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TxEIS District Set Up

for txGradebook
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Options tab

Grade Reporting > Maintenance > Gradebook Options > District > 
Options tab

• The District Options tab allows you to set district-wide options for
txGradebook.

The district-level txGradebook 
Message will display on the 
Announcement page of the 
txGradebook.
The txGradebook Use flag should 
not be set to open until campus 
categories are  setup and 
finalized.
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Hint Questions tab
Grade Reporting > Maintenance > Gradebook Options > District > 
Hint Questions tab

You must create at least three 
different Hint Questions for 
teachers and administrators to 
choose from and provide 
answers to when creating their 
txGradebook account.  
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Steps in creating a txGradebook 
District Administrator User
• The administrative user must have a record in a campus table.

o Registration application Principal/Counselor table

OR 

o Grade Reporting application campus Instructor table.

• The txGradebook District Administrator user information is verified
against the data in one of these campus tables.
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Confirm User exists on the 
Principal/Counselor tab OR
Registration > Maintenance > Campus Profile > Campus Information 
Maintenance > Principal/Counselor tab

Click the Add button to add 
the administrator to the 
campus table, if needed.
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Confirm User exists on the Instructor tab
Grade Reporting > Maintenance > Master Schedule > Campus Schedule > 
Instructor tab

Click the Add button to add 
the administrator to the 
campus table, if needed.
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District Administrative Users tab

Grade Reporting > Maintenance > Gradebook Options > District > 
Administrative Users tab

• Once you have confirmed the administrator has a record on the
campus Principal/Counselor or Instructor table, you can now create a
txGradebook District Administrator user.

Click the Add button to add the 
administrator information to the 
District Administrative Users tab.
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District Administrative Users tab
Grade Reporting > Maintenance > Gradebook Options > District > 
Administrative Users tab

• Create a unique User ID that is 6-8 alphanumeric characters
o User ID is not case-sensitive

• Type in Staff ID or select the ellipsis button to select from a list.
• Select Type of User.

o Inquiry – may access the gradebook for any teacher in the district but
cannot make changes, or

o Maintenance – full maintenance capabilities for any teacher at any
campus.  These users may post attendance, enter grades, etc.

• Select whether user will have access to ‘Run Group Report’; which
gives administrator the ability to run the UIL by Special Programs or
Generic Programs.
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District Administrative Users tab
Grade Reporting > Maintenance > Gradebook Options > District > 
Administrative Users tab

Click Save.  You will receive 
a confirmation message.
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District Administrative Users tab
• For each Administrative User, the following fields display on the

Administrative Users tab:

o Date Grades Updated – displays the date on which the user last updated
grades in txGradebook

o Status

 Active: user has registered on the txGradebook Login page

 Inactive: to prevent a user from logging onto txGradebook

 Reset: to reset a user’s account allowing him/her to register using the
New User option on the txGradebook Login page

 Note:  You cannot delete an administrator user; however, you can make the
user inactive.

o Type of User – displays whether user has Maintenance or Inquiry-only
access

o Password Expires – displays the date user’s password will expire

o Password Last Changed – displays the date user last updated password

o Run Group Report – displays whether or not user can run group report
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Stds-Based tabs
Grade Reporting > Maintenance > Gradebook Options > District 

• There are three Standards Based Grading tabs:
o Stds-Based Conv Tbl
o Stds-Based Grd Standards
o Stds-Based Crs Setup

• Standards based grading is available in TxEIS.
• Since this method of grade reporting is uncommon, handouts are

available if needed.
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Reading Levels tab
Grade Reporting > Maintenance > Gradebook Options > District > 
Reading Levels tab

The Reading Levels tab allows you to create a list of district-defined 
reading levels. 

Instructors can select a reading level on the Cycle Grades page in 
txGradebook in order to set custom reading levels for students in 
elementary English language arts courses (i.e., courses that have an 
ELLA service ID type).  

If Reading Levels are created, the Reading Level column is 
maintained and displayed on the Cycle Grade page in txGradebook. 

Note:  The Reading Level does not print on the student’s IPR or 
Report Card.  
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TxEIS Campus Set Up

for txGradebook
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Options tab
Grade Reporting > Maintenance > Gradebook Options > Campus > 
Options tab

This page allows you to setup 
how teachers will utilize or 
view data in txGradebook. The 
Open for Grade Posting 
should be set to Open only 
when grades are ready to  be 
posted. 

