

which you enter your login credentials, ie
either your Windows login details or your Accelerus user name and password, as stipulated in the Login box.

o Click Login once you have entered your user name and password.

You may also login to a different file or database, if required, in which case the appropriate one of the Other options should be selected.

Changing your password

It is very important that, once you have logged into Accelerus, you NG =]
change your Accelerus password:

Current Password eeee

. Go to the File menu.

L4 Click Change Password. New Password eeessee

. Enter your current password. —

. Enter your new password and then reenter it to confirm it. [ — { — ‘
e Click OK. \J

If you forget your password, see your Accelerus administrator to
assign a new one, or see your school's computer technician if you normally use your Windows login credentials to login to Accelerus.

The Welcome Screen

Once you log in, Accelerus opens up to its Welcome { Accelers~Suzanne Whie (o] B ot
Screen. The title bar displays your name, the school Pl Fot Wndow Hep
name and the academic cycles to which your classes -
belong, eg Sem1, 2011.

#accelerus

k@ Welcome Screen §3

All of your classes for the displayed academic cycles i Sear el
will be listed in the Welcome Screen. From here you

may click a class to open it and work on assessing the
students in the class. Last sy 2570872011 |

| 102320 AM

Any comment banks you have will also be listed. In
addition, you may click the Comment bank explorer ‘ Mt
icon to work on comment banks, as covered in the ‘

1anAB
Mathematics

10ADHGB

Home Group ‘ ‘ Mamemam
4‘ |

Working with Teacher Comment Banks notes.
You may open as many of your classes
simultaneously as you wish, via the Welcome Screen. Your Comment Banks

, ) P—
As you open and close class files, you will be returned o

to the Welcome Screen, from where you select further
classes or perform other tasks allowed in Accelerus.

g fileA\CiUsers\H... Semaphore... | [ wHISV | 100% ~ @ (O (7] 2011, Sem1

You may return to the Welcome Screen at any time
while in Accelerus in any of the following ways:

. Clicking the Show welcome screen icon in the toolbar.
. Going to the Window menu and selecting it from there.
. Pressing Ctrl W.
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Working on Class Results

Saving your work

When working in your offline file, save your work regularly:

. Press Ctrl S (a shortcut well worth remembering).
OR

. Click the Save icon in the toolbar.
OR

. Click File in the menu bar, then Save Results.

Navigating around your class

1% Accelerus - Suzanne White !
File Edit Results ‘Window Help \l

& Class Results
Mathematig

Accelerus works like most Windows applications, having such features as dropdown menus and shortcut keys, eg Ctrl S for Save. In most
places, you may right-click to bring up an appropriate menu. Also, you may have multiple classes open at once, each opening in its own
tabbed window. You may switch between classes by clicking the tab of the window you want to bring to the front.

Navigate your way around the results grid in your classes using any of the following:

Point and click in the cell you require

Use the arrow keys (T 4 « —)

Press Tab to move right one cell and Shift Tab to move left one cell
Press Enter to move down one cell, and Shift Enter to move up one cell

Closing

To close the class you are working on:

. Firstly, save it.
. Click File, then Close Results.
OR

. Click the Close button on the tab for the particular class.

To log out, which will return you to the Login window so that another user may log in:

. Click File and then Logout.
. Follow the steps on page 3 to log in as a different user or to a different
offline file.

To exit Accelerus completely:

. Click File, then Exit.
OR
. Click the Close button at the top right corner of the Accelerus window.

When you close, logout or exit, you will be prompted to save any unsaved work.

Assessment item columns

r@ Class Results 07.. \
Mathematics \

Subject: 07MAMA, Mathematics

Student

4

CONO000S, Jenny Connaughten

N\ =

fiacceleryCes!

Columns are headed by an assessment item code, eg TLIACH. Each
column is one item of assessment.

)

If you hover your mouse over the column heading, additional
information about the assessment item is displayed:

. The full description of what is being assessed.
. The values that may be entered, ie the valid marks or grades.

