LiveSuite Logon
In the internet browser of your choice enter
http://webtools.citynet.net into the address bar
to access the Citynet Webtools Portal. This is
where you will access your LiveGrades account.
You will be asked to enter your username and
password. If you do not have a username and
password, please contact your LiveGrades School
Administrator and they will be able to either
provide you with this information or get you an
account created.

If you have lost your password you can visit
http://webtools.citynet.net/recovery and you will
be prompted to enter your email address. Once the
form is submitted your account information will be
emailed to you. If your email address is not found in
the system please contact your LiveGrades School
Administrator.

The first time you log into the system you will be prompted to change the default password you
were given. You will be able to choose a password you will be able to remember. Make sure to
follow the instructions at the bottom of this screen to create a valid password.

If LiveGrades is the only tool available to you then Webtools will automatically take you into the
LiveGrades system. If you have other tools along with LiveGrades, you will be prompted with a
list of tools available to you. Select LiveGrades Admin to continue onto LiveGrades.
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Note: Parents and students will use http://www.livegrades.com to login into their LiveGrades
accounts. This system is referred to the LiveGrades PSL (Parent-Student Login) throughout the
LiveGrades system.
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Setting up a Parent/Guardian Account
Parents, guardians, and students can set up their own personal accounts on LiveGrades.com to
stay in constant touch with any grades that are posted, messages sent, or announcements.
All information regarding the account set-ups MUST come from the student’s school. Citynet
will not provide any of this information to parent/guardians at any time, for the protection of
the student.
When teachers are ready to start using LiveGrades, they will distribute the Guardian & Student
Login. This will provide the “Student Account Name” and the “Student Access Key”, which must
be entered into the system to set up an account.
Logon to www.livegrades.com
In the top right-hand corner of the opening page, is the Login. When establishing a new
account, click on the “New User?” Click here link.

Fill in all the
required
fields. The
email
address that
you enter
will be used
to send
notices of
account
activities
and also, to
retrieve lost
passwords.
The Student Account Name and Access Key information will be found on the Guardian Login
information letter that came from the student’s school.
The Username and Password that is entered here, will be used each time the account is
accessed.
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Guardians and Students will use the same logon information year after year.
**The difference between a Guardian account and a Student account:
Guardian accounts can access more than one student…if there are several students in a family,
and these students are attending schools that use LiveGrades, a guardian can access all
students’ information with a single logon. A student account will only display information for
that specific student.

The tabs across the top of the page of LiveGrades.com will make it easy to keep track of Grades,
Discipline reports (if the school is using this module), Attendance (if the school is using this
module), Announcements from the teacher or administrator, private Messages from the
teacher, and any of the users’ Account information.
Welcome to LiveGrades! Stay informed, involved, and in touch at all times!
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Setting Up Classes
If your district and school are set up to import class information into LiveGrades, then
LiveGrades will automatically import the information given to it, and set some default values for
you. Some of these default values may need to be updated for your teaching methods.
Logon to LiveGrades and select the class you wish to set up.
On the left hand side of the page
you should see Class Information
listed. Click the “Update Class” tab
to begin updating this class.

This will present you with the class update form.
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Class Name, Course Code, and
Section Code are all filled by the
import process and cannot be
changed. Class Nickname can be
changed to something you know it
by. (This will only be seen by you)
The Grading Scale can be updated to
any grading scale you have access to.
See Custom Grading Scales QuickStart for more information.

Select the scoring method. This
determines how assignments are
calculated. See How Grades Are
Calculated Quick-Start for more
information.
Note: Scoring methods can be turned on and off by district administrators, so you may or may
not have access to all methods shown here.
Note: Changing the scoring method or grading scale after assignments have been created and
graded may require you to re-grade the assignments depending on what changes need to
occur. The system will ask you to update the assignments if necessary.
The given grade only option will only display given grades and letter grades to parents and
students and not display points or
percentages.
School and School Term are filled by
the grading import process. You can
update the reporting interval to
whatever your class’s schedule is.

Select the school period in which your class is. The school periods are created and managed by
School Administrators in LiveGrades.
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You will be listed as a teacher. If
there are other teachers that help
with this class you can checkmark
their name and they will then also
have access to this class.

You can set an optional
description of the class. This will
be displayed to students and
parents when they log into their
accounts. You have a few
customization features for the
text of the description, such as
bold, italics, underline and
colors.

