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HOW TO TAKE ATTENDANCE AND ORDER
LUNCHES

Printable Version

Taking Attendance
● Starting on your Homepage refer to your class roster, which will appear below FDmail, if you

have that feature displayed

● Refer to your class roster (example shown below)

● First, take note that once you click Submit Attendance then the ability to mark students absent
will disappear

● If all students are present, click Submit Attendance

https://ssl.fastdir.com/%7Efastdir/demo/faq/takeattendance.pdf


● If students are absent or tardy, first check the box to the right of the student name and click
Submit Attendance

○ If a student is tardy, then refer to the drop down menu below the class roster (see
example shown below), select the student's name, enter Minutes Late and click Mark
Tardy

Example of the Mark Tardy option:

Important Tips:

● You must first mark a student absent before you can mark them tardy:
The process is designed to have attendance taken at the start of day, so it expects that a
student who arrives tardy will be marked absent first because they would not be there at the
start of day.

● Time limit for marking a student tardy:
The drop down menu to mark students tardy is there all day for teachers. However, the system
will not allow teachers to submit Minutes Late (minutes missing) over the system limit of 119
minutes. If the minutes missing field is over that limit then an admin or staff person with access
to Monitor must submit the data through Monitor.

● How to submit a lunch order for a student accidentally marked absent:
If a student is present, and not tardy, but was marked absent by mistake, you can change them
to tardy in order to place their lunch order. Then notify your school office that they should be



updated to present. If your school allows parents to pre-order lunches (order ahead) and your
admin locks their orders according to local policy then this does not apply.

Ordering Lunch
● Once attendance has been submitted, your lunch order form will appear in the same spot

● To order lunches, check the boxes for the items each student wants to order and click Submit
Lunch Orders

● If your school allows parents to order ahead of time (lunch pre-orders), then whatever they had
ordered will show up on your lunch order form.

Important Tips:

● If you forget to click Submit Lunch Orders then the orders will NOT be placed

○ In order to confirm that your lunches were ordered, look at "Total Items Ordered" and
"Individuals With Orders." If the numbers are still at zero then nothing was submitted nor
saved. If the numbers are accurate then the order was submitted.

○ In this example, the user has NOT submitted their lunch orders:

○ In this example, the user has submitted lunch orders:

Attendance & Lunch for Secondary Accounts
Staff accounts can be granted permission to take attendance for Secondary Homeroom Rosters which
are homeroom classes that are not their primary assignment. If this is the case for you, then the
following steps apply. If you are not sure if this is the case for you, then refer to the image below. Your
screen will include the element highlighted in yellow if your account has Secondary Homeroom Rosters.
In other words, it will have a drop down menu above your attendance/lunch forms that allows you to
toggle between rosters.



Below the FDmail will be a drop down that reads 'Today's Roster' and then a box below showing a list of
students' names.

To change the list of students, you can click on the drop down and select a specific homeroom to
display.

Once you have the necessary roster list displayed, you will check the names of any students who are
absent and then click 'Submit Attendance'. The lunch ordering roster will appear next if you need to
also place lunch orders for the students.

IMPORTANT NOTE - If you are viewing 'Today's Rosters' and some of the names are grayed out
(see image below), it is because that homeroom roster is missing a past day's attendance. You will
need to select that specific homeroom from the drop down in order to take attendance for the missing
day(s).



Ordering Lunch for a Homeroom (for Secondary Accounts):

Once attendance has been submitted, the lunch ordering form will load. Check mark the items that
need to be ordered for any student, then click 'Submit Lunch Orders'.

Ordering Lunch for a Teacher (for Secondary Accounts):

To order lunch for the teacher, click on the 'Today's Roster' drop down located above the lunch ordering
form. Select the option 'My Lunch Order' and the lunch ordering form will refresh automatically with just
the teacher's lunch form. Check mark the items needed and then click 'Submit Lunch Orders'.

My Printable Homeroom Attendance

How to view/print my homeroom's attendance from the whole school year:

● First, click on the 'Grades' icon in the top navigation bar.