It also allows you to add a 
campus message that will be 
viewed by the teachers on the 
home page when they log into 
txGradebook.
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Teacher Profiles tab
Grade Reporting > Maintenance > Gradebook Options > Campus > 
Teacher Profile tab

This page allows you 
to change the 
teachers status code, 
when needed. 

You can allow the 
teacher to access UIL 
reports and set 
campus wide or 
course wide student 
groups, if applicable.
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If a teacher is locked out
of their txGradebook
Account - set the
teacher Status to Reset. 
Then the teacher goes to 
the forget password option 
in txGradebook.



Categories tab
Grade Reporting > Maintenance > Gradebook Options > Campus > 
Categories tab

This page allows you to setup 
categories by campus.  

You are able to set the category 
to a default weight, lock the 
weight so it cannot be altered, 
and setup the weight type. This 
must be done before teachers 
begin to add categories to their 
courses.

22



Steps in creating a txGradebook 
Campus Administrator User
• The campus administrative user must have a record in a campus table.

o Registration application Principal/Counselor table

OR

o Grade Reporting application campus Instructor table.

• The txGradebook Campus Administrator user information is verified
against the data in one of these campus tables.
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Confirm User exists on the 
Principal/Counselor tab OR
Registration > Maintenance > Campus Profile > Campus Information 
Maintenance > Principal/Counselor tab

Click the Add button to add 
the administrator to the 
campus table, if needed.
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Confirm User exists on the Instructor tab
Grade Reporting > Maintenance > Master Schedule > Campus Schedule > 
Instructor tab

Click the Add button to add 
the administrator to the 
campus table, if needed.
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Campus Administrative Users tab

Grade Reporting > Maintenance > Gradebook Options > Campus > 
Administrative Users tab

• Once you have confirmed the campus administrator has a record on
the campus Principal/Counselor or Instructor table, you can now
create a txGradebook Campus Administrator user.
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Campus Administrative Users tab
Grade Reporting > Maintenance > Gradebook Options > Campus > 
Administrative Users tab

Click Save.  You will receive 
a confirmation message. 
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TxEIS Attendance 
txGradebook Options
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Attendance Campus Options

30

Attendance > Maintenance > Grade Book Options > Campus Options > 
Campus tab

This page allows you to setup the default 
absence code and tardy code that will post in 
TxEIS when a teacher marks a student Absent 
or Tardy in txGradebook.  

If your campus uses A/B scheduling where A 
day equals a specific ADA period and B day 
equals a different ADA period,  you will select 
the period that txGradebook will use to post 
ADA attendance for A days and B days.



Unposted Absences
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Attendance > Maintenance > Grade Book Options > Unposted Absences 
tab

After teachers post attendance, 
you can run this report to 
identify which teachers have 
not posted.  
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txGradebook 
Administrative Access
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Administrative Access
• There are various levels of administrative access for txGradebook. 

• The districts control access to txGradebook through district and 
campus menus.  

• Administrators can be given full maintenance access or inquiry-only 
access, and they can be given access to one campus or all campuses.

• Campus-level administrators can also be assigned Discipline-only 
access.
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Admin Options:
Administrator Options

35

Admin > Admin Options

• Administrative users are allowed to select the teacher for whom they 
want to log on with administrative privileges.  

• After selecting a teacher from this page, users can access txGradebook 
as if they were that teacher with the following differences:
o The Admin menu appears in the main menu. Select Admin to return to 

this page to select another teacher.
o In the Settings menu, the Update Admin Profile menu item appears 

instead of Update Profile.



Admin Options:
Synchronizing Data

36

• If you made changes to txGradebook settings in the TxEIS Student
system, the data must be synchronized to ensure that changes to the
settings in the campus header are immediately transferred to
txGradebook.
o To synchronize the data, click Synchronize Data.

 The data can be synchronized as often as necessary.

o If the data was successfully synchronized, the page reloads with a message
indicating that the data was successfully synchronized.



Admin Options:
Marking Courses Ready to Post

37

• Click the Administrative Options link.
o The section expands and the Mark Ready to Post button is displayed.

• The Mark Ready to Post button allows you to mark all courses at the 
campus as ready to post; including any courses for which the instructor 
has not clicked Mark grades as Ready to Post on the Cycle Grades page.  

• The button is only displayed for current cycles that are open for 
posting.