If you use objectives when grading assignments,
you can add objective sets you want to use here.
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When you click the “Add Objective Set”
link a new window will pop up and
allow you to search all available
objective sets. Click the add button for
each set you wish to use with the class.
Once added they will show up on the
update class page. If you wish to
remove an objective set you can click
the “DEL” button beside the objective
set to remove it.
See Creating Objective Sets QuickStart for more information on creating
objective sets.
Note: Access to objective sets can be turned on and off by district administrators. So you may
not have access to this section depending on settings.
You can update the class header colors
by changing the associated color
values. Each page in LiveGrades that is
associated to this class will have these
header values, so that you can easily
distinguish what class you are viewing. This is optional.
Once you are done updating the information for this class, check the fields and make sure there
are no red Xs visible. You should only see green checkmarks if everything is valid. Once you are
done click the Update button. This will save your class information.
Once you have completed this class, you can move on to your other classes.
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LiveGrades Show/Hide Classes
LiveGrades webtools has a feature that will allow users to view only the classes that are
currently being used. This will make long class lists much more manageable.
On the main Home page of your LiveGrades screen, you will see all of your classes that have
been downloaded from WVEIS listed. The tab in this section is Show/Hide classes.

The Show/Hide screen will allow you to select the
classes that you do NOT want to see on your Home
page, or under the Home tab.

This option does not remove these
classes from your account; its
function is to Hide the classes that
you are not currently working with,
making the list easier to manage.
This change can be reversed to Show
classes using the same procedure.
Click on the Update button to save
those changes.
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Creating Objective Sets
If the Objective Module is turned on in your district then you will be able to create and use
objective sets and objectives with assignments. This module is controlled by district
administrators, so you may or may not have the ability to use these features. District
Administrators and School Administrators can also create Objective Sets; if they do then you
will have the ability to access the sets they create.
Logon to LiveGrades and at the top of the page find
the “System” Tab.

Scrolling over the “System” Tab will give a dropdown menu. Click the “My Account” link.

The My Account page details different options and settings for your LiveGrades account.
Look on the left hand side and you
should find Objective Sets. Listed
here will be any district and school
sets that have been created.
Click the “Create Set” tab.
Give your objective set a name
that you will be able to easily
identify. Click the Create button.

After creating the Objective Set, you will be asked to enter objectives for the set.
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Each objective will need a title. You can also enter in an optional description of what the
objective is about. This will help students and parents understand what the objective is meant
to achieve. Once you enter this information into the right click the Add button.

As you add objectives they will show up to the right. You can click the title of an objective to
edit or remove it.
When you are finished the
objective will show up on the My
Account page. From there you
can click on the objectives to edit
them at any time.
Please see the Setting Up Classes Quick-Start and the Creating Assignments Quick-Start to
learn how to use objectives in your classes and assignments.
Note: Objective sets created by a teacher are only available to the creator.
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Creating Assignments
Log into LiveGrades and select the class you wish to create an assignment for.
On the class homepage you will
see a list of assignments (if any
are created) on the left hand side
of the page.
To create a new assignment, click
on the “Create Assignment” tab
at the bottom of this section.

This page presents several fields for assignment information along with grade fields and
comments for each student in the class. Notice that slots will have red x indicating when a field
is required or incorrect. There will be a green checkmark when it is valid.

12

If you selected to use objective sets while updating your class you will see a link to view
Assignment Objective Options. See the Creating Objective Sets Quick-Start for more
information. Click the Show Options link and it will display all objective options for an
assignment.

From here you can select which objective to include in this assignment. Rolling over an
assignment name with your mouse will display the description. You also have the option to
grade each objective separately. Selecting this will create an input box in the grade section for
each objective.

You can select a template to auto-fill values in for you. See the Creating Assignment Templates
Quick-Start for more information.
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Select the Date Due or Date
Assigned box will give you a
calendar to select a date from.
These date fields are expected to
be in the format MM/DD/YYYY.

Select the grading period in which
this assignment applies to.

Select the assignment type for this
assignment. This list is built from
your class’s assignment types. See
Modifying Assignment Types QuickStart for more information.

Fill in possible points (If class grading
type is set to “Points”, see Setting-Up
Classes Quick-Start). Select if the
assignment is extra credit. Then fill in
an optional description.
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You have an option to attach a file and store it in your Data
Locker. Students can be given access to any file that relates to
an assignment. See the Data Locker System Quick-Start for
more information.
You can also duplicate an
assignment for any other
class that will be using the
same assignment. Classes
that are setup with the same
Schedule and Scoring
Method will be listed.

