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Introduction

Welcome students to GradesFirst, your home for staying connected with your advisors, tutors and professors. We truly hope
you enjoy using GradesFirst and find it essential to helping you manage your daily student activities. Within the application
you will find a powerful combination of programming functionality that focuses on helping advisors more effectively succeed
on student retention and eligibility. In other words, GradesFirst will put the power of information at your fingertips as you
use our diverse set of tools to help maximize the effectiveness of your daily student activities.

The scope of this document is to provide you, the student, with a source of information that will help you understand and use

GradesFirst. Since GradesFirst is a very flexible application, this document will instruct you on the basics of using the system.
However, keep in mind, these instructions will be general in nature as universities will have a varying degree of needs.
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Support

How do | contact technical support? You can log a support ticket by emailing support@gradesfirst.com. This will
automatically create a support ticket, viewable by our entire support staff, to ensure a speedy reply.

Accessing GradesFirst

When your user account is created, you will receive an email asking you to activate your account. Below is an example of just
what that initial email will look like.

Your GradesFirst account has been created. Please
activate it.

Hello Alexander Holtsman:

Your GradesFirst account has been created, but you need to activate it. Details are
included below.

By clicking the link provided, you will be logged into GradesFirst and a secondary
email will be sent to you, containing your usemame and password.

Click this link:

Activate My ACCOUNt @mm—

Clicking this link will activate your
account and log you directly into [l
GradesFirst.

Once logged into GradesFirst, you will receive a second email that contains your Username, Password and the URL you will
use to access GradesFirst the next time you log in.

Your GradesFirst account has been activated.

The account is active and ready for you to log in. Details are included below.

Username: Your Username will be automatically assigned to
aholtsman | @—— you. This is usually, by default, your email address.

Password:
OkbwOnyd @— Your Password is assigned by GradesFirst but can
be changed by clicking the “Update my Password”
link in GradesFirst.

Next Steps:
Please visit https://apps.gradesfirst.com and use your usemame and password to
login.

This is the URL you will use to log into
GradesFirst. Itis recommended you make this
a “Favorite” within your browser.

We do recommend creating a “Bookmark” for the URL for easy and quick access to GradesFirst. Please be sure to write down
your User Name and Password and store them in a safe place.
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Home

When you log into GradesFirst, you will be immediately taken to your Home page. This is where you will spend the majority
of your time. Below is a sample screenshot of what your Home page may look like as student permissions will vary between
institutions.

GradesFirst University ‘

My Calendar

The Calendar tab will display your class

Hello, Al . . rch  Termm: Spring 2010 Online Support
ello, Andre schedule, assignments and appointments The Communications
Home that have been assigned to you. option will display all
prerpe correspondences sent To
Class Information l Reports Calendar and From you.
—
h 7 pD!
Classes This Term bt
) send 2o Prof Use this option to send an email to @ Communications
: the professors on your class schedule. © Important School Information @ | Click this link to view
] Class Name Professor important information
— BIO100-23016 Introductory . . : : Reguesta Study Hall Information outlined by the staff at
O Biology Marcia Watkins TR 9:30a-10:20a B- A Tutor ADDt . . y :
your institution.
[ | ENG101-2121SEnglish Kimberly Siahkoohi MTR 11:00a-12:15p A B+ Requesta
Composition | Tutor Appt
| MAT105-24172 Mathematics , . : Requesta
O h AR alications April Spears MWF 11:15a-12:05p D C+ T ToTADt
— SOC400-20879 Racial and Requesta
(S]] e i Dionne Smith MTR 12:30p-1:45p c 8 e
Assignments This Term The Study Hall view
Class  Due Date  Title Complete Date Comment displays vital information
BIO100 07/05/2010 Mid Term Paper 07/06/2010  Andre wrote an outstanding paper on cell biology. Study Hall Stats about your weekly study
SOC400 07/14/2010 Observe Community Leader T°_day: =R hall requirement.
L H H i i i This Week: 1hr 35min
Required Time: Shr Omin
Last Week Omin
All assignments entered in GradesFirst will be displayed here as well as L EETE L IS This is a quick view of your
on your Calendar. If the assignment is completed, you will see a ) Advising appointment @ upcoming appointments.
“Complete Date” along with optional “Comments.” | #1) with A. McCarrell

Andrew McCarrell

Other areas of interest on your Home page are:

1. Add an Appointment. If this link is visible on your Home page, then permission has been granted for you to
create a tutor/advisor appointments.