Student
Connaughtaon , Jenny
Edge , Stewart
Flatman , Carlie

Harper, Veronica

w T1EFF TICOM
C VG

Interim 1 achievement
List

Allowed Values
EVGSU

Assessing students in Accelerus
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. If the item is a comment item, the maximum number of characters that may be entered.
. Where only numbers may be entered, the minimum and maximum, plus any rounding, is displayed.

In addition, special icons will appear in the assessment item heading when:

. A column has been locked and, therefore, is not able to be modified.
. A calculation has

been entered for the
assessment item, in
which case the
results therein will be
automatically

Student C_I:ADI ; UR1 TOTAL T1COM
Fl =] il B

Edge, Stewart

calculated. __El_em;ua';_’ - #\X \
e  Thecolumnisa =

class assessment
item, created by a teacher of the class.

Locked and calculated columns appear shaded, as seen with CLAO1 and TOTAL respectively above.

Status bar and panel

Connaughton , Jenny 76 A 3 lenny has done really well in Math

Along the bottom of the class window either a status bar or an c dge Stewart ———

optional panel will be displayed, giving more information about the S_’ -

assessment item. Harper Veronica S

In the case of the status bar, where student photos have been Magdalena, Lisa s

brought into your school’s database, a thumbnail photo of the p—
student currently being assessed is displayed. \Lﬁ e —

Clicking the thumbnail in the status bar will enlarge it. Click it

again to go back to a thumbnail. r“’:fn
The optional panel at the bottom of the window, on the other hand, not only i ‘  [Higher
shows full details about the assessment item, but also more information about vement Medium
the student, including their photo, where available, as shown below. Tedium
Pascuzzo, Mathan - 39\5[;){;’3 375 3 Meﬂum
: m % | E =|name

Petrowska, Clint - PETO004 375 4.25 < - i3 C

Dilmits Tudnr _ DECANAT 2 7c 49K F . 37E aac -

eas for improvement/future learning (Comment of u

[«
= {E‘) __________________________ =

Assessment Item Calculation

Code TIINT

Description Interim 1 interview required

- LA i Display this panel or hide it, as you wish, by clicking the
Tags T1 -

Gender Female
Year Level 7. Year7

Home Room
07A 7A

Entering non-comment results

divider above the panel or status bar, as shown to the left.

Jel
tey

Move to the cell where you want to enter results:
Student T1ACH W T1INT T1COM
. Simply type in the result required. p
OR Connaughton , Jenny B s M
. . A VG [ E - Excellent
e Click the dropdown arrow beside each cell M A = -

. . . Flatman , Carlie C S VG V'_E'YG
belonging to an assessment item that has a list type . 5 - Satisfactory
of marking scheme (eg A, B, C ... or Excellent, Very Harper, Veronica ¢ VG U - Unsatisfactory
Good ) and: Magdalena , Lisa B s M

. . . . S R
. Click the required result in the dropdown list.
OR

o Use the up and down arrow keys to move to the value required, pressing Enter when positioned over the required value.
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Changed and incorrect results

When you make a change to a student
Student

result, it will be indicated by a green “
triangle in the top right comner of the Connaughton , Jenny
relevant cell. Fge. Stevert
Flatman , Carlie
When a cell contains an error, eg a Harper , Veronica
value that is not allowed or a comment Magdalena, Lisa
that exceeds its maximum number of Mildren , Ben
characters, a red exclamation mark Oldfield, Chris

appears in the right of the cell.

If you hover over the red exclamation

mark, you are informed of the reason for the error, as well
as the original value of the cell. In the case of changed
values, if you hover over the green triangle, the original
value will be displayed.

In the case of both changed and incorrect values, you may
revert to the original saved value by right-clicking over the
cell and selecting the Revert to saved value option from the
menu.

You will not be able to save your work if the class contains
invalid results — you will need to correct these first.

Once you have saved your work, the green change triangles
disappear.

Entering comments

TLACH  TLEFF

B 5
A E N
B Vg
C VG
B vg Y
D 5
Iy E

) Class Resuits 09T... $%
Information Tech...

T1INT T1COM

WHAL

Jenny is a very good student who usually com... ™

Stewart is an excellent student who always co... |
.