You can now begin filling in grade
information. The grade input box
can take a wide variety of values.
You can enter grade marks (See
Creating Grade Marks QuickStart), grade scale values (if
scoring method is NonNumerical), point values (50),
percentage values (85%), and
calculations (50+5). Beside the
grade you can see the calculated
point value and a green check if it
is acceptable. You can also leave
a comment that students and parents can see online.
The “Fill With” option can be used to fill all grades with a certain value. If all grades were 50
points then put 50 in the box and hit the Fill button. This will insert 50 into all students that
currently have a blank spot.
Once completed filling in all your information, you can then click the “Create” button.
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Creating Assignment Templates
Assignment templates are a way for you to quickly duplicate assignments over different classes
and grading periods. Copying of assignments can be done in different ways.
Logon to LiveGrades and at the top of the page find
the “System” Tab.

Scrolling over the “System” Tab will give a dropdown menu. Click the “My Account” link.

The My Account page details different options and settings for your LiveGrades account.
On the right hand side you should
find the Assignment Templates.
You have the option of Adding
Templates or using all assignments.
By clicking the “Use All Assignments” tab, instead of seeing a list of templates you will see a list
of all assignments created across all your classes for that given grading period. If you are set to
use all assignments, you will have a tab called “Use Templates” available. This will switch the
functionality back to using templates instead of all assignments.
Click “Add Template” to begin adding a new template.
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Fill in the assignment information
you want to be copied when this
template is selected. Once you
have the default information
recorded, you can click the Create
button.

Once created, the template will be
added to your list on the My
Account page. This can be edited
at any time by clicking the name.
If you already have an assignment that you want to create into a template for later use you can
go to the class homepage which has the assignment.
On the right hand side will be a list
of assignments. Click on the
assignment name of which ever
assignment you want to create
into a template.
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The assignment page will now be
displayed. This page displays a list
of assignments, assignment
information and grades for the
selected assignment. Under the
assignment information will be
the “Create Template” tab.
When you click this tab, the assignment information will be inserted into the Create Template
page. It can then be edited as necessary and saved as before.
Once you have saved assignment templates, they will be available when you create
assignments.
Note: Assignment Templates are only available to the teacher who creates that template.
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Modifying Assignments Types
Assignment types in LiveGrades can be weighted so that assignments of that type make up a
certain percentage of the overall class grade. For example, you could say that “Tests” are worth
25% of your overall class grade, and “Homework” the remaining 75%. This would mean that if a
student had 0% average on his tests and 100% average on his homework, then his overall grade
would be 75%.
When classes are imported (or created) in LiveGrades, several default assignment types are
created. None of these default types are weighted. You can modify these anyway you please
by removing, editing, or adding to the list.
Go to your class page and on the
right hand side of the page,
under the assignment listing,
select the “Assignments” tab.

This will give you a listing of all assignments and details of these assignments.
From this page click the “Assign.
Types” on the left hand side of
the screen.
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This page will give you a list of
assignment types for your class.
You can create additional
assignment types by clicking the
“Create Assign. Type” tab.
To modify the weight or name of
an existing type, click the
assignment type name.

When editing an
assignment type, a
weight of 0% will not
be considered
weighted. Once your
changes are
completed you can hit
the Update button.

The new percentage will show up
in the right column. All other
assignment types will make up the
other 75% of the grade in this
example.
If you update Homework to be
75% then all other assignment
types will not count towards a
student’s grade.
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Creating Grade Marks
Grade marks are customizable values that a teacher can use for grading assignments. For
example, in one teacher’s class an “A” as an assignment grade might mean 96%, while in
another teacher’s class an “A” might mean 100%. Teachers can set up grade marks with values
that reflect their grading policies.
LiveGrades comes with two built-in grade marks, “E” for excused assignments, and “M” for
missing assignments.
Logon to LiveGrades and at the top of the page find
the “System” Tab.

Scrolling over the “System” Tab will give a dropdown menu. Click the “My Account” link.

The My Account page details different options and settings for your LiveGrades account.
Look on the left hand side and you
should fine the Grading Marks
display. Listed here will be the
defaults for your school and any
marks you have created.
Select the “Edit Grade Marks” tab. You will then be taken to the Grade Marks page.
The left hand side of the page will
list all your created grade marks.
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On the right hand side you can
enter new marks. Once you have
entered the information just click
the Add button.

Once added the marks will show
up on the left hand side. You can
click the “Edit” link to edit that
mark or remove it.

These values will also show up on your My Account page. The grade marks can be used on any
of your created assignments in any of your classes.

Note: Grade marks are only available to the teacher who created that mark.
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Custom Grading Scales
Default grading scales are available based on the grading scales for your district. These default
grading scales are created by your district administrators. Should your classes not use the
default district grading scales then LiveGrades offers an option of creating custom grading
scales to meet your needs.