● Next, follow the steps shown below:





* = Please note, in the image for Step 5, the two students listed do not have any comments. If
there were comments for those students, those comments would display under the grading
period they were entered in.

GRADEBOOK

Where to Find It

● Click Grades from your top navigation bar (the A+ icon)
● Use the option at the top of the Grades page (the drop-down menu that says, “Select

Curriculum”)
● Pick a course and click GradeBook Input

How to Set Up Your GradeBook

1). Review Your Grade Scale
The grade scale is usually a scale submitted by your school, HelpDesk will add it to the backend, and
then a school admin assigns it to your course. Basic examples of grades scales would be A-F, 1-4, or
OSNU. Which symbols are used and what scores they stand for should be what you need to use in
your gradebook and on your report card, unless you don’t need to use the gradebook. If you don’t need
to use the gradebook then the grade scale may just be the default system scale and you can type any
symbols you need directly into the report card form.

To view the Grade Scale for a specific course:
● Go to Grades



● Select Curriculum (pick a course) and click GradeBook Input
● Click Grading Calc Options
● When you open the Grading Calc Options dialog box, the Grade Scale assigned to the course is

presented at the top of the box. This Grade Scale is assigned by school admin so you can
follow up with them if it is incorrect.

Tip: Often for young grades such as preschool and kindergarten and for teachers that do not use the
gradebook, the course’s grade scale is ignored because there is no need to average gradebook grades.
In this case a default scale will show, but will not be used.

2). Select Your Grading Scheme

Grading Scheme Basics

● The grading scheme is the way in which the system will calculate your average grade.
● Each course has its own grading scheme.
● Any time a course is newly added to the system then you will want to set the grading scheme.
● The system default is the grading scheme called Standard which is 1 of 4 options, so it’s

important to check and purposefully select the appropriate scale for your course.

How to Set Your Grading Scheme

● Go to Grades
● Select Curriculum (pick a course) and click GradeBook Input
● Click Grading Calc Options

○ Under the heading, “Weighting Scheme,” click the circle (radial button) to the left of the
grading scheme you want

○ If you select one of the options that include Category Weighting then be sure to input the
weighting ratios in the “Category Weightings” section

● Click Save Changes
● Repeat these steps for your other gradebooks/courses

Grading Scheme Options Explained
In this section, we will define each grading scheme, include examples and describe the math, however,
please make sure to try them out. For some users, that is the best way to find which one fits your
needs.

Try It Out!
Many users find it easier to picture how the math is calculated for each separate scheme by first adding
grades (either pretend or real) and then applying each scheme. In other words, we encourage you to
practice. You can enter pretend events because they are easy to delete.

Once you have events and grades entered, then you can change grading schemes, view the grade
averages and the math to see if it is appropriate for your needs. If you are already in the middle of a



school year and you have real events entered then you can still try changing schemes because doing
that does not alter your events nor grades.

Show Math
When you are drilling down and investigating grading schemes, it is helpful to click “Show Math.” This is
a link found under the heading, “Calculated Grade” (at the top of the grade average column) and it will
display the calculation used to arrive at the average.

Grading Schemes (weighting schemes):

1). Standard Scoring

● When using this scheme, the system will figure the average grade by taking the sum of all
percent scores and divide by the number of events. In other words, the system will apply the
same weight to each event unless an event multiplier is applied.

● An “event multiplier” is an option that allows you to tell the system to give an event more weight,
such as counting a test like four events rather than 1.

● Often courses for younger students and specials courses such as Art may use this grading
scheme.

Example 1: (Appropriate application of standard grading)

○ Lucy is in first grade Art and receives these grades (The grade scale is Outstanding,
Satisfactory, Unsatisfactory):

○ Grades for each project: O (outstanding), O, S (satisfactory), U (unsatisfactory), and
another S.

○ The system would convert each grade into a percent score (just so it can do math) and
find a grade average giving each event equal weight or importance.

