
COURSE CENTERS & TERM TRANSITIONS 

About School Loop’s Course Center

In School Loop, all sections assigned to you are associated with a Course Center. A Course 
Center is School Loop’s hub for all of the course-related tools that offered teachers. Each Course 
Center comes with a course web site, course locker, roster tools, reports, gradebooks and more. 
Course Centers do not go away nor does the content within a Course Center. 

Course Center Contents 
Dashboard 

€ Trending Information 
€ Gradebooks (Current and Previous) 
€ Add a New Gradebook 

Site Builder 
€ Assign Work/Notes  
€ Course Locker 
€ View the Course Web Site 
€ Add Course Web Site General Info 

Assignment List in the Gradebook, Publishing Status 

Toolbox 
€ Progress Reports (individual progress reports) 
€ Print Center (gradebook printouts, progress reports by period) 
€ Roster Tools/Printout 
€ Section Manager 
€ Assignment Archive 

High Priority Students in your Course 

Weekly Ledger of Due Assignments 

Course Calendar 

Term Transitions: What Happens In School Loop

During the term transition periods, School Loop may import a new section from your school’s SIS. 
School Loop places the section in an existing Course Center and posts an alert on your 
homepage about new sections. 

 If you want the section to be placed in a different Course Center or you prefer to have a new one 
for the section, you have the option of making the change and can place any of your sections into 
any Course Center, existing or new. You may make these changes in the Section Manager .



ADDING A NEW GRADEBOOK 

Gradebooks live in Course Centers.  You may create as many gradebooks as you need. 
Gradebooks are defined by date ranges. The default is a full school year. Assignments appear in 
the gradebook whose range contains the assignment’s due dates. 

€ A new gradebook is included with each new Course Center. 
€ You can also add a new gradebook to an existing Course Center. 

How to Add a New Gradebook 

1. Go to the Course Center for the specific course.  

2. In the 
dashboard, in the 
gradebook 
section, Click Add 
New Gradebook. 

3. Give the new gradebook a 
title (ex. English 1 Term 2). 

4. Select the start date that 
matches when your new term 
date. Your previous 
gradebook will be given an 
end date that corresponds to 
your new gradebook’s start 
date. 

* Click Change to edit a 
gradebook name or date range. 



MERGING GRADEBOOKS 

Gradebook date ranges are highly flexible.  Changes in ranges or merging gradebooks does not 
affect the underlying data.   

Merging is a special form of editing that combines the date range of two gradebooks, allowing for 
a complete semester view, for instance.  By default, merged gradebooks assume the grading 
scales and weighting of the earlier gradebook’s settings.  These settings can then be edited.   

1. Go to the Course Center for the specific course.  

2. Click Merge to 
combine the 
gradebooks. 



HOW TO AVERAGE THE FINAL SCORE FROM DIFFERENT GRADE BOOKS 

Some teachers may not wish to merge gradebooks but would like to average the final scores from 
different gradebooks.  

1. Identify the final percentage score for each gradebook for each student. 
2. Create a new gradebook with a one day range at the end of the latest term. 

3. Create a gradebook only item for each 
term. The number of points for each item 
should equal 100. 

4. For each student and each term, enter 
the final percentage score for the term (89 
for 89%). 

5. The final grades will now be viewable. 

6.  For more complicated schemes, please contact support@schoolloop.com for help. 



SECTION MANAGER 

What is the Section Manager? 
The Section Manager includes all sections that School Loop has imported from your Student 
Information System (SIS). This includes sections that you may no longer teach along with new 
sections assigned to you. The Section Manager allows you to control how you group sections in 
Course Centers.  Course Centers contain gradebooks, web sites, digital lockers, and give you the 
tools to work with rosters, produce reports, publish assignments, and more. 

To Access the Section Manager:

1. Login to School Loop. 

2. In the Dashboard on 
your homepage is the 
Section Manager.  

For each section, School Loop shows you the following information (direct from the SIS): 
€ Period Number 
€ Course Title from the SIS 
€ Course ID 
€ Section ID 
€ Term Code 
€ Roster of Students (Current and Dropped)

In the Section Manager, you can see School Loop’s Course Center that is connected to each 
section. 

You can change the Course Center for a section and/or create a new Course Center. 

Sections you no longer teach will have all students appear dropped. 



How to Move a Section into a Different Course Cente r

1. Find the section. 

2. Identify the current Course Center for the section. 

3. Click the down arrow to view the list of available 
Course Centers in the Pulldown List. 

4. Select the desired Course Center. 

5. Click Submit. 

*Note: In some cases, different sections are given the same course name in the SIS, and it will 
appear that there is a duplicate listing.  In this circumstance, to group sections in the same 
Course Center, note the rank of the name on the list, and choose the same-ranked name as the 
Course Center for each section. 



How to Move a Section into a New Course Center

Sometimes it is necessary to create a new Course Center.  For a variety of reasons, the name of 
the correct Course Center may not be on the list, or perhaps you want to create a way to group a 
set of sections into one new entity.

1. Find the section. 

2. Identify the current Course Center for the section. 

3. Click the down arrow to 
view the list of available 
Course Centers in the 
Pulldown List. 

4. If the desired Course 
Center is not available, click 
the blue Add New Course 
Center to Pulldown List. 

5. Enter the new Course Center 
name. 

6. Click Submit. 

7. Select the desired 
Course Center for the 
section. 

8. Click Submit. 