Logon to LiveGrades and at the top of the page find
the “System” Tab.

Scrolling over the “System” Tab will give a dropdown menu. Click the “My Account” link.

The My Account page details different options and settings for your LiveGrades account.
Look on the left hand side and you
should find the Grading Scales.
Listed here will be district defaults
and any you have created.
Select the “Add Grading Scale” tab.
Give your grading scale a name,
something that you can easily
identify. When you override a
student’s grade if you want the
percentage to be the lowest, then
select Minimum, for highest, then
Maximum.
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After creating the Grading Scale, you will be asked to add Grading Scale Values.

Each letter will need a corresponding minimum grade and GPA value. Enter this information
into the form to the right and click the Add button.

As you add values they will show up to the right. You can click the Edit link to edit values or
remove a value completely. Also each value can have its order changed by clicking the up or
down arrows. The order of values is important for classes that use Non-Numerical scoring
methods. See How Grades Are Calculated Quick-Start for more information on scoring
methods.
Once you have completed the
process you can view the grading
scale on the My Account page.
You can go in and edit grading
scales by clicking the scale name
or grade values.
This grading scale will now be available to any of your classes.
Note: Customized grading scales are only available to the teacher who creates that scale.

24

Making Grade Adjustments
LiveGrades offers the ability to make grade adjustments for overall grading period grades and
grading blocks. These adjustments include dropping lowest scores, removing weighting from a
grading period, adjusting grades by percentage points, overriding the grade and marking a
student as incomplete.
To make an adjustment, log into LiveGrades and select the class you wish to make an
adjustment to.
On the left hand side of the page
you should see class information.
Select the “Grade Adjust.” tab.

Select the grading period you wish
to make updates to. You can also
override grades for grading blocks
and overall grade. In our
examples we will be editing a
grading period.
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The grade adjustment form gives you the ability to drop grades, remove weighting and make
adjustments to the grades for each student.

You can select the number and type of assignments you wish to drop from student’s grades.
This will drop the grades that are most harmful to the student’s grading period grade. You can
drop up to 10 grades.

You can select if you want to use assignment type weights for the grading period. This is usually
used for semester exam grading periods, when there is only one assignment and that grade and
does not need to be weighted.
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At the bottom is a list of the students in the class and what their current grade is in the class.
Checking a student as incomplete marks them as needing to complete work in the class. This
will change the letter grade to an incomplete symbol. By default the symbol is the letter I, this
can be changed in the School Configuration. In the adjustment column you can add or subtract
a percentage to a student’s grade. So if you want a curve and give everyone in the class an
extra 5% then you can just put 5% in every field. The override field accepts either a percentage
or a letter grade. This will change the student’s grade to the percentage you enter. If you enter
a letter grade the grade the percentage if changes to will be determined by how the grading
scale is set up. A grading scale can either be set to “Override to Max” or “Override to
Minimum”, this will determine what the percentage will be set to. (See Custom Grading Scales
Quick-Start for more information.) In most cases this is set to minimum. The last field is a
comment field. This is something only you will see so that you can leave a note about why you
made this change.
Once you have all the changes you wish to make, then you can save the information and the
grades will be updated.
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Updating Individual Grading Scale in a Class
Logon to LiveGrades and select the class where the change is needed
Find the individual student, and click on that name
Find the Student Information section (right side of page); Look for the Grading Scale. This will indicate
that the student is using the Class Default grade scale that was set when the class was Updated.

Click on this link.

Click on the arrow beside Grading Scale: This will show all available grading scales for this
school/teacher. Click on the new grade scale for this particular student. Click on the Update button.
Note: the desired grading scale must be created and available prior to making this change.
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Running Reports
There are many different reports available to be generated for LiveGrades classes. Some of
these reports will depend on how your district administrators have LiveGrades set up.
First you will need to logon to LiveGrades and select a class you wish to run reports for.
On the class homepage, on the left
hand side of the page you will find a list
of students. Select the “Reports” tab,
to get a list of reports that can be
generated.