Error:

Value is not defined for this List Marking Scheme

Original Value:
N

L}

' VWWW/W%W/WW

Subject: 03TET, Information Technology, & of 16 items visible

|

Acosta, Tony

An Trier, Tracey
Anastas), Casey
Chapple, Nichole

Che, Judy
Connaughton, Brenton

Devries, Tony

AE oA A A AR RN

Frost, Kathryn

James, Marc

Student T:‘;ACH ;EFF TILATE | WHAZ  WHBZ  FINAL2
Pl

VG 20 A A c

VG ag A A c

VG 40 | [® Filup ctri+u
VG 55 | (8] Fill down Ctri+D
VG 80 | V& Estimate resuit

VG 10

; o @% Cut Cirl=X
E s L[ Copy Cirl+C
e 0 I Paste Ctri=v

E

40

@ Revert to saved value h
B B N

For comment assessment items, a limit on the number of characters able to be entered is often set.

This limit is shown in the status bar or bottom panel, if displayed. As soon as the limit is reached, a red exclamation mark will appear in the

comment cell.

In Single student view, the window designed for drawing upon comment banks, a 'fuel gauge' indicates how close to the limit you are.

Although you may type comments directly into a comment cell — expand the column width and row height first — usually Single student view

is used for comments.

Typing in Single student view

. Move to Single student view using any of these
methods:

o Click the Single student view icon in the tab at
the bottom right of the class result grid.

. Go to View > Single student view.

o Press Ctrl T.

The Single student view window will be displayed
with all comment

. . Class Results 08... £3
assessment items in the Mathematics

Single student view

~

top pane, and non-
comment items listed

Semaphore College,

along the right side.
. . Student | Collins, Melissa E]
. Type directly in the
particular comment box, T1COM Interim 1 comment Eﬁ
|f you W|Sh Melissa is a very enthusiastic student who tries hard and achieves good resultsl

As you do so, a gauge

o . .f
will indicate how much

(80/200)

Interim 1 achievement A -

Interim 1 effort VG -

Interim 1 interview required N -
____—-_'_-_-_-_

Assessing students in Accelerus
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of the comment’s character allowance has been used up. The gauge will turn amber when 75% of the limit is reached and red at

90%.

. Click the Next or Previous student arrows, at the end of the Student field in the top left corner, to move to another student for whom

you wish to add a comment. Alternatively, pressing Alt N or Alt P respectively will move you to the next or previous student.

Using comment banks

Schools often set up
comment banks for the use
of teachers and assign
them to teachers’ subjects.
In addition, teachers may
create comment banks for
their own use.

These comment banks are
stored in the teachers’
offline files so that they may
be drawn upon when
assessing students.

This is done in Single
student view, with any
available comment banks
being displayed in the
comment bank panel.

The school comment banks
will appear greyed out so
that they may not be
changed, but can be drawn
upon. Comment banks
owned by the teacher may
be modified and drawn
upon. As shown here, there
are two school comment
banks — Generic and Maths

& ClassResuits 07... 8
Mathematics

]

vIAA

77

Student

Connaughton, Jenny - CONO.

TLCOM Interim 1 comment

Jennifer goes about her tasks in an organised and methodical manner. She appreaches her homework with
enthusiasm and her work shows a strong performance in all areas. Keep up the good work, Jennifer.

COM1 Semester 1 Comment

_—

-

Jennifer can refer to relevant exercises and examples to complete skills assignments in a competent manner. She has
also sought extra work to extend her knowledge of the topics covered,

4 Value Comment
Satisfactory Her overall performance is excellent. |3
Satisfactory She has made cutstanding progress and has achieved
high results. -
Satisfactory Her work shows a strong performance in all areas.
Satisfactory Congratulations Jennifer on your good work.
Comput 5 Satisfactory Keep up the good werk, Jennifer,
P Maths 7-9 Gatisfactory She shows motivation but struggles \'.Q:ontent and
4 ‘Waork Habits skills.
¥ General Performance Meeds Improvement Her general performance needs improvement. B
» Crganisational Skills Meeds Improvement  She neads to apply hersalf to the work requirements
» Co-cperation of the classroom.
P Homework Needs Improvement Altheugh she shows interest and enthusiasm she |3
mh| | E= m o

Mame | Pronoun Given name | Preferred name
|- -

ﬁ Interim 1 comment {Comment of up to 200 characters) - Character Count: {199/200)

- plus Maths 7-9 and Work Habits, both of which are teacher comment banks.

