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WVEIS Routines for GradeQuick

From the Add-on Student Programs
Grading Add-on Items

• ROSTER DOWNLOADS
• GRADE POSTING
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Print GradeQuick Class ID List

Print Master List for Office File
Print List for Teachers (one or all)

Hancock County Schools no longer uses this report.  GQ7 eliminates the need

With the advent of the new process for downloading 
GradeQuick Rosters, this item is not needed for GradeQuick 
v.7 and later unless you want to maintain a copy in the office.
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Roster Downloads – The Key to Success

To make GradeQuick work in your schools, establish the following rules:

1. The Secretary MUST Download the rosters daily.
• This ensures that new students will appear in the gradebooks of the 

teachers and changed demographic data is updated daily.
2. The Teachers NEVER edit student information or add or remove students 

manually.
• This operation will result in incorrect data transfers.

3. Reports must be filed and problems must be reported immediately.
• If the reports are not filed or the problem is not reported in due time, 

problems are very difficult if not impossible to trace.
4. STRONG RECOMMENDATION – DECIDE TO COLLECT GRADES AT LEAST 

WEEKLY.
• This will accomplish several things:

• Daily averages are  available for principals and counselors
• Problems will surface long before report cards need to be printed, 

thus avoiding a crisis situation.
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Roster Downloads – The Key to Success

Choose:

1. Master Schedule Teachers

2. Mailing Addresses

I prefer the “_” character to replace missing characters in the 
Course Codes.  The “$” character sometimes is perceived 
as an “S” or “8” by the teacher.
This is not a big problem in Version 7.0 and newer because 
this number no longer needs to be keyed in by the teacher.
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Roster Downloads – The Key to Success

You may choose a specific term to download or opt to have 
the software choose based on the change dates of your 
grading periods.  

In Hancock County Schools, I create a special download to be 
done a week or so before each new grading period to allow the 
teachers to get the gradebooks in place prior to the beginning 
of those terms if they choose.

The gradebooks are unique to the terms, so they will not be 
merged.
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Roster Downloads – The Key to Success

You can elect to download more or less demographic and 
school information for each student.  I have left the default 
settings which are listed here.
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Roster Downloads – The Key to Success

This screen allows the use of automatic downloads of the 
rosters.  To prevent possible unnoticed corrupt file downloads, 
I have chosen to do only manual downloads (select option 4)
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Roster Downloads – The Key to Success

If scheduled operations are being used, they can be 
configured here.  

Hancock County Schools does not use this option.
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Roster Downloads – The Key to Success

WVEIS will display this screen when the files have been 
prepared for downloading.  

The Library name / File name (member name) format will be 
the same.  

These can be pre-saved in the DATA TRANSFER so that the 
secretary can run it from a short cut.  

(SAVES MANY PROBLEMS!!)
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Roster Downloads – The Key to Success

Complete the DATA TRANSFER.

When the download is complete, the secretary runs the 
SEND ROSTERS module in GradeQuick.  I have this 
module configured to save the roster files to the shared 
network drive.
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GRADE POSTING PROCESS

I have created Grade Posting Processes for each of our 
schools. 

I edit these at the beginning of each new term to be sure that 
the secretaries do not send grades to the wrong term.  

(This happened when I had separate posting processes for 
each term accessible all the time.  This process is very difficult 
to undo should a mistake occur)
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GRADE POSTING PROCESS - Configure

Configure the Term on this page.

Be sure to allow new grades to overwrite the old.
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GRADE POSTING PROCESS – Grade?

This screen allows the choice of the GRADE or GRADES to be 
posted.

In Hancock County, we post only the column called FINAL 
GRADE.
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GRADE POSTING PROCESS – Comment?

This screen allows the choice of comments to be posted.  
The comments are entered in the STUDENT INFORMATION 
portion of GradeQuick and should refer to the numeric code for 
the written comment.
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GRADE POSTING PROCESS – Absences?

In Hancock County Schools, GradeQuick is not used for 
reporting Absences.  

If you choose to do so, you would choose the appropriate 
fields here.
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GRADE POSTING PROCESS - Options

On this page, the choice is to run the process manually. 

This allows maximum user intervention.



WVEIS Data Conference 2003

Lou Casini - lcasini@access.k12.wv.us 18

GRADEQUICK SITEMANAGER

In SITEMANAGER, the User Folders are determined and 
assigned.  

In Hancock County, these folders are mapped to the 
appropriate teacher in their login script.  

A teacher has access to the GQWIN folder and their own 
personal folder only.  They cannot access another teacher’s 
folder.
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GRADEQUICK SENDROSTERS

The Secretary runs this module after completing the Data 
Transfer to download the rosters from wVEIS.  

This program takes the downloaded file (ROSTERS.TXT) and 
splits it into the appropriate files and correct folders for the
teachers.

A shortcut has been placed on the start menu of each 
secretary for this program, as well as the COLLECT GRADES 
module and also for the pre-configured DATA TRANSFERS 
for both SENDROSTERS and COLLECTGRADES.
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COLLECT GRADES MODULE

When Collecting Grades, be careful to note that the default date
determines an ON OR AFTER parameter.  I ask the secretaries to set 
this date to the beginning of the term.  They are asked to collect grades 
once weekly at a day and time which has been determined by the 
principal and staff.  This day and time should remain consistent so that 
a teacher knows to get grades sent by that deadline.  IF no grades are 
not sent, since you are collecting from the beginning of the term, the 
earlier grade is collected again.  Teachers are instructed to “SAVE AND 
SEND”.  Every time they make an entry in a gradebook, they SAVE the 
gradebook and then SEND it to the collection folder.  This process takes 
only seconds.  They are also instructed to BACKUP their gradebooks to 
their own folder (for use should their original gradebook become
corrupted) and also to backup to floppy disk.  The server is backed up 
with our backup regimen every day with Monday being overwritten by 
Wednesday, Tuesday overwritten by Thursday, and Friday being 
overwritten by the next Friday.  We also backup the GQWIN folder to 
CDR once a week.

BE PARANOID ABOUT BACKUPS!!
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GradeQuick Recommendations
• Principals should insist on 

compliance with the policy 
you define.

• Backups are ESSENTIAL
• Use the Progress Reports 

in GradeQuick
• Although initial acceptance 

was difficult, 98% of our 
teachers regard the product 
as a HUGE step forward.