The class reports page has a list of all the reports
available to you. As mentioned before you may not
see all the same reports listed here, as some depend
on settings set at the district level. You have two ways
of generating reports. You can click the “Quick-Launch
PDF” link and the report will be generated with default
values. You can also click the report name. This will
load up options to be selected on the right hand side
of the page. You can change these options and
generate the report to your liking.
All reports are generated as PDF documents. So you
must have Adobe Acrobat Reader installed to view and
print them.
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List of Reports


Assignment Report – Displays each student’s grades for assignments meeting the
criteria you select.
 Absence Totals – List of students and total number of absences. (Depends on
attendance module)
 Attendance List – Displays each students marked attendance. (Depends on attendance
module)
 Class Grade Report – List of students and their grades for selected grading period.
 Disciplinary Reports – List of reports filed for the select students in your class. (Depends
on disciplinary module)
 Former Student Grades – List of assignment grades for students that are no longer in
your class.
 Grade Book Hard Copy – List of students and assignments in a grid format that you
would see in old grade books.
 Individual Grade Reports – Displays each student grading period grade and the
assignments for that grading period.
 LiveGrades Login Usage – List of student and guardians and the last time they logged in.
 Progress Report – Displays the grade of a student in each class you have that student in.
 Blank Roll Sheet – List of students so you can have a hard copy of the roll.
 Blank Score Sheet – List of students and an area to create assignments and mark grades.
 Parent Login Instructions – Instructions to be handed out to parents so they can create
a login to LiveGrades.
 Student Login Instructions – Instructions to be handed out to students so they can log
into LiveGrades.
Note: These reports are subject to change. Reports and options are added frequently. Visit the
reports page and check options to see changes.
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Finalizing Grades
If your district is integrated with an education system such as WVEIS, then the district will be
setup to publish your class grades into it.
District Administrators will set up your district with dates to submit grades by. When these
dates are approaching then you will see notices on your class homepages. These notices will
show up on any class that was imported and display the cut-off date that your district has set.
Sometimes multiple notices will show up at once. For example, at the end of the semester, you
may see notices for grading period grades, semester grades, and semester exams. You will need
to submit any notice that you wish to publish to your information system. If your classes do not
use a set of grades then you can ignore those notices.
This is an example of the notice
you will see. When your grades
are completed for the grading
period or grading block you are
submitting, you can click the
“Submit Grades” link.
The orange colors represents that the grades have not yet been submitted, and you still have
time to submit them.
When you click on the “Submit Grades” link, you will be taken to the Finalize screen. This is
where you can enter Comment codes, or uncheck the “Complete” box for those students who
are getting an Incomplete for the grading period.
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If you wish to leave a report card comment code, you can select one from the drop down.
These are imported from your district.
Once you review the grades, mark the
first checkbox.
Mark the second checkbox and
understand these are the grades that
will be submitted to your education system and cannot be changed by LiveGrades.
Once this is completed you will be able to click the Finalize button. Once the cut-off date is
passed then the grades will be submitted to the information system by your district
administrators.
After submission the notice will
turn green so you will know that
the grades have been submitted.
You can view the grades you
submitted by click the “View
Grades” link.
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Finalization of Senior Grades


Make sure that you have check marked the Early Senior Finalization box (you will find this with
the last grading period in the Semester setup District Settings and with Semester 2 Exam) This is
an example of the screen will look like.



Teachers with seniors in their class will need to go to the WVEIS tab on the class page to finalize
seniors whenever those grades are completed.

There will be a link to Finalize the Grades for the last grading period, Semester Average, and/or Final
Grade.
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Discipline Module
The discipline module is available to any district that is using LiveGrades. LiveGrades District
Administrators can modify usage under the district configuration settings. The discipline
module has the following options:





Off – The module is not available. Parents, students, and teachers see no mention of
discipline reports in LiveGrades.
On – The module is available. Teachers can enter discipline reports for students.
Parents and students can view the discipline reports entered by teachers. School
Administrators will have access to school level reports.
PSL off – The module is not available to parents and students, but is for everyone else.
Teachers can enter discipline reports for students. School Administrators will have
access to school level reports. Parents and students will see no mention of discipline
reports in LiveGrades.
If the discipline module is available faculty can log a
discipline report by selecting the option under the
system tab in LiveGrades.

Clicking the link takes you to a
page with all reports filed by
you. Clicking on the short
description allows you to view
details of the report on the
right.
Clicking the “File Report” tab allows a user to create a new discipline report.
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When creating a report the user will be
asked to enter detailed information
about the incident that is being filed. As
with all systems in LiveGrades anything
marked with a red x is required. The
action taken selection is customizable
for every district. If you would like
changes to this list, please contact
Citynet with the request.
Once the report is filed it will be
available to be viewed by parents and
students unless “PSL off” has been
selected. Also school administrators will
be able to run reports with this
information in it.