To use the comment banks:

. Click in the particular comment box for which you want to compose comments, eg TLCOM — Interim 1 comment above.

. Click on the comment bank
that you want to draw
comments from, eg Work
Habits.

. Click on a category of the
comment bank, eg General
Performance,
Organisational Skills, etc.

All of the comments for that

category will be displayed, with their values.

. Click on a performance value for the
category, eg Satisfactory, and the comments
for that Category and Value will appear in the

Comment table.

. Change the name substitution mode by
clicking the Name or Pronoun button, if

necessary.

» Maths
¥ Maths 7-9
4 Work Habits
4 General Performance
Satisfactory
Meeds Improveme|
¥ Organisaticnal Skills
¥ Co-operation
» Homewaork

4 Comment

=

Jennifer works at a level which is appropriate for her year level.
Jennifer's conscienticus application to all aspects of her work is reflected in her excellent results.
Jennifer's overall performance is excellent,
Jennifer has made cutstanding progress and has achieved high results.
Jennifer shows motivation but struggles with content and skills.
Jennifer's work shows a strong performance in all areas.
Congratulations Jennifer on your good work,

Keep up the good work, lennifer,

4 Value
Satisfactory
Satisfactory
Satisfactory
Satisfactory
Satisfactory
Satisfactory
Meeds Improvement
Meeds Improvement

Comment

Benjamin's overall performance is excellent,
Benjamin has made cutstanding progress and has achieved high results,
Benjamin’s work shows a strong performance in all areas.
Congratulations Benjamin on your good work,
Keep up the good work, Benjamin.

Benjamin shows motivation but struggles with content and skills,
Benjamin's general performance needs improvement.
Benjamin needs to apply himself to the work requirements of the

classroom.

E

10

Given name | Preferred name

INa_me'lenoun
ks

»to 200 d1amcter| Substitution mode (name) i

Page 8
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. If buttons appear for Given name and Preferred name, click the required option to display the comment with the chosen name format.

. Double-click a comment in the table to insert it into the comment box.

. Continue selecting comments in the same way for the current student.

. Do as much editing and
changing of the text in the
comment box as you wish —
right-clicking brings up an edit
menu, or use short-cuts.

. Correct spelling errors as you
go when squiggly red
underlining appears, right-
clicking on the misspelt word
to bring up alternatives.

. Click the Next or Previous

TLCOM Interim 1 comment [ - |

Ben shows motivation but struggles with content and skills, His crganizational skills need improvement, in order that tasks are

demonstrated
COM1 Semester 1 Comment R |
dermon stated

Add to Dictionary

Ignore

Cut Ctrl+X

Copy Ctrl+C

Paste Ctrl+V

student arrows to move down or up the student list.

OR

. Press Alt N or Alt P respectively.

. Keep entering comments for students in the same way.

. Click the Save icon or press Ctrl S regularly to ensure the comments you have been entering are saved.

Your school may have activated a setting that does not allow you to type beyond the number of characters specified for a
particular comment. In this case, any comment you insert, that would take you beyond the comment's maximum
characters, will be truncated.

Alternatively, the school setting may allow you to continue entering comments but the comment box will be shaded red
and the comment will need to be edited to fit within the number of characters before you can save the offline file.

Editing tools & procedures

The tool bar contains various
editing tools, as well as some of
the other tools already covered
in these notes, eg Save results.

These tools allow you to modify
and perform various editing
functions on your data such as
search for and replace

;
SO

File Edit View Results ‘Window Help 'I

B HE | = [ & L |9¢ B l%&@@_ﬂ

23 Class Results 085... £3
& Sort ascending

Science

k8 Welcome Screen

specified text, copy a result all the way down or up a column, copy columns of results to other columns, etc.

Hover over each of the toolbar icons to display their function, eg Sort ascending, as shown above.

Selecting columns

Many different procedures may be performed on whole columns or even multiple columns, eg Copy and paste, sort, etc.

You may select an individual column or multiple columns:

. Move to the heading of the column you require and click your mouse button.

