Best Grade Training
Premier Jour (8:30 A.M. – 5:30 P.M.)

8:30 - 9:30  
Sign in

Install the software on all computers.  Install additional training materials included in the packet.

Pass around Sign-in sheet.  

9:30 – 10:00:
Introductions

Introduce yourself and any special guests who are present.  Give your background.

If special guests are financiers or from the educational administration allow them to give a speech.

Explain the reasons why you are doing the training.

10:00 – 12:00:
 Demonstration of Best Grade 

Play the powerpoint presentation included in the packet

Open the software and demonstrate in this order:


-Main menu 

Explain that the menu reads like a book:  from top left, right, then to the bottom.  


-Classes and Admin

-Comments and Grades

-Select a Class/Stream

-Add Student Information and Grades
Explain the little menu at the top; term1, term2, term3 admin, subjects, Comments


Add student names

Set a level (A, O, Primary)

Add photos

Change the subjects

Go to 1st subject
Explain the columns for entering in grades, moyenne Devoir, n Comp

Repeat for other subjects

Explain Comments section

-Blank Teacher Pages


Show that you can change column headers, reset


-Student Rank

-Grade Summary


Show empty, filled

-Student Lists


Show that the list is sortable by column header


-Modifiable List


Create a liste to demonstrate



Show Reset


-Report Card


Show term1, term2, term3
Show inserting different numbers in the Student # boxes

Show change student
Explain how to install the software 

12:00 – 12:15
Break
12:15 – 2:00:
Interactive introduction to the software
Have trainees use the software on their computer as you explain the different parts

Show how to fix school information, class information, and comments and grades
Show how to enter classes and coefficients

Show blank teacher pages, rank, and student list pages
Show how to print the report cards
For about the last 40 mins, allow participants to use the software on their own.  Go around and answer any questions they may have.

2:00 – 3:00:
Lunch
3:00 – 4:00:
Proficiency test
Give each school a copy of the example professor sheets distributed.  Have them enter in all the information and Show you their finished bulletins.  If you run out of time it is not necessary that all schools finish.  For schools that finish early give them blank report cards and have them fill them out by hand with the information from the professor sheets.

4:00 – 4:15:
Break
4:15 – 5:00:
Repair or Upgrade BestGrade file
Show the repair or upgrade BestGrade file.  Explain how to use it and what it is for.

5:00 – 5:30:
Final presentation and distribution of CDs, evaluation forms, and fixing dates for follow-up visits 

Discuss the importance of backing up on cd or usb memory stick
Get feedback from the participants on the quality of the presentation.  Ask how to improve the presentation.  Ask how to improve the software.

Give one person from each school a copy of the software.  

Hand out business cards.

Hand out time, cost savings sheet found in the packet.

Discuss the cost savings of buying a laser printer for schools that do not have them.

Inform schools that you will be doing site visits (a month or two down the line) and pass out a sheet asking for good day/time to visit.

Afterwards

Return an electronic or scanned copy of the signin sheet to daniel.schier@bestgrade.org
If the Power goes out

Distribute printed versions of the powerpoint presentation.

Use the cost savings sheets to do a cost savings exercise.

Hand out blank report cards.  Have each participant attempt to fill out two report cards with the subject information provided in the example prof sheets.