Note: This system does not currently integrate with any other systems such as WVEIS.
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Attendance Module
The attendance module is available to any district that is using LiveGrades. LiveGrades District
Administrators can modify usage under the district configuration settings. The attendance
module has the following options:





Off – The module is not available. Parents, students, and teachers see no mention of
attendance in LiveGrades.
On – The module is available. Teachers can enter attendance records for all of their
classes. Parents and students can view the attendance as it is entered by teachers.
School Administrators will have access to school level reports.
PSL off – The module is not available to parents and students, but is for everyone else.
Teachers can enter attendance records for all of their classes. School Administrators
will have access to school level reports. Parents and students will see no mention of
attendance in LiveGrades.

When the module is available the District Administrator can create attendance codes to be
used by all teachers in the district. By default every district is set up with P, A, and T. Additional
codes can be added. If your district is integrated with another system such as WVEIS then
LiveGrades will ask for that system’s code. This is needed if the district plans to share this
information with the other system. This is optional; it is not required on all or any of the
LiveGrades attendance codes.
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If teachers have access to the module
they will see attendance records on the
right hand side of the Class View page.
Clicking the “Attendance” tab will take
you to the attendance recording page.

Attendance can be modified by
clicking on the attendance code.
When you click the square the code
will cycle through all codes available
to your district. Once you have made
changes you will need to click the
Save button.

Note: This module can be integrated with WVEIS. Contact Citynet to get a demonstration on
how this integration works.
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CPS Software Integration
Classroom Performance System (CPS) is developed by eInstruction Corporation. This software
is used in conjunction with a student response system, in which students use handheld devices
to key information into the software. LiveGrades can export class roster information to be used
within CPS or import session data for assignments and grades. Below is a set of directions on
how to achieve this integration.
Note: The integration was built using and testing against version 6.70 of the CPS software.
Other versions may be set up differently or may not work correctly. Please contact Citynet if
there are any problems.
Logon to LiveGrades and at the top of the page find
the “System” Tab.

Scrolling over the “System” Tab will give a dropdown menu. Click the “Software Integration” link.

The Software Integration page will list all software products that have integration setup with
LiveGrades. In this list you should find “CPS by eInstruction”.
Click the CPS by eInstruction
link to find available options.
You will find detailed
instructions of each option
below.
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Export Class Roster
If you want to import class information into CPS, you will need to first export your class roster.
Selecting the “Export Class
Roster” will give you this
screen. You will need to
select the class you wish to
export. Once you have
selected the class, you can
click the “Export CSV” tab.
Your browser should prompt
you to download a CSV file.
Save the file to your
computer and load the CPS
software program.
After you have the CPS
software loaded, click the
“Import” option on Classes &
Students tab. Select the
“Other Sources…” option.

On the next screen select the “Comma
Separated Values (*.csv)” option. Then click the
Next >> button.
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On the next screen click the Browse…
button. Find the file you had just
saved from LiveGrades and hit open.
Click ok on the next screen which
prompts you for an instructor. Check
the box to select the class and click
the Next >> button.

The software should then import your class information and give you an import successful
message. Your class and roster information should now be listed in the CPS software.

Import Assignment & Grades
After you have completed a session in the CPS software you may want to import that
information into LiveGrades to save as an assignment. This can easily be accomplished by
performing the following instructions.
Go to the Reports section of the
CPS software. Select the session
you wish to import into LiveGrades.
Click the “Generate” button.
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On the following screen select all students available. Also select Student Name and Student ID
as display information with no other information selected. You will need to select the “Post
Report” option to get a valid CSV to import into LiveGrades. Click the Preview… button to load
up the report. Save this report to your computer where you can easily find it.
In LiveGrades select “Import
Assignment & Grades” option
(instructions above to navigate
there). Select the file you
exported from CPS and select
“Import CSV”.
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LiveGrades will try to
determine the class the file
belongs to. If this cannot be
determined you will be asked
to provide the class to import
to. Just select the class and
click the Submit button.

The assignment information and student grades will be parsed out of the CPS file and autoinserted into the Create Assignment form. You can make any adjustments or additions you
would like. Click the Create button to save this data in LiveGrades.
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Data Locker System
The Data Locker system is an additional feature for LiveGrades where teachers and students
can save files online and access from anywhere. The Locker system can be set-up per school or
district-wide. To have the Data Locker system implemented in your schools or district contact
Citynet to begin implementation.
To access the Locker system, please log into
LiveGrades and scroll over the “System” tab. Click
the “Data Locker” link from the drop-down menu
that appears.