2. Request a Tutor Appt. Need help with a class? Use this link to request a tutor.
3. Calendar. View your class schedule, assignments and all appointments that have been scheduled for you.
4. Reports. View reports/information that has been linked to you.
The pages that follow are intended to expound on each topic shown above (1 —4). Each topic will fit on a single page make

printing all or parts of this document rather easy. Need to print the page on “Requesting a Tutor Appt”, that’s easy, simply
print page 6.
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Add an Appointment

Use this option if you wish to create a tutor or advisor appointment. Using this option will actually create and schedule your
appointment of choice. After the appointment has been saved, GradesFirst will send emails to attendees as well as update
everyone’s calendars.

GradesFirst GradesFirst University ‘

Hello, Andre Click this link to create a tutor or advisor appointment. If you Quick Search ; Tem: Spring 2010 | Online Support
Hom e do not see this link, this means you do not have permissions
m to use this option.

tions
‘ Class Information Reports Calendar Op

— ;
- T) Add an Appointment
Classes This Term .

() Communications
- Send Message to Professor

© !mportant School Information

N ~‘w\m-\u~r‘ﬂy W\\Jw‘*‘w "‘GN\_ P r‘\r“"“"‘ o

Clicking the ‘Add an Appointment’ link will display a screen similar to the one below.

The Basics Select a Meeting Time

Type of Calendar Item:

Ty e a— Select which type of appointment you

q 0 wish to create; tutor or advisor. y I
Tutoring Appointment ’ RUL) Conflicts?

(=] 3:00p-3:30p

jLopic (=] 3:30p-4:00p
Meeting with Advisor pas

O 4:00p-4:30p

Location o 4:30p-5:00p

Advisor's Office (=] 5:00p-5:30p

0 5:30p-6:00p

Date of Appointment
— 6:00p-6:301 Schedule Review with Advisor (Andrew McCarrell,
07/09/2010 — :00p-0:30p Andre Gunn)

=] 6:30p-7:00p \

Attendees \
Gunn, Andre (attending) %]

After selecting the date and advisor for the appointment, GradesFirst will display all schedule
conflicts in red. In this example, Andrew and Andre both have an appointment between

Advisor for this Appointment

Resetselection 6:00p — 6:30p, so you will want to avoid selecting this time when creating your appointment.
Advisor Available Times
MWF 3:00p-7:00p
® McCarrell, Andrew TR 5:00p-0-00p
O Jackson, Carly MWRF 1:00p-6:00p Depending on which type of appointment being created, this section will either display a list

of advisors or tutors. Next to each person will be their available meeting times.
Appointment Reminders

[V send an email reminder. | | | ]
O— GradesFirst can send both email and text message reminders the day of the appointment.

2 i . . .
ctUlextiemincer Select the appropriate box to ensure the correct reminder is sent.

Save Appointment

Afler you have selecled a dale, advisor and Llime for Lthe appoinument, click Save. This will Lthen create the appointment,
update calendars and send emails notifying users of the appointment. Email reminders, if checked, will be sent the day of the
appointment (at 6:30 CST) while text reminders are sent “xx” minutes before the appointment.
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Request a Tutor Appointment

Need help with a particular course? Requesting a tutor couldn’t be easier!

GradesFirst GradesFirst University ‘

Hello, Andre Quick Search  Term: Spring 2010 ' Online Support
Home
Class Inf i R Options
\ ass,|nfomation eports This link can be used to request a tutor for any class on
— .
X 7
Classes This Term your schedule. (") Add an Appointment
) Communications
-) Send Message to Professor
@© !mportant School Information
] Class Name Professor Days/Times Midterm Final
»
— BIO100-23016 Introductory : . Reguesta Study Hall Information
" Biology Marcia Watkins TR 9:30a-10:20a B- A eI
O ENG101-21215 English Kimberly Siahkoohi MTR 11:00a-12:15p A B+ Reguesta
Composition | Tutor Appt

— MAT105-24172 Mathematics

Requesta
with Applications April Spears S R > & Tutor Appt \_‘A

On the Request a Tutor screen (shown below), enter your preferred meeting time, click Send, and an email will be sent to the
appropriate school personnel to match your request with a tutor. You will be notified via email when your request has been

approved.
Request a Tutor x
Class: l
MAT105 - Mathematics with Applications
Preferred Meeting Time: Enter your preferred meeting time for this
Anytime b 6-9pm tutor request. This information is visible by
the user making the tutor appointments.
For:
Andre Gunn

Send Tutor Request | ( Cancel)

Once Lhe Lulor coordinator has matched your request with a tutor, you will receive an email much like the one below.

Appointment Scheduled

An appointment has been scheduled for 07/22/2010 7:30p-8:00p. Details are included
below.

