Set Grade Levels for Existing Students (i Captifssess
in Capti

This guide will show you the various ways you can set the grade level for Capti students.

There are four different ways Capti users can set the grade level of their students. The
first two ways shown are available to all faculty roles (teacher, school admin, district
admin). The last two ways are available for school admin and district admin only.

Method 1

1 Method 1: Click "Students" on your home screen on any Capti faculty account.
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Capti Demonst... v Quick Start

Organize students @
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This guide will show you the various ways you can set the grade level for Capti students.

There are four different ways Capti users can set the grade level of their students. The first two ways shown are available to all faculty roles (teacher, school admin, district admin). The last two ways are available for school admin and district admin only.


2 Method 1: You can either set grade level individually or for an entire group. To set

it individually, click "Student"

Capti Demonst... +  AllStudents ~ Real-Time Activity ~
Groups
Quick Start Not grouped

3 Allcpgl

Students '1 !S= Stt#nt X:'. Group

@ Douglas, S.

Assignments No active assignment
Hasek, D.
il
No active assignment

Reports

3  Method 1: Click "Member Details..."

Quick Start Not grouped

[E Allen, A.

No active assignment

Students

View Assignments...

@ Dougly View Reporis...
Assignments No actiy
Member Details...
| | | Hasek, D.
Reports No active assignment

Maradona, D.

No active assignment
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Beckham, D.
No active assignment

Eichel, J.

No active assignment

Jackson, V.

No active assignment

Beckham, D.

No active assignment

Eichel, J.

No active assignment

Jackson, V.

No active assignment

Messi, L.

No active assignment
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4  Method 1: Click "Ungraded"

Amanda_Allen@captivoice.com

First Name*®

Amanda

Last Name™
Allen

Student 2

Personal Number

This user is allowed to login

5 Method 1: Set the grade level for the student.
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6  Method 1: Click "Save"

Role
Student

Personal Number

This user is allowed to login

7 Method 1: In order to set the grade level for a group, use the dropdown menu to
select which class you want to set or leave it at 'All Students'

All Students ~ Real-Time Activity ~

Groups
Not grouped

Allen, A. Brian, R.

No active assignment No active assignment
Douglas, S. Eichel, J. Gare, D.

No active assignment No active assignment No active assignment
Hasek, D. Jackson, V. Jones, A.

No active assignment No active assignment No active assignment
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8 Method 1: Once you are happy with the group selected, click on the three dots in
the right hand corner.

O
)

@ Live
Refresh

Q, Find student

®

R. Dickenson, E.
assignment No active assignment
s, M. Hamm, M.
assignment No active assignment
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O  Method 1: Click "Set Grade Level..."

Refresh

Q Find student
8 MNew Group Assignment...
Dahlin, R. Dickenson, E.
nt Mo active assignment Mo active assignn =0t
S > '...
B 7 Y '
Gonzales, M. Hamm, M. Split Group Randomly...
nt No active assignment No active assignn  Split Group by ReadBasix Profile...
-
Add Group Before...
N s
Kelly, J King, B Add Group After...
nt No active assignment No active assignn Delete Group...
\ 8
Delste Other Groups...

10 Method 1: Set the grade level for the students by selecting a grade from the list.

Set Grade Level
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11 Method 1: Click "Set"

Set Grade Level

Method 2

1 Method 2: There is one other way a teacher can set grade level for individual
students. In order to do this, Click "Assignments"

¥
Quick Start Not ped
Allen, A. Beckham, D.
Mo active assignment No active assignment
Douglas, S. Eichel, J.
No active assignment No active assignment
I. Hasek, D. Jackson, V.

Reports No active assignment No active assignment
Maradona, D. Messi, L.
No active assignment No active assignment
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2  Method 2: Select an assignment with the student you want to set a grade level for.

5

*

Assignments [

Reports

ETS RendRouiix - Launched - Y. Puzis

Trial (3-6 form)
ETS ReadRoufix - In Preparation - Y. Puzis

Leonardo da Vinci (9/10) - 1st scoring check
ETS ReadAuthentix - Launched - Y, Puzis

Chickens (3) - check scoring
ETS ReadAuthentix - Launched - Y. Puzis

Or {9).- scoring check
ETS ReadAutfentix - Launched - Y. Puzis

Wind Power (7) - scoring check
ETS ReadAuthentix - Launched - Y. Puzis

Jerboa (4) 2nd scoring check (infopanels)
ETS ReadAuthentix - Launched - Y. Puzis

Grade 3-6 Form Check
ETS ReadRouiix - Launched - Y. Puzis

3 Method 2: Select the desired student.

Capti Demonst... -

Summary

Organic Farming (9) - scoring check »

All Student States

Quick Start

k3

Students

&

Assignments

Made with Scribe - https://scribehow.com

Status Results Log
Students
.
Do
Display 30 | perpage. 1total.
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4 Method 2: Click "More actions..."

