
Rubr ic Repor t Entry Lesson 
(Teachers) 

 
 
 
Lesson Objectives 

1. Add Results for Semester 1 Report 
2. Print the Semester 1 Report results 

 
Lesson Steps 

1. Main Layout of Marksbook 
2. Reportable Class Lists 
3. Assess layout 
4. Editing Semester 1 Report Results 
5. Multiple Rubrics attached 
6. Printing the Semester 1 Report 
7. Appendix: How to create the semester 1 report 

 



Step 1: Main Layout of Marksbook 

To activate the software, simply Double Click the icon   that sits on your Windows 
desktop.  Upon loading, the system will bring you to a login screen as shown below. 

�

This system already contains your name as a teacher. Click on the Triangle � , to choose 
from a drop down list. Note: Your default password is “PASSWORD”. 
 

 
 
From the Diagram you can see the main layout of Marksbook. For this lesson we will only 
be concentrating on the assessment area and class lists.  
 
 
 
 
 
 
 
 

Assess – Leads to 
the Assessment 
Screen 

Class List – Drop 
down menu to select 
the class list. 

Student List – This is the 
list of students that are in 
the selected class list. 

Click on the drop 
down to view all 
of the teachers. 



Step 2: Repor table Class Lists 
 
To create an assessment for a Class you need to have created a list that is a reportable list of 
students. Your system administrator will have created your classes already. For this lesson 
please click on the drop down menu and select your class. 

 
 

Step 3: Assess Layout 

To get to the assessment area you single left click on the  button on the toolbar. 

 
Once you have clicked on the assess button the window above will appear. Your Semester 
1 Report will already be created by your head of dept, or administrator (if this is not the 
case and the Semester  1 Repor t is not present please go to the Appendix). Other 
assessments may be available (as in the above example), but we will only assess the 
“Semester 1 Report” . Double click on the Semester 1 Report to edit the student’s results. 

 

Double Click Semester 1 to enter 
student results for this class.  

Click here to get 
a list of classes. 



Step 4: Editing Semester  1 Repor t Results 
 

 
 
 
Enter ing Your Results 
 
There are 2 ways to enter results.  
Method 1 (The slow way) 
The method below is the slow way and can be entered per student by entering scores on the 
grid, press the Save button and then move to the next student by clicking once on the next 
student in the List to the left of screen. Enter results as shown below.  
 

  
 

Once all the details have been entered correctly then click on the  button to save 
the results for that student.  
 

Attributes 

Assess Area 

Left click to Assess 

Assess Levels 

Right click to read 
description if available. 

Interview 
Required Comment 

Field 



Method 2 (The Quick way) 
 
To speed up the marking process you can actually mark the whole class on one screen.  
 

Click on the  button to enter the Quick Entry Screen.  
 

 
The quick entry screen has the same functions as the individual entry screen. Clicking in a 
cell cycles through the levels (usually 1 to 5). Once all the result has been added click on 

the  button for the results to be saved. 

Left click to go 
through the 
results. 
 

Attributes 

Right click on the 
grid will bring up a 
description of each 
result. 
 

Single left click 
to start adding a 
comment. 
 



 
Step 5: Second Rubr ic: REPORT VALUES 2004 Sem 1 
 

 
 
Clicking on the rubric tabs will take you through the attached Rubrics. Please refer to step 
Step 4 for instructions on editing the results. 
 
Step 6: Pr int A Summary of Data Entered 
Once the results have been placed in for the student you will then need to click on the 

 button when in the quick entry screen. 

 
 

Single click on the 
tab for the second 
attached rubric. 

Print button 



 
This is what the report will print out like. To send this report to the printer simply click on the printer 

icon  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Appendix: How to create the Semester  1 Repor t 

If the Semester 1 report isn’ t created then we can manually create it using the  
button.  

 
 

Clicking the create button will bring up the screen above. Click the  button to 
proceed. 
 

 
 
This will now bring you to the above window. Select the Assessment type as Interim/Final 

Report Rubric (Rubrics) for this lesson and click the  button to proceed. 

Click the Next 
Button 

Select the 
Interim/Final 
Report Rubric 

Click the Next 
Button 



 
 

This is the assessment information entry screen above. Click on the “Final Assessment 
Type:”  drop down and select ‘Semester 1 Report’  (as shown in the above diagram). The 
name will then be grayed out as it needs to remain this. Next click on the “Report Rubric:”  
drop down menu to select which rubric you would like to attach to the Semester 1 Report, 
(please not that you can select multiple. The next screen will let you create multiple 
Rubrics). You can then add in a description and/or change the semester. To proceed click 

the  button. 
 

 
 

If you would like to Attach a multiple Rubric, click on the Attach button shown in the 
above image and it will then bring up the below window where you can scroll through to 
select another Rubric.  

Drop down menu 

Drop down menu 

Click the Next 
Button 

Button to attach multiple 
Rubrics to the assessment. 



 
 

Highlight the desired rubric to attach and click the “OK” button. For this example please 
select the REPORT VALUES 2004 SEM 1. 

 

 
 

Once you have added the desired rubrics you then click the  button. 
 



 
 

The above screen is confirming the information and to save this Assessment you then click 

the  button. 
 
You should then be brought back to the original screen before we began the Appendix 
(Progressmap Assessment Window) and the Semester 1 Report will now be present. Please 
go back to Step 3. 