Data Locker View

This will display your own locker and everything you have stored so far.
1. Directory Listing - List of all folders you have created and files you have uploaded in the
current folder. You can create folders by clicking the “Add Folder” link at the bottom of
the directory. You can upload new files by clicking the “Upload File” link at the bottom
of the directory. Clicking on a folder will open up that folder to view its contents.
Clicking on a file will download that file.
2. Folder Options – The only folder option is the “Edit Folder” icon. Clicking this allows you
to edit a folder name.
3. File Options – List of file options: “Edit File”, “File Stats”, “File Associations”, and “File
Link”. View the File Options section of this quick-start for more information on these
options.
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4. File Status – Icon representing whether or not a file is private or public. A private file
will be indicated by an unlit light bulb, whereas a public file will be indicated by a lit light
bulb.
5. Storage Limit – How much of your given space you have used. If you reach your storage
capacity, you will have to remove files to create additional space.
6. Shared Files – View files that students have shared with you. View the Shared Files
section for more information.

File Options
There are 4 option icons for files.

Clicking the
icon will allow
you to edit the file. Here you
can move the file to a new
folder, change the filename,
or mark the file as public or
private.
You will also have the option
to remove the file from here
also.

Clicking the
icon will display the file stats. The left side will show when the file was last
accessed, how many times it has been downloaded overall and by unique users. On the right
you will see a listing of all users that have downloaded the file.
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Clicking the
icon will show the file associations. Files must be associated to a class or
assignment and also marked as public for students to have access to that file. Files can have
multiple associations. So if the file is a worksheet that is used in your 3 English classes, you only
need to upload the file once, and associate it to the 3 classes. Students in all 3 classes will then
have access to the file.

Clicking the
icon will display the file link. You can give this link out to anyone and they will
be able to download the file. You can also place the link on your school/class webpage to allow
anyone access to the file. Note that the file must be marked as public to allow the access.

Shared Files
The shared files area is accessed by clicking the link at the bottom of the Data Locker view. This
is where you can access files that have been shared to your classes or assignments.

You will initially see all files that have been shared with you. Clicking the filename will allow
you to download the file. On the right you will see the user that uploaded the file, the size of
the file and the date it was uploaded. You can filter the files by year, course and assignment if
you wish. This will allow you to easily find files when you need them.
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Additional Locker System Functionality
Files do not have to be
uploaded through the locker
system. They can also be
uploaded during assignment
creation.
When you are creating an
assignment you will also see the
option to add a locker file.
Selecting a file will upload said
file and put it in your home
directory. It will also
automatically associate to the
assignment.

Viewing assignment lists will
quickly show which ones have
files associated to it by
displaying the
icon.
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Viewing assignment
information will also show
what files have been
associated. It will show your
private and public files and the
number of files that students
have shared to the
assignment. Clicking the links
will take you to the locker
system in the corresponding
folders.
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Questionnaire Completion
Administrators in LiveGrades can create questionnaires for courses. When a questionnaire
instance is created a start date must be filled in along with an optional end date. Once a start
date has passed an alert will be displayed to all teachers with a course associated to the
questionnaire instance.
The alert will be displayed on the main
class view page between class
information and student listing. If an
end date is provided the teacher has
until that date to complete the questionnaire.
Clicking the “Complete Questionnaire” link will display a list of students currently in the class
and if the questionnaire has been completed or not.
If a student has not had a
questionnaire submitted the
“Available” link will allow
completion of the questionnaire.
Any “Completed” link will allow
viewing of a questionnaire for a
student and modification if the
instance end date has not passed.

The “Questionnaire Listing” tab will display a list of all questionnaires that have been made
available to this class.
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Completion of the questionnaire just
requires inputting the answers for each
question in the questionnaire. Once
completed, clicking the submit button will
submit the questionnaire for the student.

Once all students are completed or the end date has passed for a questionnaire, the alert will
disappear from the class view page.
To review answers to the
questionnaire you can click the
“Students” tab on the main class
view.