Admin Options:
Click the Mark Ready to Post button
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• A message is displayed prompting you to confirm that you want to 
mark all remaining courses as ready to post.

• Click the OK button to continue.



Admin Options:
After Mark Ready to Post is Completed
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• Click the View Courses Marked Ready to Post button to view a report 
of all courses that have been marked as ready to post for the cycle. 

• Click the Students with no Exam Grade button to view a report of all 
students who have a blank exam grade for the current cycle.
o Reports open in a new tab/window, and may be printed from there.
o These Report options will only display after all courses are marked as ready 

to post. 



Admin Options:
Mark Ready to Post Reports

View Courses 
Marked Ready to Post

View Students 
with no Exam Grade
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Admin Discipline Referrals: 
View Current Student Referrals

41

Admin > Admin Discipline Referrals

• This page allows you to retrieve a student and view the discipline
records entered for the student by a teacher in txGradebook.

• Two search methods for finding the student are:
o by campus and student ID, or
o by campus and student name

• Note:  You cannot use both search options at the same time.



Admin Discipline Referrals: 
Search Results

42

• Click the Search button and a list of students who match the criteria 
you entered for your searching method.

• Students are retrieved whether or not they have discipline records.
• Click the      button to select the student record and then click the View 

Details button to view the discipline records for the selected student.



Admin Discipline Referrals: 
View Details

43

• The Admin Discipline Referrals page will now display the selected
student’s discipline data.

• To view data for another student, click the Change Student button.
• To print the data displayed on the page, click the Print button.



Admin Long-Term Substitutes

44

Admin > Long-Term Substitutes

• This page allows you to maintain a list of long-term substitute teachers 
who are granted access to use txGradebook on behalf of a teacher who 
is out for an extended period of time.  

• See the Long Term Substitutes document for full details.



Admin Student Grades – Find Student

45

Admin > Admin Student Grades

• This page is displayed allowing you to search for and select the student 
for whom you want to view grades.

• Enter your student search data.  You can search either by student ID or 
name; you cannot use both options at the same time.

• Click the Search button.



Admin Student Grades – Find Student

46

• A list of students who match the criteria entered is displayed in the 
Search Results table.

• Click the button to select the student record you want to view, and 
then click the View Student button.



Admin Student Grades – Find Student:
Viewing the Student’s Grades

47

• This page allows administrative users to view cycle, semester, and final 
averages; exam grades and credits awarded for all of the selected  
student’s courses, except courses that are excluded from grading.

• To view data for another student, click the Change Student button.
• To print the data displayed on the page, click the Print button.



Exchange Teacher Settings
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Admin>Exchange Teacher Settings

• This page allows a txGradebook administrator to move the setting for
one teacher to another teacher, such as moving a student group from
one teacher to another.



Update Admin Profile

49

Settings > Update Admin Profile

• This page allows users to view and update administrative registration
information, including password, PIN, and hint questions.

• For added protection of this information, users must provide their
current password to update data on this page, even though they have
already logged on to the system.



Student Group Manager

50

Settings > Student Group Manager 

• This page allows you to create and maintain groups of students for
reporting purposes.
o The student groups can be campus-wide and are not limited to a particular

course section.
o Special group reports are available to provide data for the student groups.
o Teachers can be given access in the Student system to create student

groups as follows:
 No access (you cannot create student groups). If you do not have access, the

Student Group Manager page is not listed in the menu.
 Course-wide access (you can create student groups that include only students

enrolled in your courses).
 Campus-wide access (you can create student groups that include any students

at the campus). If you do not have this access, an administrative user
(impersonating the teacher) can create groups for you. Groups can only be
created for teachers who have a txGradebook account.

 Users can run group reports for their own groups, regardless of who created
the group.

 Inquiry-only users cannot delete a group.



Student Group Manager
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• To add a new group, type the group name in the text box under the
Group Manager list, and then click the Add Group button.

• Once a group has been created, you will see under Group Reports, any
available Student Group Reports you can run.