○ Calculation:
■ 100 + 100 + 90 + 80 + 90 = 460
■ 460 / 5 = 92
■ The average would be an S

Example 2: (Appropriate application of standard grading)

○ Lucy is in first grade and receives the following grades in PE: 10/10 Class participation,
10/10 Class participation, 10/10 Class participation, 8/10 Quiz, and 7/10 Quiz. The
system will…

■ Figure the percent score for each event: 100%, 100%, 100%, 80%, 70%
■ Find the sum of those scores: 100+100+100+80+70 = 450
■ Divide by the number of events: 450 / 5 = 90%
■ The grade average will be 90%

Example 3: (Inappropriate application of standard grading)



○ John received an 90/100 on a test and a 4/10 on a quiz. The system will calculate the
percent of each event (80% and 40%), find the sum of those, and divide by 2.

■ 90 + 40 = 130
■ 130 / 2 = 65
■ The average grade is 65%

Example 4: (Appropriate application of standard grading)

○ Using the example above with John, we can apply an “event multiplier” of 4 to the test in
order to give it more weight. This way the quiz does not bring John’s average down quite
as much. Here’s the math:

■ 90 x 4(even multiplier) = 360
■ 360 (test) + 40(quiz) = 400
■ 400 / 5 = 80 (The system is counting 5 events because it’s using 4 from the test

and 1 from the quiz)
■ The average grade is 80%

2). Category Weighting

● For this scheme the system will calculate the average by using the weights assigned to different
categories such as tests, quizzes, classwork, etc. For example, tests could be set at 25% of the
total grade, quizzes 25%, classwork 25%, and homework 25%. First, an average is calculated
per category using the Standard Grading Scheme. Then the weight of the category is applied to
arrive at a final grade average.

Example 1:

○ Say we want tests to count for half of the grade, and quizzes and homework to count for
25% each.

■ First you would input the following: Open your Grading Calc Options, refer to
“Category Weightings” and enter 50 for Test, 25 for Quiz, 25 for Homework, and
click “Save Changes”

■ Then, let’s say, John received a 90/100 on a test, a 7/10 on a quiz, and a 8/10 on
a homework assignment. Here’s the math:

● 90% x 50 (test weight) = 4500
● 70% x 25 (quiz weight) = 1750
● 80% x 25 (homework weight) = 2000
● 4500 + 1750 + 2000 = 8250
● Total weight = 50 + 25 + 25 = 100
● 8250 / 100 = 82.5%



How to Set Category Weightings

● The Category Weightings section controls the weights for how the system calculates the
average grade, depending on the categories. Category Weightings are only used when using
the Weighting Schemes 'Category Weighting' or 'Cumulative and Category Weighting'.



3). Cumulative Scoring

● This scheme takes the total attained points for all events, and divides it by the total possible
points.

Example:
○ John received a 80/100 and a 4/10 on two events (it doesn’t matter wether they were

test, quiz or homework. Here’s the math:
○ 80 + 4 = 84
○ 100 + 10 = 110
○ 84 / 110 = .763 or 76.3%

4). Cumulative and Category Weighting

● This method works like Category weighting, however rather than applying the standard scoring
to each individual category it uses cumulative scoring.

Alternate Weighted Grading Options (Not Category Weighting)
(Not Using the Category Weighting Scheme)

Option #1 - Standard Scoring + Multiplier
In this option, set your grade book weighting scheme to Standard Scoring.



In the event, assign a Multiplier and select 'Max Score' for the scoring
method along with the total points possible.

Option #2 - Cumulative Scoring + Max Score
In this option, set your grade book weighting scheme to Cumulative Scoring.



In the event, select 'Max Score' for the scoring method along with the
total points possible times how many you would use as a multiplier.

3). Review & Set Your Preferences
The Preferences section controls how you view and interact with your gradebook; it’s there to help you
customize your gradebook for your needs.

IMPORTANT - Each course you teach has a separate gradebook and therefore separate preferences
that need to be viewed and possibly edited.



To view or edit your preferences:
● Go into a specific grade book (from Grades, Select Curriculum and click GradeBook Input)
● Refer to the top right hand menu, click the word 'Preferences'.

