
 
 
 
 
 

Progress Maps Assessment Helper 
(Semester Reporting) 

 
 
 
 

 
 

 
 
 
Objectives: 

- Create Semester based Progress Map Assessments/Tasks 
- Create a Final Progress Map Assessment and amalgamate the assessment data to 

produce a Final Assessment level 
- Produce a Semester Report for a Student. 

 
 
 
 
Steps 

1. Main Layout of Marksbook 
2. Assessment Screen 
3. Task Creation and Assessment 
4. Task Reports 
5. Final Assessment Creation 
6. Final Assessment – Normal and Grid Entry 
7. Final Reports 
8. Form Class Reports - Semester Report 

 



1. This is the main screen below.  By clicking on the “ASSESS” button, you will be presented with 
the Assessment screen as in the example below. 
 

 
 
2. The assessment screen is split into quarters.  The left side will contain assessments and tasks, 
the top half for Semester One, and the bottom half for Semester Two.  Similarly, the right is split in the 
same way, but will contain Semester One and Semester Two FINAL assessments. 
 

 
 

Access your 
assessments here. 

Assessment List 
(Semester 1) 

Assessment List 
(Semester 2) 

Final Assessments 
(Semester 1) 

Final Assessments 
(Semester 2) 



3. Creating a new task for Semester 1 
 

3.1 Select ‘Create’ from the Progress Maps toolbar, or right-click and select ‘Create New’. A 
wizard will appear, this will guide you through the creation of the task.  Click next to go to the 
next step.  

 

  
 

3.2 Ensure that the ‘Progress Maps (PMap)’ bullet is selected and Press ‘Next’. 
 

 
 

- From the ‘Learning Area’ drop down menu select English 
- Give the task a name (eg Book Report)  
- Select the ‘Levels’ (eg Start: 3, End: 6, Expected: 5) 
- Type a brief description about the task.  This description can be anything you wish to 

record about the assessment, including it’s type, assessment method, resources etc. 
- ‘Calendar Year’ is automatically selected 
- Use the ‘Semester’ down menu to select semester 1 
- Press ‘Next’ to Continue. 

 



3.3 Use the checkboxes to select which learning outcomes to include in this task (eg 
reading and writing) 

 

 
 
3.4 Press ‘Next’, but disregard rubric screen, this will be explained in another tutorial. Press 

‘Next’ again to continue. You should be left with a screen similar to the one shown 
below.  

 

 
 

Selecting ‘Finish’ will create the assessment. 
 

- The above steps can be repeated to create more assessment tasks. 
- To create a new Task for semester 2, repeat the above steps as described for ‘Creating a new 

Task for semester 1’, but use the ‘Semester’ drop down menu to select semester 2. 



 
3.5 To assess a student, click the Assess button, or double click the assessment that was just 

created. The screen below will show the Outcomes and Aspects for the selected 
assessment task. 

 
Click in the grid to level the student as required.  Each click will cycle through the different 
symbols available for each level. 

 

 
 
3.6 A right mouse click will show the level information for the Outcome/Aspect.  (See below). 

 

 
 



3.7 A “Quick Enty screen is available, by clicking on the Quick Entry button on the tool bar.  
The screen presented (below) lists all the students with the selected outcomes/aspects, 
and is used in the same way as the assessment grid. 

 

 �    



4. Task Reports. 
 
The following are a small sample of the reports available to print out for Progress Map Assessments. 
 

  
 



5. Creating a Final Progress Map 
 

5.1 Select ‘Create’ from the Progress Maps toolbar, or right-click and select ‘Create New’ 
5.2 A wizard will appear to guide you through the creation of the Final Progress Map 
5.3 Ensure that the ‘FINAL Progress Maps (Final PMap)’ bullet is selected and Press ‘Next’ 

to continue. 
 

  
 

5.4 Similar to the creation of the semester tasks, the following information is to be entered 
here. 

 
- Use the Learning Area drop down menu to select English 
- Give the assessment item a name (eg Final Exam) 
- Assign levels (eg Start: 3, End:6, Expected:5) 
- Give a brief description of the task (eg Final exam will be a combination of semesters 

work)  
- The Calendar year will be automatically selected 
- Use the drop down menu to select semester 1 
- By default, Final Progress Maps are reportable. If you do not want this task to be 

included as a reportable item, uncheck the ‘Reportable’ box 
- Select ‘Next’ to continue. 
- Outcomes cannot be selected, all outcomes are automatically assessed.  
- Select ‘Next’ to continue. 

 
5.5 Disregard Rubrics screen. Select ‘Next’ to Continue. 
 
5.5 A screen similar to those seen when creating semester tasks will appear. Selecting 

‘Finish’ will create the Final assessment. 
 

 
- The above steps can be repeated to create a final assessment for semester two 
- To create a new Task for semester 2, repeat the above steps as described for ‘Creating a new 

Task for semester 1’, but use the ‘Semester’ drop down menu to select semester 2. 



6 There are two options to Mark a final assessment for a student. 
 

6.1 The Outcome Assessment Screen is the default screen normally selected, but an 
alternate Grid Entry is available (see below).   

 
6.2 The Outcome assessment screen works in the same way as the Semester Tasks 

Screen, but shows a total of the number of times a particular level was achieved for an 
aspect.  This will help you in deciding which overall level the student has achieved for 
the Outcome. 

 
 

 
Outcome Entry Screen 

 
Click on the calculator button to recalculate the Final Level. 
 



6.3 The Grid Entry Screen lists the tasks as created in the above steps.  If the previous 
Tasks have been assessed by Aspects, the “AVERAGE” level for the outcome is 
computed automatically and passed to this screen.  NOTE: Only the selected outcomes 
are displayed, and un-used tasks for the assessment are greyed out.  The “overall” 
totals here are automatically calculated, and a “total-level” is computed in the bottom 
right corner of the screen. 

 

 
Grid Entry 

 
Click on the calculator button to recalculate the Final Level and Overall Levels. 



7. The following is a sample of the reports that can be printed for a student, and for record 
keeping. 

  
 Progress Maps Report Detailed Report 

 
Grid Entry Report 



8. The final reports for each semester will be printed by Form Class.  Please select the requied 
form class to continue. 

 
8.1 By Clicking on the Assess Button on the Main toolbar, a similar assessment screen will 

appear, but not split into quarters.  This will allow you to select from the following reports. 
a. Interim Report 
b. Semester 1 Report 
c. Semester 2 Report 
d. End of Year Report 
 
(Some reporting types may not be used by your school) 
 

 
 

8.2 Select Semester 1 Report (Or Semester 2 if you are reporting on Semester 2). 
 
8.3 Double click the icon to view the comments and results. 
 

 



8.4 Each subject is listed with the relevant comment imported from the final assessment, as 
well as a mark and grade (mark and grade are optional).  The mark imported here is the 
Total Level that was calculated in the final Progress Map assessment.  Eg. 40 = Level 
4.0.  This is displayed as a mark out of 80 for the chart report as follows. 

 
8.5 You may edit the comments available here (grammar and spell check), and also enter a 

form teacher comment and the number of days absent/late. 
 
8.6 Click on Print for Printing Options and select the Chart Report.  The following report will 

be produced. 
 

 
 
This report indicates the students level achieved (hollow circle), and the range of marks in the  
Class (shaded region) against a sectioned bar (levels F to 8). 