Student Group Manager: Group Reports
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• Special group reports are available to provide data for the student 
groups.  Click one of the reports to run the report for a student group. 
o Group Admin Student Grades – shows student grades
o Attendance Summary – shows a summary of student attendance
o Group UIL – generates a UIL report using the Student Groups



Student Group Manager

53

• The Group Manager section allows you to delete or view the students 
in the group and/or add or delete students in the group.
o The group is listed in the Group Manager list with a student count of 0.
o To add or delete students in the group, click     and the Manage My ‘Group 

Name’ Group page will display.
o To delete a group entirely, click       and a message will display asking you to 

confirm that you want to delete the group. Click the OK button to 
continue.

o To copy a teacher’s student groups to another teacher, click the Copy 
groups to another teacher … link.



Student Group Manager:
Add/Delete Students

54

• After selecting the desired Group, the Manage My ‘Group Name’
Group page will display allowing you to Add         or Delete
students from the group.

• A group can have up to 1000 students.
• Once students have been selected, click the Save button.



Student Group Manager:  
Copy Groups to Another Teacher…

55

• The Copy groups to another teacher link is only displayed for
administrative users.

• To copy the teacher’s groups (and the students in the group) to
another teacher, click the Copy groups to another teacher… link.



Student Group Manager:
Copy Student Groups

56

• Use the dropdown to select the Copy From Teacher and the Copy To
Teacher.

• Select the group(s) you want to copy from and click the Copy button.
• Note:  You can only copy groups that do not already exist for the other

teacher.



Student Group Manager:
Copy Student Groups

57

• The selected groups are listed under Copy To Teacher and are now 
included in the other teacher's list of groups.

• Warning:  You can only delete a group that has been copied to another teacher 
immediately after it has been copied (i.e., if it was copied by mistake). 

• Once you select another teacher under Copy To Teacher or leave the page, 
the delete       button is no longer displayed under Delete, and you cannot 
delete the group from the other teacher.
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txGradebook

Other Features
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Other txGradebook Features
• Standards-Based Grading and Skill Reference Grading is available for

campuses that use Standard-based grading using the Power Law
Computation.

o The power law computation is based on the idea that a student’s later
scores should have more weight than his earliest scores, because later
scores are more reflective of the student’s accumulated knowledge.

• Elementary Skill Based Grading is available for campuses to produce an
elementary skill-based IPR’s and report cards.

o Skill based grading is designed to allow the campus to set up a course for a
specific grade level using  District or Campus defined skill sets and skills.
Pre-defined skills are available for numbers, letters, and Spanish letters.

• Rubric Grading is available for campuses that allows teachers to use
Rubric charts for grading assignments.

• Teachers have the ability to create discipline referrals in txGradebook if
granted by the campus. A teacher can create and submit referrals to an
administrator for review and further action.
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txGradebook

Admin Reports

61



Administrator Reports
Reports > Admin Reports

• Assignment Grades Last Updated

• Missing Averages

• Teacher’s Weighting Type

• Semester Grade Range Report

• Final Grade Range Report

• User Log Report

Reports

62

• Percent Failing

• Special Programs

• Students Grades Report and UIL Eligibility 



Assignment Grades Last Updated Report

63

Reports > Admin Reports > Assignment Grades Last Updated

• This page allows you to produce a report showing the last date and
time teachers saved assignment grades in txGradebook.
o Click the Generate button.  (The report may take several minutes to run.)

 The report is sorted by teacher, course, and then section.
 The Last Updated column on the report is shaded red for teachers who have

not updated assignment grades during the time frame specified.
 In order for the red shading to appear on the printed report, you must set your

printer settings to enable background printing.



Assignment Grades Last Updated Report
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• The report opens in a new window.
• You can select the      button to print to paper.  
• Select the button to exit this page.



Missing Averages Report

65

Reports > Admin Reports > Missing Averages Report

• This page allows you to produce a report by campus of teachers who 
have students with no working cycle averages.
o Students in non-graded courses are not included.
o Courses for which the max seats is zero are not included.
o The data is sorted by teacher and includes the total number of students 

who do not have averages and the teacher's course sections.



Missing Averages Report
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• The report opens in a new window.
• You can select the      button to print to paper.  
• Select the  button to exit this page.



Teacher’s Weighting Type
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Reports > Admin Reports > Teacher’s Weighting Type

• This page allows you to produce a report of teachers who are using a
weighting type that is not allowed by the campus.
o The report includes the teacher number, teacher name, the disallowed

weighting type, and the course sections using the disallowed weighting
type.

o The campus weighting types allowed are set in the in TxEIS in Grade
Reporting> Maintenance > Gradebook Options > Campus > Options tab.