The whole column will become highlighted.

. Hold down the Ctrl key while selecting other individual columns by clicking their column headings.

. Move to the last column you want to select and, holding down the Shift key, click the column heading.

In this case, all columns between the first and last selected will be highlighted.

Once the columns are highlighted, they are available for you to perform various functions, eg to move the columns to a different position.

Assessing students in Accelerus
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Changing or clearing results

e Toclear the contents of a single cell, move to the B A ccelerus - Kathleen Edwards

cell and press the Delete key. _ _ - -
. File Edit View Results Window Help
. To clear the contents of a column or multiple

columns, select the column/s and: B |G O li%*—; E & 9
3 Click the Cut icon in the toolbar. .
]
OR

. Right-click to bring up a menu from which you select Cut.

. To change a non-comment value you have already entered, it is not necessary to delete the current value first, but simply move to
the cell to be replaced and follow the same procedure as if entering data from scratch, ie either type in the new result; or select it
from the drop-down list.

. To change or edit the contents of a comment cell, go to the appropriate cell, and move into edit mode by:
. Pressing F2.
OR

. Clicking once in the cell when the cell is the selected one.
. Once in edit mode, you may highlight all or parts of the text and overwrite or delete them. Or you may move the mouse pointer
to a particular spot and add further text etc.

Cut, copy and paste

You may cut, copy and paste:

. Within the one class and from one class to another.

. From and to Microsoft Excel or Word, or other programs that allow you to place copied text onto the Windows Clipboard.

. The contents of one cell to another cell.

. A column to another column, or any selection of contiguous columns to another series of contiguous columns of the same number.

To use cut, copy and paste:

. Highlight the cell or portion of text or select the column/s required.
. Click the Cut or Copy icon.
OR

. Press Ctrl X or Ctrl C respectively.
. Move to the cell or select the column/s in which the cut or copied data is to be pasted.
. Click the Paste icon or press Ctrl V.

Filling a column

You may copy the contents of one cell up or down to all cells above it or below it in the column, ie you can fill a column:

T e celyounanto copy i . @ 00000000O]
down. ]

Help
e | WETE 2C B¥E YAl

. Click the Fill up or Fill down icon, as
appropriate.

OR l%

. Press Ctrl U or Ctrl D, respectively.
. Move to and change any exceptions if necessary.

Customising your offline files

Once you open a class, you may change the way it appears, including the way its rows and columns are displayed, which columns are
hidden and which visible, the order of the list of students and what is included in this list, how records are sorted, the font size of the text
displayed, etc.

Changing the font size

In the Accelerus status bar, there are two tools that allow you to increase or decrease the size of the contents of the windows:

. A dropdown box allows you to select the zoom percentage.

Page 10 Assessing students in Accelerus



. A sliding zoom

selector.

The zoom setting from
either of these will apply to
all windows that you have
open, including the

Welcome Screen.

Changing column widths

& Class Results 07... 2

Mathematics 3

To change the width of an individual column, eg a column _— 7 A )

containing comments:

. Move your mouse pointer to the border to the right of
the column heading and it will change to a re-size

pointer.

. Hold down the mouse button and drag the border to

the desired width.

Changing the height of all rows

You may change the height of all rows:

Subject: J7TMAMA, Mathematics
P

Student TiCOM T1A TIEFF TIINT

Connaughton , Jenny Jenny is a very good student who 3. B 5 N

Edge, Stewart Stewart is an excellent student who al.. A E N

Flatman i ie is a very enthusiastic student wh... B 5 N
C VG

. Move your mouse pointer to the bottom border of any row, in the selection bar to the left of the Student column, until it changes to a

re-size pointer.

. Hold down the mouse button and drag the border down until the rows are the required height.

Moving column positions

You may change the order of the
assessment item columns by selecting
individual or groups of columns and moving
them to another position:

. Select the column/s to be moved.

. Point to the highlighted column
headings, hold down the mouse and
drag the heading/s to their new
position.

