[bookmark: _GoBack]Mark book Summary Instructions to get a Standard Grade Average

1. Go into the mark book - Entry
[image: ]
[image: ]
2	Once in the mark book click on Summary at the top, you can then name the mark book summary (e.g. 13ENGL or Level 3 English etc.)
[image: ]
3	Then click on the three person icon at the top to Show all students in … then OK – this will bring all students from the subject into the summary
[image: ]


4.	Make sure you are on tab 01, click on the small T – this will bring up Select which set to use, tick Set A (internals) and Set C (practice externals) - OK
[image: ]
5	It will then come up with Select which Assessment Type to use… – these will all be ticked – so just select OK
[image: ]



6	When you got to Select which Summary Templates to use... click on Add Assessments - OK
[image: ]
7	This will bring through all the standards from the sets that were selected earlier (sets a and c)
[image: ]



8.	You will then need to follow the same process as instructions 4 to 5  – make sure you are on the last tab (in this case it is tab 08) – the two screen shots below, go through this process again
[image: ]
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9	When you get to Select which Summary Template to use… –select Standard Grade Average - OK
[image: ]
10	This brings through the title – Set Standards Grade Average
[image: ]



11	Now to get the grades for the standards and the grade average to show you need to click UPDATE (at the top) this will bring through all the results and standards grade average
[image: ]
12	In the case you accidently add a column you do not want like I have in tab 09- make sure you are on the tab that you don’t want and simply click on the red minus sign (-)
[image: ]



13	This will remove the title
[image: ]
14	You will then need to click on UPDATE, to remove the grades
[image: ]




15	Once you have all the information you want in the Summary you can export it by clicking on the Export button (on the left hand side) and save the summary in the location you want
[image: ]

16. The excel spreadsheet will look like the below, if you like you can remove columns you don’t want like date of birth etc… (unfortunately all this extra information comes through automatically)
[image: ]

17	IMPORTANT NOTE – every time new or updated grades get entered into the mark book you must click UPDATE for them to flow through to the Summary.
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13ENGL  Level 3 English
NS Last Name
137216849 Abaya
127340917 Aberhart
127643024 Ahio
133755105 Alaon
125452619 Ali
126761781 Alodia
128837692 Anderson
143895272 Anderson
125436835 Angkeeros
122563585 Arendse
142175947 Arianti
126559950 Ataie
128837728 Atkinson
126850018 Atkinson
127464023 Auckram
128927285 Baker
125754447 Ballour
130282248 Bell
128907026 Bennett
126959156 Benson
126971304 Bhalodkar
133333717 Bolam
128070714 Boon
126037638 Boss
134517679 Boyce
126832986 Brahmbhatt
128943334 Brown
125452009 Bullock
126830480 Burgos
125433915 Byun
134560313 Campo
126040530 Cathcart
125856205 Cathro
125972398 Caunter
128873150 Cheng
128838168 Cheng
125751583 Clelland

English
First Name
Alexis
Larissa
sesimani
Esther
sana
Tiffany
Charlotte
eliza
Panitra
Nicole
Michelle
paria
Claire
Hope
Katie
India
Nadia
Olivia
Shoshana
shenade
Tanvi
Adelia
serene
Amy
Dayna
Prachi
Elena
Madison
Charie
Hae-In
pearl
Jade
Shayden
Ella
Rosie
selina
Emma

13 NCEA Lev¢DZA, NSM

Gender Level

Tutor
13 13HH
13 130M
13 13WH
13 13HH
13 130C
13 13HC
13 13A)

13 13WF
13 13AC
13 13Hs.
13 1308
13 13HY.
13 13W)
13 1388
13 130V
13 13WN
13 1308
13 13PH
13 13Hs.
13 13AC
13 1388
13 130C
13 13w
13 13WF
13 130V
13 13HH
13 13HC
13 13A)

13 13PH
13 13WH
13 13AC
13 13AF
13 13WH
13 13AF
13 130M
13 13Hs.
13 130H

Timetable Date of Birth Ethnicity (Ethnicity (Subject  Teacher
16/05/1997 Asian  Other  13ENGL-5-WTC
5/06/1997 European NZ Europe 13ENGL-5- GBT

5/03/1998 Pasifika Tongan  13ENGL-6-MHD
20/12/1997 Asian  South Eas| 13ENGL-6-BWJ
17/12/1997 MELAA  Middle Ea 13ENGL-3-CBL
13/03/1998 Asian  Other  13ENGL-3-CBL
12/07/1997 European NZ Europe 13ENGLS- GBT
11/09/1997 Other  Other  13ENGL-3-CBL

6/05/1997 Asian  Other  13ENGL-5-GBT

2/05/1997 Other  Other  13ENGL-3-CBL

9/07/1997 Asian  South East 13ENGL-5-GBT

1/04/1998 MELAA  Middle Ea 13ENGL-1-NSM
18/12/1997 Maori  Maori  13ENGL-6-BWJ

8/04/1998 European NZ Europe 13ENGL-6- MHD
18/08/1997 European NZ Europe 13ENGL-1-NSM
18/04/1998 Maori  Maori  13ENGL-1-NSM
27/12/1997 European NZ Europe 13ENGL-5- WTC
20/09/1997 European NZ Europe 13ENGL-6- MHD
14/03/1998 Maori  Maori  13ENGL-5-WTC
15/08/1997 European NZ Europe 13ENGL-3: CBL
20/08/1997 Asian Indian  13ENGL-5-WTC
11/08/1997 European NZ Europe 13ENGL-5- DZA

4/06/1998 Asian  Chinese ' 13ENGL-1-NSM
21/10/1997 European Other Euri 13ENGL-5- WTC
20/05/1998 Maori  Maori  13ENGL-3-CBL
22/12/1997 Asian  Indian  13ENGL-5-WTC

6/04/1998 European NZ Europe 13ENGL-5- GBT

2/07/1997 European Other Eur 13ENGL-4-BTN
14/07/1997 Asian  South East 13ENGL-1-NSM
15/06/1997 Asian  Other Asi¢ 13ENGL-5- DZA

5/05/1997 Asian  South East13ENGL-4- BTN
14/07/1997 European NZ Europe 13ENGL-5- DZA
17/02/1998 European Other Eur(13ENGL4- BTN

5/06/1997 European Other Eur 13ENGL-6- MHD

1/08/1998 Asian  Chinese  13ENGL-6-MHD

8/11/1997 Asian  Chinese  13ENGL-5-GBT

5/02/1998 European NZ Europe 13ENGL-5-WTC
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