Teacher’s Weighting Type

68

• The report opens in a new window.
• You will only see data on this report if you forget to lock down the

campus weighting types in TxEIS prior to teachers selecting the
weighting type in txGradebook.

• You can select the        button to print to paper.  
• Select the  button to exit this page.



Semester Grade Range Report

69

Reports > Admin Reports > Semester Grade Range Report

• This page allows you to produce a report showing working semester
grades that fall within a specified range according to options entered
on the page or for all grades.

• For cycle grades, the following applies:
o If a posted grade exists, the posted grade is used.
o If no posted grade exists, the override grade is used.
o If no override grade exists, the working cycle average is used.
o If no working cycle average exists, the auto grade is used.
o If no grades exist, a blank is displayed.

• You can run this report for the selected teacher or for the entire
campus.



Semester Grade Range Report
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Reports > Admin Reports > Semester Grade Range Report

• The fields under Admin Options allow administrators to select Across
Campus if you want to view grades for all courses across the campus.
Otherwise, grades are only displayed for the selected course section or
for the impersonated teacher’s courses.



Semester Grade Range Report
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• The report opens in a new window.
• You can select the      button to print to paper.  
• Select the  button to exit this page.



Final Grade Range Report
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• This page allows you to produce a report showing working final grades
that fall within a specified range according to options entered on the
page or for all grades.

• You can run this report for the selected teacher or for the entire
campus.

Reports > Admin Reports > Final Grade Range Report



Final Grade Range Report
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• The report opens in a new window.
• You can select the      button to print to paper.  
• Select the  button to exit this page.



User Log Report

74

Reports > Admin Reports > User Log Report

• This page provides a report of all txGradebook user actions according
to your specified criteria.
o You can run the report by user, by page, or both.



User Log Report
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• The report opens in a new window.
• You can select the      button to print to paper.  
• Select the  button to exit this page.
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txGradebook

Other Useful Reports

77



Percent Failing Report

78

Reports > Percent Failing

• This page allows you to produce a report of the percentage of a
teacher’s students who have a failing working cycle average.
o The report provides the percentage of failing students for each class, as

well as, a total for all of the teacher’s classes.

• The data can be displayed in a pie chart as well as a grid format.
• Non-graded courses are not included in the report.



Percent Failing Report
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• The report opens in a new window.
• You can select the      button to print to paper.  
• Select the  button to exit this page.



Special Programs Report

80

Reports > Special Programs

• The report provides a listing of the special populations for each student
in the class and is only available to txGradebook district or campus
level administrative users or teachers who have access to run the
special programs report.

• Only the special programs selected on the TxEIS Campus Grade Book
Options tab in Grade Reporting page are included in the report.
o If generic programs is selected, the Generic column appears in the report

and displays generic program information.



Special Programs Report
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• The report opens in a new window.
• You can select the      button to print to paper.  
• Select the  button to exit this page.



Student Grades Report and UIL Eligibility

82

Reports > Student Grades Report and UIL Eligibility

• The Student Grades Report and UIL Eligibility Report provides a list of 
students' working cycle averages for all of their courses, which allows 
you to determine UIL eligibility and locate students who may be at risk 
of losing eligibility.
o Students are sorted by last name.
o If a posted grade exists for the semester and cycle, the posted grade is 

displayed.
o If an override grade exists, the override grade is displayed.

• The report is only available to txGradebook district or campus level 
administrative users or teachers who have access to run the special 
programs report.
o However, the report can be run for a student group by any user who has 

existing groups. If you are running the group report, the Student Groups 
field is displayed instead of the Course Section field.

• Note: Teachers with access to run UIL reports can only run reports for 
their classes. Teachers cannot run the report by special programs. 



Student Grades Report and UIL Eligibility
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• The report opens in a new window.
• You can select the   button to print to paper.  
• Select the    button to exit this page.
• Select the  button to export to Microsoft Excel.



84

- - - This page has been intentionally left blank - - -



txGradebook

TxEIS Reports
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SGR1155 - Current Cycle Averages From 
Grade Book

This report allows you to run working cycle 
averages, blank grades, incomplete grades 
and/or failing grades from txGradebook.
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SGR1160 - Interim Progress Report from 
Grade Book

87

• The report lists courses and working cycle averages from txGradebook
for all students, only students with posted grades, or students with
blank or failing grades.



 For Assistance Please Contact 
Your Student Consultant
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