Here are the different options:

● Display in Reverse Date Order - this changes the order of events from either current date to
earlier date or from earlier date to current date

● Show # Finished Assignments - this allows you to only display the events that have grades for
all the students (the system hides the incomplete events)

● Show # Future Assignments - this will allow all future events to be shown

● Input Notes - a great tool that allows you to make notes about any student's grade for any
event

● Input single event / Numeric Keypad Entry - this allows you to use your return key as a tab to
quickly enter grades for each student in an event

○ This one can help speed up your data entry depending on the person

4). Understand Filter and Interface Options
The top left of your GradeBook includes settings that control which events and grades display on your
page.

Filters/Settings
● Course: The first drop down menu shows which course you are viewing; you can use this to

switch which course you are viewing
● Term: The system will default to pull up the current term (trimester or quarter); you can use the

Term drop down menu to change it
● Category: You can filter your events by category by using this option

Navigation
Events will populate across the page horizontally. If there are more events then what fit on the screen
then you can scroll to the right and left in order to view more.

Can’t find an event?
If you cannot find an event then you can…

1. Check your Preferences and see if the “Show Finished” or “Show Future” settings are the issue.
2. Consider what term you are viewing. The Setting for “Term” will default to show the current

quarter or trimester. When you create an event the system will default to the current date. This
can result in users accidentally creating events for incorrect terms. You can change the term
setting to the previous term and review. You may find your event there.



How To Enter Grades

1). Create Events (Add Assessments)
An Event is the set of information describing an assessment whether it be a test, quiz, classwork,
homework, project etc. The set of data can include a name of the assessment, date, max score,
category, and other information.

How to Create an Event

● Open a GradeBook
○ Click Grades
○ Choose a course from the Select Curriculum dropdown menu
○ Click GradeBook Input

● Click Create Event from the top right of your screen
● Enter details about your event in the dialog box and click Create Event

Important: If you just created a new event and can not find it, make sure the date you entered for the
event matches the Quarter/Trimester that you are viewing in your GradeBook. If the date falls in the
range for a different Quarter/Trimester, then you will have to change to that Quarter/Trimester to view
and edit the event.

Elements of an Event
When you click Create Event the following fields and settings are available:

● #1: In the highlighted sections, these are the fields that the teacher will need to fill in in order to
successfully create a new event.

○ Name: This is where you will name your assessment



○ Date: THE DATE OF THE EVENT IS VERY IMPORTANT. THE SYSTEM WILL KNOW
WHICH TERM (QUARTER OR TRIMESTER) TO COUNT THE EVENT TOWARD
BASED ON THIS DATE.

○ Status: The Status (in the yellow section above) allows you to specify different ways the
event should count toward the grade average.

■ Status Options:
● Normal is the default and means there is a factor of 1 applied to the

grade
● Extra Credit - any scores entered will only add to the student's total

average. A student with nothing entered will not be harmed.
● Can be Dropped - allows a specific student's grade from this event to be

dropped. Each student is given a check box and once the box next to the
score is checked and the "Save Changes" button is clicked then that
specific grade will be dropped.

● Not for Grade - if the event will not be included in the overall grade
calculations. This setting is applied to all students/grades in this event and
not for specific students/grades.

● Event Multiplier - allows the new event to be counted double or more in
the final computation of grades in GradeBook. After choosing "Event
Multiplier" you must then enter a number in the box entitled "multiplier" (to
count double, enter 2 and so on).

○ Multiplier: This field is only used if the Status is “Event Multiplier”

○ Scoring Method: Refers to whether you are recording letter grades or numerical scores
for the assessment. If you select numerical “Score” then you will need to enter a max
score as well.

■ If the grade scale is 1,2,3,4 rather than A-F then those are considered “letter
grades” too.

■ The items to consider when choosing whether you want to record Letter or
Numerical grades are what type of course you are teaching and for what grade
level? Specials courses or certain younger grades may only use a grade scale
such as OSU (Outstanding, etc). In this case, it may be useful to just record OSU
grades in the gradebook. For courses where you are using an A-F type scale
then it may make more sense to record numerical scores.