The student page will have a
“Questionnaires” tab if there
have been questionnaires
available to your class. This
will give a listing of all
upcoming, available, and
completed questionnaires for
review.
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FAQ for LiveGrades
Q: How do parents and students get their activation codes?
A: This can be requested at the school from the teacher or administrator.
Citynet will not disclose any of this information.
Q: What if parents or students forget their logon/password information?
A: The best way to resolve this would be for the parent/student to go to
LiveGrades.com and click on the “Forgot Password” link. They will be able to
enter their email address and have their login information emailed to them. If
they do not have access to the email that they registered with, they have 2
options. The system administrator can manually reset that password on request,
or they can request another login sheet for that student and create a new login.
Q: If parents have more than one child in schools using LiveGrades do they
need to set up an account for each student?
A: No. Once a parent account is set up, they will be able to see information on
all of their children using the student’s access code.
Q: How can I be notified of any changes that have been made to LiveGrades?
A: Under the “Help” tab, there is a “Site Updates” link. This will give a complete
description of any changes that been recently made. There is an “Opt In” link
at the top to receive email notification of any changes.
Q: Can I “hide” classes, such as Homeroom, Planning, etc that I don’t need to
grade? Do they have to be visible in my list of graded classes?
A: On the LiveGrades homepage, under the list of teacher classes, there is a tab
labeled “Show/Hide”. A teacher can click on this tab and a list of the current
classes will show up with checkboxes beside each one. Here they are able to
select classes that need to be seen, or hidden from view. The courses that have
the checkmark removed will no longer be displayed on the homepage or on
the “Home” drop down list.
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Q: Does LiveGrades support Standards-based grading scales?
A: Yes. In addition to traditional grading, align assignments to state or district
standards. Enter standards-based grades and track student performance versus
standards. Standards for WV are already loaded into LiveGrades. Teachers can
easily find, view, and use their state standards -- without typing them in.
Q: Can I create a custom grading scale that is different than what the district is
using?
A: Yes, if your school district allows this, every teacher could have the ability to
create a custom grade scale for any of their classes. In the Help menu, there is
a Quick Start Guide with directions for this.
Q: Can individual students in a class have a different grading scale than the rest
of the class?
A: Yes. For example, if the class is set up to be ABCDF scale, the teacher can go
into the class homepage, select the student that needs this change. On that
student page, they will see information about this student, including the Grading
Scale. This will say “Class Default”, meaning it is set to ABCDF as the class is. If
the teacher clicks on the “Class Default”, there will be an option to change this
grading scale to a different one.
Q: Can individual assignments reflect what Standards and Objectives are being
covered in that assignment?
A: Yes. The district and school must have enabled this option for it to be
available. Then the teacher can choose to include Standards and Objectives
when completing the Class Update information.
Q: How long will assignments appear in the drop down Copy Assignment box, if
the assignments are not saved as Templates?
A: The assignments actually persist in the drop down for 10 days after a grading
period ends.
Q: How do I override a final grade?
A: By clicking on the Grade Adjustments tab, which can be found on the class
homepage, the teacher can adjust a grade by percent point or by overriding
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the letter grade. There is a comment column available that is private and only
viewed by the teacher.
Q: What does the “Given Grade Only” check box mean?
A: By default, LiveGrades.com publishes both a percentage grade and a letter
grade. If the teacher only wants the letter grade displayed, she can put a
checkmark in this box to eliminate publishing percentages.
Q: How do I enter an exam grade? Is that considered an assignment?
A: Yes, an exam is entered as an assignment. Create an Assignment, complete
the information for Assignment Name, Date Due, and when selecting Grading
Period select Semester Exam.
Q: How long will LiveGrades stay logged on before it times out?
A: With no activity, LiveGrades will log off the current user after 20 minutes.
Q: Can teachers create their own Grade Marks? Do they have to use the default
Grade Marks of “E” and “M”?
A: Yes teachers can create custom Grade Marks. Under the System tab, select
My Account, select Edit Grade Marks, and adjust to the desired marks.
Q: Can a Parent or Guardian account remove a student from their account?
A: Yes. The Account holder can remove the student from their livegrades.com
account. Click on the Account tab and select Remove a Student.
Q: If a course is removed from WVEIS, will it automatically be removed from
LiveGrades?
A: If a course# is no longer being used and has no teacher assigned or no
assignments associated with this course, notify Citynet LiveGrades team to
remove that course from your LiveGrades.

Q: How can a school district make sure that absences are being calculated
correctly?
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A: Absences are calculated by the absence value given to an attendance
type. If a school district has multiple values that count as “Absent”, such as
“Excused Absent” or “Absent with Note”, they need to make that value 1. If
they are using something like “Half Day Absent” they can give the value of .5.
The LiveGrades system “Adds” these values to give a total number of absences.
These values can be found under District Settings.
Q: If a class is assigned to a different teacher, will the students in this class lose
all the grades that were put in by the previous teacher?
A: A class is defined by the school, course code, section
code. Assignments/Grades are attached to a class. Teachers are attached to
a class. The teacher can change 100 different times and the class will remain
the same. You can see the teacher the same as a student. They are being
added and removed. In reality nothing is transferring, a teacher will be
removed from a class and another teacher will be added to the class. An issue
will only arise if a course code or section code changes.
Q: How does a classroom teacher look at grades for a former student?
A: Classroom teachers can retrieve all assignment grades for former students.
On the class page, under Reports tab, there is a report called “Former Student
Grades”.
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