- Report X
@ Active @ Live

ljéb No due date Refresh

Find students

)
Progress “"
S Share Link
Manual grading progress
Dof0 f

Edit Assignment
Elapsed Time
5 minutes

5 Method 2: Click "Member Details..."

' Report

@ Active @ Live
No due date Refresh

Ramove Student...
Membér Details...  fudents
S
Progress “"
100% Share Link
Manual grading progress
Dof0 f

Edit Assignment
Elapsed Time
5 minutes
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6  Method 2: Click here.

First Name*

Last Name*
Ryan

Grade*

Grade 7 . -

Role
Student ¥

Personal Number

This user is allowed to login

7  Method 2: Set the grade level for the student.

First Name*
Wes

Last Name®
Ryan

Grade 8
Grade 9
Grade 10
Grade 11
Grade 12
Grade 13 n
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8 Method 2: Click "Save"

Role
Student

Personal Number

B This user is allowed to login

The final two methods shown require you to have school admin or district admin
Capti access.
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Method 3

1 Method 3: You can set individual grade level by going to the members list in Capti.

mpt) [*] HoME O3 MANAGE y

Capti Demonst... ~ Organic Farming (9) - scoring check + All Student States ~

Summary Status Results Log
Quick Start
Students
@ .~ Ryan, Wes
Done
Students

Display 30 | per page. 1total

&

Assignmeants

N

2 Method 3: Click "Members"

mpt) [*) HomE 93 MANAGE

Capti Demonst... ~ el All Student States «

Classes
Locations Log

59

Quick Start Organization
Students
@ o {F;;‘an,Wes
ne
Students

Display 30 @ perpage. 1total.

&

Assignments

.
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3 Method 3: Find the student you want to set a grade level for and click the "..." next
to their name.

Students:  92/250 pas
i o Enroll
Faculty: 17/ unlimited

«== Bulk Action
St M e

Grade Last Login Status AdlEns
Ungraded @ Active '°'
- Jul 24, 2024 & Active see

= May 29, 2024 @ Active v
Ungraded @ Active .

4 Method 3: Click "Member Details..."

Students:  92/250 pas
i o Enroll
Faculty: 17/ unlimited

«== Bulk Action
St M e

Grade Last Login Status Actions

Ungraded @ Active c |
Member Deta,ifs...
Classes Envollmen..

- Jul 24,2024 @ Active - B

Location Enrollment...

- May 29, 2024 @ Active «8 Resel Fasswond..
Change Password...
) Send email...
Ungraded @ Active s
Remove from Location...
L s o | L RS -n - r
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5 Method 3: Set the grade level for the student.

First Name*
Harris

Last Name™
Allison

1

6  Method 3: Click "Save"

Role
Student

Personal Mumber

This user is allowed to login
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Method 4

1 Method 4: The final way to set grade level allows you to set classes grade levels in

bulk from the classes tab.

28 [MANAGE ~

School and district account tools

High School ~

AllRoles +  AnyStatus +  Any Grade ~

Q, Search by name, Capti ID, Unique ID, person number

Member

Allison, Harris
Student - Allison@gus.edu

Aquila, Erica
District Admin « erica@team.captivoice.com

Borodin, Yevgen

oo District Admin -

v mmn i im l m PT m m mim mim m  pm i e,

2 Method 4: Click "Classes"

&5 MANAGE +

Members

Classes

Locations

High School

High School

High School

Locations y Status +  Any Grade ~

Organization

-apti ID, Unique ID, person number

Member

- Allison, Harris
Student » Allison@gus.edu

Aquila, Erica

District Admin - erica@team.captivoice.com

Borodin, Yevgen

o District Admin -

v ertnn harmdinSd e cnedhanion meome
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High School

High School

High School
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3 Method 4: Select the class you want to set the grade level for.

o[e [*] HomE S MANAGE ~

High School «

Q Search for classes by class name, code, subject or member

4  Method 4: Click "Bulk Action"

(o

o) D

Grade Actions
Grade 9 ese
Ungraded s
Ungraded ens
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5  Method 4: Click "Set Grade Level..."

7 S AsH ~
Set Grlkds Lej\/rell...

Grade Actions =

Grads 9 wae

Ungraded ees

Ungraded ene

6 Method 4: Set the grade level for all students in this class.
SIUdent = Brimogus.eau
Y S

Brooks, Larsen Set Grade Level ) 4

Student - Brooks@gus.edu

Chase, Taylor

Student - Chase@gus.edu Grade
Chloe, Marks Grade 6
Student + Chloe@gus.edu Grade 7
DW, Robinson Grade 8 .
Stuclent « DW@gus.edu e oD
J
Dawn, Hophner Grade 107
Student » Dawn@gus.edu Sradadd
Forest, Davis Grade 12

Student - Forest@gus.edu
Grade 13

Gene, Nelson
Student - Gene@gus.edu

Gus, Olson
Student - Gus@gus.edu
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7 Method 4: Click "Set"

Set Grade Level
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