■ Click Percent - The backend of the system must convert each letter grade into a
number in order to calculate an average grade. The number assigned is
determined by the grade scale and it’s usually the mean of the range of scores
for that letter. For example, an A may stand for any score from 93-97, so the click
percent would likely be 94. With this in mind, if you use letter grades in your
grade book, then the system will use “click percents” (converted scores) to
calculate your average rather than raw scores.

○ Copies of Event: Can be used as a shortcut. If you have an assessment that repeats,
then you can create copies. Once that is done you will then edit the date field on
subsequent copies.

○ Category: This field offers the ability to assign a category to your event such as test,
quiz, etc. Schools can add categories with admin permission and through HelpDesk.



● #2: Description/Links: The teacher can type a more detailed description of the event. When
the teacher posts this event to his/her BulletinBoard (see #4), then this description will help the
students and parents better understand the event. If there is something on the internet
(website) that would help the students as a reference, the teacher can post the link here. This
link will appear on the BulletinBoard after the description (see #4).

● #3: Notifications:

○ This is the option the teacher will need to check if he/she would like all of this information
to appear on their BulletinBoard and calendar. If they do NOT check mark this, then
ONLY the event name and date will appear in the grade book and in the student's
assignment calendar.

○ #4: These two options will send FDmail messages to the parents or students which
would contain this event's information.

● #5: Attach File: If the teacher has created a study sheet or has some other type of reference
document, they can upload it and then choose the link of the uploaded document or choose
from a selection of files that have previously been uploaded. This will also appear on the
teacher's BulletinBoard (see #4). The next section, “How to attach a file” will provide more
information.

● How to attach a file:
○ Go to Grades and click GradeBook Input.
○ In your Create Event or your Edit Event dialog box, Click the 'Browse' (or

'Choose File') button. This will prompt you with a file browser where you can
select a file from your computer to attach.

○ Click the 'Select File: From Uploads...' drop-down menu to choose from files you
have already uploaded to FastDirect.

○ Check the box for 'Publish to BB/calendar'
○ Click 'Create' or 'Save Changes'
○ Important:When you attach a file to a GradeBook event via the 'Browse'

method, that file is uploaded to FastDirect and will appear in your File Manager
(accessed by clicking 'File Manager' under your staff options and preferences
box that appears on your 'Home' screen).

● How to change a file already attached to an event:
● Click on the Event name to edit
● Refer to 'Description/Links' text box
● Delete all the text in that field and click 'Save Changes'
● Edit the event again and attach your file

How Delete Events
1.) Click on the name of the event that you would like deleted
2.) In the event edit box, click the 'delete' button near the bottom left corner
3.) When asked if you are sure you want to delete the event, click 'OK'

How to Edit Events
● Click on the name of the event (move your cursor over the event name and click it - the event

name should become underlined when you move the cursor over it
● Make any changes to the event and click Save Changes



Important: You cannot change the Scoring Method (Numerical/Letter) unless there are no grades given
to students for that event. With this in mind, you will need to create a new corrected event, copy over
the students’ grades, and delete the original. The steps are as follows.

If you need to edit the Scoring Method (Numeric vs. Letter Scores), then follow these
steps:

● Create a new event with the same elements and the corrected Scoring Method
● Enter the scores for this new event
● Click on the name of the original Event (in order to open the Edit Event dialog box)
● Click Delete in the bottom left corner

How to Copy Events from One Course to Another
If you have two or more courses with the same gradebook events then you can use the Copy Events
feature in order to copy events already created in one course to the other course.

In this example, the teacher has a Social Students course for grade 1 and another Social Studies
course for grade 2 and they share some of the same events in both courses.