. Release the mouse button and the

s Class Results 07... =
Mathematics \

Subject: 07MAMA, Mathematics

Student TiCOM TIACH || TLEf71INT  WHA1  WHB1  UR1 TIACH  TiEFF COM1
4

|_kr4
Connaughton , Jenny Jenny is a very good student wrk usua.. N S A B S
Edge , Stewart Stewart is an excellent student who N S C A E

always completes his homework, come...

Flatman , Carlie Carlie is a very enthusiastic student wh... N S

Harper , Veroni

N 5

columns and all their data will be moved to their new position.

Resetting the order

If you want to return your columns to the order that they were in when the class was first opened, as set by your Accelerus administrator:

. Click View in the menu bar.
. Select Reset Column Order.

Sorting data in columns

You can sort the data in your results window by any of the columns in the grid. For example, you might like to display the students in the
order of their results for a particular assessment item, and then to resort them into alphabetical order based on the Student column.

You may sort data in columns in ascending order or descending order.

Also, when multiple columns [ Accelerus - Alexander Dimovs
are chosen and you choose to File View  Results _ Window __Help

sort, you are in fact choosing B HG S a0 C & 9C O%

8 Welcome Screen  £3 [ 88 Class Results 085... €8
s

the first, second, third ... sort
level automatically, working

Science

from left to right.

Assessing students in Accelerus
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To sort:

. A single column, click the column heading.
OR

. A series of columns, ensure the columns are in the required relative sort position, eg the first is the primary sort mode, etc, and select
the columns.
. Click the appropriate one of the Sort ascending or Sort descending icons.

Viewing and hiding columns

The first time you open a class, all assessment item columns set up by the Accelerus administrator appear. However, you may selectively
hide columns that are not currently required, and later re-display them.

Which assessment items are visible and which are hidden has a bearing on many functions in Accelerus. For example, hidden columns are
excluded from the various listings that can be printed and from spell check operations.

Via the View menu, you can select any combination of columns to view or hide, or view just those belonging to a particular tag or that are of
a certain type of marking scheme, eg all comments.

Accelerus - Suzanne White

To view columns belonging to a particular tag:

. . . Fil Edi Wi Resul Wind Help
e Click View in the menu bar. le M Yew  Renls  Window P

. Click the tag you want to view.

Results Grid Ctrl+G

& Class Results| $; Single Student View Ctrl+T
In the example shown here, just the items belonging to T1, ie term 1, have Hetnemte - A—
. . . . | All Ag t I
been selected. Those belonging to the other listed tags will be hidden, o “w
% 8 Class Assessment [tems
therefore. B
————— [0 Selected Assessment Items
To select any combination of columns to view or to hide: Subject: 07MAN 7] Reset Column Qrder
. Select the individual or series of columns that you want to hide in the LM e
results grid. Comauge
. . . . Edge, St
e Right-click over the column headings and select Hide column(s). S
OR Harper, Ver v‘ T3 %
e Click the View selected assessment items icon. Magdalera,| " ADMIN
Mildren, Ber
. In the View Selected Assessment ltems window:; Olefield, Ch |- | Comment Items
. If required, enter selection criteria in the column search fields to Oliveri, Robq A" List lrems
enable easier selection of the columns to be hidden or made Eaic“z‘;t Numeric ltems
. etrovska,
VISIbIe' . o ) Ricketts, Tyl{ & Student Column Format
. Click the open eye icon of a visible assessment item to close Roach, Casey - ROAODOL
the eye and, therefore, hide its column.
o You may also make selections of rows to hide using the Ctrl
and Shift keys and then click the Hide or Show icon, as required.
. Click the OK button and only the columns marked as visible will be displayed.
Mi Hdn Code Description Marking Scheme Tyl
. - - Al -
- i~ - )
& t‘J ‘E‘ @ v Q @ Hi 8  TIACH  Interim 1 achievement GRADE Lj
L% #wt  TIEFF Interim 1 effort EFFORT
o5 o TICOM  Interim 1 comment COM200
[ View selected assessment items ot INJLINT  Interim 1 interview reguired INTVW
285 WHAL  Arrives punctually to class AUSEN
85 WHEL ‘Works independently AUSEN
J it result GRADE \

COMI500

To show a single column that is hidden:

. Right-click over any column heading.
. Select Show and then the particular assessment item you want to show.

