Using your Points Card Grade Book
· Getting Started

This grade book was designed with busy schedules in mind.  We wanted to provide Targeted Team members an easy-to-use tool that would calculate daily and weekly percentages of points earned for individual students, chart graphs of daily and weekly individual performance, and provide feedback on weekly group performance, all with only a few keystrokes from the user.  In its current form, this grade book will track, calculate, and graph a month of data for up to 15 students, and you only have to enter each student’s data once.
First, orient yourself to the features of the spreadsheet.  The spreadsheet is composed of several worksheets that appear as small tabs at the bottom of the window.  The tabs are named “Students”, “Daily Calc”, “Daily Perf”, “Weekly Perf”, “Group Trend” and “Weekly Comparisons”.  Descriptions of these tabs are located at the end of this user guide, under the “Reviewing Calculations and Graphs” heading.  All data entry will be done in the green-shaded cells in the “Students” tab.  Entering data in other cells in this tab and other tabs may interfere with the calculations and graphing abilities of the grade book.
· Entering Your Students’ Data

Each student’s daily points will be entered in the row labeled with their name.  Currently there is a number where each student’s name can be entered.  The spreadsheet is designed to collect a month of data for your students.  We suggest creating a new file for each month to keep an archive of your students’ progress.
Click the “Students” tab to open a worksheet with green-shaded columns.  This is the only area of the spreadsheet that you will have to enter any data.
· Before you being data entry, we suggest that you save a “template” copy of this grade book in case you run into problems during data entry.  

· Click on the red-shaded cell, A1, at the top left of the worksheet.

· Enter the Total points possible according to your points card system.
· In the numbered cells under the “Student” heading (beginning with cell A3), type the name of your students who will be participating in the points card behavior intervention.
· For each student, enter their daily points earned according to their points card for each day of intervention (Day 1, Day 2, etc.).
· Enter data in the green cells only!  The percentages of points that students earned out of the total possible points for that week will update automatically under the “Week Average” headings.

· Should you want to “clean” a student’s data, highlight only the green cells and press “Delete.”  Highlighting and clearing a whole row will erase calculations. 

· Reviewing Calculations and Graphs

After you enter your students’ daily points, the grade book automatically calculates daily and weekly percentages of points earned and graphs these percentages.  The graphs are formatted and spread out on the worksheet to allow for easy and convenient printing.  The charts are spaced specifically so that, when printing, charts won’t be awkwardly chopped in half.

The following is a brief description of the information provided under each tab of the grade book.

· “Students” – this worksheet is where you enter student data (i.e., the number of points that each student earns each day).  It also provides weekly averages of the points each student earned out of the total possible points he or she could have earned for that week
· “Daily Calc” – daily percentages of the number of points that each student earns out of the total number of points he or she could have earned for that day are calculated and displayed for each student.

· “Daily Perf” – this worksheet contains automatically-updating graphs that track daily performance for up to 15 students.  Your students’ names will appear in the title of the graphs.  The graphs are spaced so that two graphs will fit per page when printing.  We suggest deleting empty graphs to save paper.  Absences are not counted as 0’s in your students’ performance.  In the case of absences, the graphs will simply connect the previous data point with the next available data point.  The red horizontal lines can be used as goal lines.  Simply click a line and drag it to the desired graph.  The lines can be copied and pasted by clicking on a line, pressing the keys Ctrl + C (to copy), then Ctrl + V (to paste).  You can also delete these lines by simply pressing the key “Delete” after clicking on the line.  You may want to delete all extra lines to prevent them from printing as well.
· “Weekly Perf” – these graphs track and display students’ weekly performance.  Again, graphs are formatted to print two per page.  Goal lines are also included to help provide a visual representation of students’ progress toward their goals.

· “Group Trend” – the graph and table on this sheet calculate and display the average weekly trend for all students included in the intervention. 

· “Weekly Comparisons” – these graphs, all four of which will print on one page, are helpful when discussing results at your targeted team meetings.  Graphs display the average percentage of points earned for all students each week.  These graphs can be used to identify students who are earning lower numbers of points compared to their peers in the intervention and may need additional supports.

· Troubleshooting

Should you encounter any problems with grade book functionality or need clarifications on the user guide, please contact Kristin Valle at kvalle@udel.edu or by phone at (302) 831-1705.