1. Starting in the Gradebook for Social Students grade 1, enter a batch of events
2. Now switch to your Social Studies grade 2 course and click Copy Events in the upper right of

the page
3. Select which events you want to copy, enter the dates you want associated with each event and

click Copy Events

2). Enter Grades

How to Enter Grades or Notes:
● Once you create an event, it will appear on the page (assuming it’s for the current term). Events

will populate in columns across the page and provide fields for grade and note entry.

Data Entry Process Options:

1). Default grade data entry process:
(This process assumes that the Preference for “Input single event/ Numeric Keypad Entry” is NOT
enabled)

● In the grade fields, depending on the max grade setting, you will either type the numeric value in
each box or select a letter grade from a drop down menu.

○ If you enter “NA” or “na” as a grade that will exclude the event from the missing
assignments report

● In the notes fields, add notes as needed
● Click Save Changes



2). Input single event / Numeric Keypad Entry: Depending on your workflow, there is an important
setting in Preferences of which you should be aware. It is called “Input single event / Numeric Keypad
Entry.”

● This allows you to use your return key as a tab button to quickly enter grades for each student in
an event. Users who use a numeric keypad like this.

● If this option is enabled, then in order to input grades, you will first click the circle for “Input/Edit”
shown in the header of an event.

● Then you can proceed as described above and click Save Changes

3). Max to all: After you create an event there is a blue link in the header that will say, “Max:...” If you
click this, then the system will give all students the max score. You do not need to click Save Changes
because clicking the link saves it.

How to Enable the Notes Field:
● Click Preferences
● Check the box for “Input Notes”
● Click Save Changes

How to Mark an Event as Excused:
● DOES NOT show up on the Missing Assignments Report

○ Enter “na” as the grade
○ If the event is looking for you to type in a numerical score, then type “na” in the grade

box rather than the grade and click Save Changes
○ If the event is looking for a letter grade, then select “na” from the drop down menu and

click Save Changes
● DOES show up on the Missing Assignments Report

○ Leave the grade field empty
○ Enter any note you like to indicate that it’s excused, such as “excused”

GRADEBOOK REPORTS

Reports Options Within The GradeBook
When you open a GradeBook for an individual course you have 2 reports. One report is for an
individual student and the other report is for the whole class roster.

For An Individual Student:
Open a GradeBook
Click on the Student’s Name (the name itself is a link to a gradebook report for that specific course)

For All Students in a Course:
Open a GradeBook
Click Print from the upper right corner



GradeBook Printout Report

What it is:
This report shows all grades for all courses for an individual student. It is the report that parents would
see if that feature is enabled by the school admin and it can be useful as a tool for mid-term parent
teacher conferences.

● Only homeroom teachers and admin can access this.
● There must be at least one event graded in the gradebook for it to show anything

Where it is:
● Click Grades
● Refer to the middle of the gray box, where is says, “Select One.”
● Select a student's name and a grading period.
● In the report drop down, select which kind of report you would like (see below for examples of

the different types of reports). The system will default to the type that admin have permissioned
parents to see.

● Click 'GradeBook Printout'

What Parents See:
Parents will only see this report if school admin have enabled it. School admin also pick which type of
report is published. The types of reports are show below.

Types of GradeBook Printout Reports:

Full GradeBook Printout:
(Lists all information available: Categories, courses, events, notes, scores, totals, averages, etc.)



1 line per event:



1 line per course
(Course name is shown with total percentage and letter grade. No notes or events are shown.)

1 line per event % only
(Course name, events, notes, and percentages are shown. Only the total letter grade is
shown, not event letter grade.)



1 line per event Grade only
(Course name, events, notes, and letter grades are shown. No percentages are shown.)



Missing Assignments Report
Where It Is:

● Reports > Grades > Missing Assignments
-or-

● On your homepage, near the bottom

What Parents See:
● Parents will only have access to a missing assignments report if a school Admin has enabled it.

This is set on a per grade level basis.
○ Admin can also set whether the system will include events with a score of zero in the

report. This is set on a per school basis.
● Parents will see any event listed as missing as long as the date of the event has passed AND

grades are given for at least one child for that event.
● If “na” is entered for an event grade, then it will not appear as missing on this report.