Toshonal o, ikt Vi ol sesrent s |

1con. Window __ Help
¢oc@=m%Q @

I View all assessment items |
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Locking columns

You may want to lock some columns so that they are T P P [P J——
S St t = -
visible but cannot be changed, eg after you have S & & a a
completed assessing the students on a particular item, Acasta, Tony - ACDD0DE £ Ve A A c
S0 as to avoid accidental Changesl Alessandrine, Julie - ALEODOT C VG A A C
An Trier, Tracey - ANODOT7 C VG A A C
. Select the column/s that you want to lock. ’
. . . Anastasi, Casey - ANADDDZ C VG A A C
. Right-click over the column heading and select _
Local lock Chapple, C VG A A C
' A A B

A red lock icon will appear in the column heading and
the locked columns are automatically shaded.

The Local unlock option in this right-click menu allows you to unlock the selected column/s.

Note that columns that have been locked by the Accelerus administrator have a yellow lock icon.

Colouring columns

You may want to colour different columns, eg those belonging to a particular tag or different types of items that you want to group together:

. Select the column/s that you want to colour.
. Right-click over the column heading and select Colour and then select from the available colours.

The Reset colour option in this right-click menu allows you to remove any colour from the selected column/s.

Formatting the student column

By default, the students in your classes will be listed using their family name, and either their given name or preferred name, depending on
the option set by the Accelerus administrator. Therefore, when you sort the students, they will sort in alphabetical order based on their
family name, then other name.

If you wish, however, you may change the data that appears in the student column. For instance, you may want the first field to be the
student's home room, followed by the student’s family and given names, eg 10A — Smith, Mary, so that the students can be sorted into
home group order.

To select the information in and format of the student column:

° Click the View menu.
° Select Student Column Format.

. Select the fields you require from each of the three field dropdown lists.
Note that you may chose to leave a field blank, eg the third field if only two are required.

. Select the character you want to
use as a delimiter between the
fields in the two delimiter
dropdown lists, eg dash or Home Room - i_—_“"_:__ Family name
comma. Sample 7A - Connaugh

-
| & Student Column Format ﬁ

Ve - ~ | Given name

Again, you may leave either .
blank, if not required. . k ok || cancel

o Note the sample text for the 1) |
selections made and, if as
required, click the OK button.

The Student column will now display the students’ details using the selected format.

Spelling and punctuation checking

When entering comments for students, incorrectly spelt words will be displayed with squiggly underlining and you can correct these as you
go. Right-click over the misspelt word to bring up a list of suggested replacements and select one, if appropriate.

However, a full spell and punctuation check should be run after you have entered all comments for a particular report run:

. To check all comments found in visible comment assessment items, click the Spell check icon or press F7.
OR
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s Docecsapanoarcommenconm o
set of columns, select the column/s, and then IE—N———————

click the Spell check icon.

neRox 9oc Be@E|BQ @Y
. As spelling and punctuation errors are brought D
up make the required selections, eg ignore the l%

error, replace it with another word, etc. Spell check

Printing listings

You can print out copies of results and comments, as well as listings of 78 Accelerus - Kathlezn E@:
students and assessment items. e fdi View  Resuls  Window e

. Make sure that the assessment items that you want to include in the I
listing are visible and those not required are hidden. e Save results Cirl+s
g Close results Ctrl+F4

. Click the File menu.

@ Close All Tabs Ctrl+Shift+F4

. Click Teacher Listings. R
& Close ther Tabs

. Select the listing required, eg All Results.

+ Import 3
. In the case of the Result Grid listing, you will be taken directly to the PR , pn Technology, 10 of 10 itemsl
. . . . . eacher Export
Print window where you may choose the printer and its settings. ’ T P
- Teacher Listings 3 & Students

. For the other listings, a Preview window will be displayed.

