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Teacher Portal Role Overview 

This document is to provide an introduction into the Teacher Portal role. 

Icons 

Below are the icons seen for each course assigned to you.  You can use these icons to assist you with your day to 
day responsibilities.  A description of each icon can be found below. 

 This icon represents assignments pending review.  Alerts change every 24 hours from green, to yellow to red. 

This icon represents interventions that are pending review. 

This icon represents forum posts that are pending review. 

This icon represents students that are restricted.  A student becomes restricted after they have failed the 
same assignment X number of times in a row, with X being an institution and/or student level setting.  This is only 
applicable if the feature is enabled at the institution and/or student level. 

This icon represents students that have completed all assignments in the course and are most likely ready to 
have their grade approved. 

This icon represents grades that you have approved previously however the advisor would most likely like the 
student to redo assessments in an effort to earn a higher grade.  You may need to refer to the comments provided by 
the advisor for further reasoning why the grade was rejected. 
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"Rolled Up" Course Totals

The Course Totals box searches across all of your gradebooks 
your attention first such as assessments pending review or students that have completed the course.  Additionally
you can see how many course parts you are the assigned teacher for as well as all unique enrollments across those 
course parts. 

Note, an "enrollment" is defined as a student that is actively working within the course, inactive accounts, dropped or 
finalized enrollments do not count towards this total.

Simply click the desired icon and the results will be revealed underneath.  Alerts change every 24 hours from green, 
to yellow to red.  

 

 

Course Details 

 

Each section contains icons on the left of the section code.  
Traditional course preview and access to the course section settings/preferences.
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Assigned Courses/Gradebook 

Most of our courses are broken into Parts which are then linked to a course train.  Each row on the Teacher Portal 
page refers to one course train.  The icons to the right of the course name are the same as seen above, however 
these are calculated across all sections of that course for which you are the assigned teacher.   

Clicking the course name will reveal all assigned sections to you as well which will then reveal the granular section 
level details that may require your attention.  

  

 

Clicking the Items to be Graded icon at the section level on your Teacher Portal page will display the Items to Be 

Graded page as seen below. 

 

• Click a student’s name to view their information. 

• Click an assessment in the Items to Be Graded column to grade it. 

• Click the Gradebook button to view the entire Gradebook for the course (see Gradebook View section 
below). 
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Student Information 

Clicking a student’s name in the Items to Be Graded or Gradebook pages displays their student information. 

Notice the small info bubble icon to the right of the student name. 

 

Click this icon to expand the gray bar and see additional student information: 

 

Click the icon again to shrink the bar. 

Notice also that you can send a message to the student via the message icon. 

The Student Details view contains four tabs: Grades, Family Info, Notes, and Restrictions. Grades and Family Info 
contain new functionality. 

Grades 

The Grades tab contains information about all assessments for the student for the selected course. 
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Click an assessment’s grade percent to view the student’s work. Click the edit icons for the Override, Exempt, 
Passed, and Clear columns to edit the status of these parameters for assessments. 

Notice the approval icon to the right of the Grade field at the top. Click this icon to submit the course for final 
approval. 

Family Info 

The Family Info tab contains contact information for the student, as well as any siblings in the system. 

 

Notice the message icon to the right of the Primary Contact heading. Any contact that is in the system will display this 
icon. Click it to send a message to the contact. 

Gradebook View 

Click the Gradebook button on the Items to Be Graded screen to view the entire course Gradebook. 
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Note the Completed, Rejected, and Items to Be Graded boxes in the upper right. Clicking the numbers in these boxes 
displays student assessments that meet the selected criteria: 

• Completed – all work is either completed or exempted and is ready to submit for final grade 

• Rejected – final grades that have been rejected by advisors 

• Items to Be Graded – any student work in the course that requires your attention for grading 

Of special interest are the new color coding and tabs. The various types of assessments are now color coded and 
can be filtered to view by clicking their colored tabs. 

 