View Last Synchronisation Log |+ Assessment ltems

. In the Preview window, you can scroll through the listing pages, and
select the Print icon, if you want a printout. &, Change Password ¥ AtResuls %
ul

& Comment Res:

) ] o o @ Logout Ctrl+Alt+F4  Nonc .
The Print Reports Using Word option in the Teacher Listings menu allows on omment e
you to prepare and student reports using a Microsoft Word template for the O e AP | 2B print Reports Using Wore

i@ Results Grid

students in your class. Stojanovic, Jo-Anne

Find and replace, including finding missed results

You may search for and replace:

 doypancar e inyoucs e

. Blank cells, where you may have inadvertently missed

entering results in a column or for a student. <[ ) e @@ e
. Results where an Enter has been entered.
To run a find and replace process:
e Click the Find and replace icon in the toolbar. Q_Results Fin o Rgplace =
e Leave the Find What box empty if you want to search for Gu-iEady realize
blank results, or enter the text you wish to search for. Replace With  realise Replace §
o Student Oh, Sally Replace All
. Choose your Search scope — usually you will click the Assessment Item Semester 1 comment (Comment of up to 1500...
All Results Option button. Sally has -:I that she can work at the level required and has
e Check any of the required boxes, as required, noting the improved as result
following:
. If searching for blanks, click the Whole Result
Only box.
. If you wish to search for an Enter in any —
comment, you must click the Allow Enter in e %m‘mgﬂfgﬁf’”)’
Find/Replace box and then press Enter in the O Selected Assessmentltems ] Match Case
Find What cell. D e et (] Allow Enter in Find/Replace
The same principle applies if you want to replace

particular text with an Enter.
. Click the Find Next button.
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Creating class assessment items

Teachers of a class may create assessment item columns in their classes for use by teachers of the class, eg to keep track of student
results in a series of tests or assignments, etc:

Click the New class assessment item icon in the toolbar.

If not already visible, the window’s hottom panel will be & 9C BrED SQ@m Fle
displayed. Ay
In the Assessment Item (Class) panel: [ew o ssessment rem
g T B e —
¢ Ent(f,‘r a COde for Roach, Casey - ROADDOL C S —— _
the item, or accept T
the default code Assessment Item (Class) Calculation
which will begin Code cuaor . (-]
. Description Class Test 1
Wlth CLA and Marking Scheme GRADE-A B CDE -
Increment as you e ey m
add more class sl
items. Home Room 074, 7A

. Type a description
of the item, eg Class Test 1

o Select the marking scheme that applies to the particular item

from the dropdown list.

. Optionally, select a tag for the class item, used only for

grouping and viewing purposes.
. If required, enter a calculation for the assessment

Repeat for other class assessment items you require.

Click the Save icon.

item.

A column will appear for each class assessment item you have created. The
column will be shaded lime green and a teacher icon will appear in its
column heading, as shown here.

(8 Class Results 09T...
Information Tech...

\

Subject: 09THT, Information Technology, 11 of 10 items visible /

LEAT1 CLAOL
13

Student LB

A
Navarro, Lucy

Oh, Sally
Persson, Ricky

Sarafimoska, Rachael

Sa

You may move the columns and perform all other column operations on the
column, as required.

Viewing Class and Student Details

You may view all of a student’s details, including any
special information about the student that has been

made available to you by the Accelerus administrator, [
by double-clicking the student's name in the results
grid. This will open up the student's window,
displaying all of their details.

A Custom Properties tab will also appear, displaying
any special properties defined by your school that
apply to the student, eg their ethnic background,
medical conditions, etc.

In addition, from both the result grid and single
student view, you may click the Open class details

—

& student ACOD006  £3
Anthony Acosta

“Student ACOUO!
Arnthony Acosta

sty

ISemaphore College)
) Student Details
Student Code ACO0006 Gender Male 7
Family Name Acosta Start Date
Given Name Anthony End Date
Preferred Name | Tony
Year Level 2, Year 2 » ¥
Home Room 09A. 9A » v

" Enrolments | (" Custom Properties |

Victorian Student Number
Duplicate Reports Required N
English as a second language

Medical Condition Di:

e W

123456790

English as a second language (Y. N) I

| N-No

abetes

"

TIINT  WHAL WHB1 URL

Al
[ Open dlass details

icon, in the top right corner, to display additional information about the class in
its own tabbed window.

Note that all of the fields in the class and student windows appear greyed out
for teachers working in their offline files.

Assessing students in Accelerus

Page 15