Attendees:
Shirley Jones
Andre Gunn

Topic:
Tutoring for Racial and Ethnic Relations

Location:
Study Hall - Room 114

Date of Appointment:
07/22/2010 7:30p-8:00p

Time:
7:30p-8:00p

This email wili list ail attendees, the topic, location, date and time of the upcoming appointment. This information will also
appear on your Calendar.
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Calendar

Forget your class schedule or upcoming appointments? Click the Calendar tab to see what’s on your schedule!

GradesFirst

GradesFirst University ‘

Hello, Andre

Quick Search Term: Spring 2010 Online Support
Use this tab to view your calendar.
Home

Options
Class Information Reports Calendar pt

Classes This Term

(") Add an Appointment
-) Send Message to Professor
T AT YW SPURINOURRIS LS St e N o [TIDOT N chgfaforg®=a

) Communications

Clicking the Calendar tab will display the screen below.

Class Information Reports Calendar

Calendar
‘ < | » | today July 2010 month day
Sun Mon Tue Wed Thu Fri Sat
1 2 3
Orange = Assignments LOITPOSIUON | AN ISIONE L \| Gray = Your class schedule
4 N8 5 6 7 8 9 10
BIO100: Mid
Term Paper
6p Schedule
Review with
\ | Red = Advisor appointments

4pEng. Comp. 3pEnglish
Tutor Session Comp. Tutor

Session

3pinto to Bio \
Tutor Session Green = Tutor appointments
11 12 13 ]4 15

While Gradesrirst defauits to viewing by Month, you can change this view by clicking on either Week or Day. If you use

FireFox or Chrome, you can mouse-over an event on your calendar for a more detailed view (sorry IE users, we’re not quite
there yet for your browser).
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Reports

This is where all reporting and notes created by professors, advisors, coaches and/or tutors are stored and displayed.

GradesFirst University ‘

GradesFirst

My Calendar

Hello, Andre

Home

Click the Reports tab to view information posted by
advisors, tutors, coaches, professors, etc.

Quick Search  Term: Spring 2010 | Online Support

Calendar

Class Information Reports

Classes This Term

) Send Message to Professor

Options

(") Add an Appointment

) Communications

o ai sy UV S PP S

Please keep in mind that you may see all or none of the information below depending on your permissions as a student.

Class Information Reports Calendar

Progress Reports

Progress Reports can be created
by professors and/or advisors that
will summarize your progress in
each course.

Notes About Student

Date Created By Note

Notes created by advisors, tutors,
coaches and/or professors
(depending on permissions) are

Date Class Professor Comment At Risk?
07/08/2010 SOC400 Racial and Ethnic Relations Dionne Smith Andre needs to do abetter... RN Detail /

) ) o ) . ) ) Advisor Reports are report
07/08/2010 MAT105 Mathematics with Applications April Spears He does a great job prepari... No Detail summarizing your advisor
Advisor Reports appointment(s).
Date Course Follow-Up Comment
05/14/2010 Andre never notified me he ... Details Typically, after each tutor session

areport is filed by the tutor that

WL PR summarizes what transpired
Date Course Follow-Up Comment during the session.
07/08/2010 BIO100 Introductory Biology Andre was prepared and very... Details
07/08/2010 MAT105 Mathematics with Applications Andre called to cancel our ... Details

06/11/2010 Andrew McCarrell

Andre dropped by to chat about the economy and his concerns.

viewed here. However, notes that
are marked as “Private” will not

be viewable by the student.

As previously stated, you may see ali or some of these reports described above depending upor your permissions das defined

in GradesFirst. If you do not have access to specific reports, and believe you should, please contact your GradesFirst

Administrator for permissions.
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Responding to an Appointment Campaign (Student Perspective)

Advisors have the ability to request that a specific group of students sign up for an advisor appointment(s). This process
mainly works via email. The student will receive an email (see screenshot below) where they will click the link to select an
appointment time.

Please schedule your advisor appointment.
Hello Andre Gunn:

You have been requested, by your advisor, to schedule an appointment with them. By
clicking the link provided, you can simply select a time that works with your schedule.

Please sign up for a quick appointment with me to discuss your schedule.

Use this link to begin the scheduling process.

Schedule an AdvisorApgointmen!/

If you have trouble with the above link, copy and paste this address into your
browser:

https://demo.gradesfirst. com/a/b9accec

If the “Schedule an Advisor Appointment” link doesn’t work, copy and paste the URL in the email into your browser. Either
way, the Schedule an Advising Appointment screen below should appear.

Schedule An Advising Appointment|

Appointment Details Step 1: Choose a Day to Meet
Only days that have imes available will be selectable.

Topic:

Discuss schedules [« July 2010 August 2010 September 2010 ()]
) Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa

Location:

My Office

Advisor:

Andrew McCarrell

28/| 20/[[30]

Special Instructions: \

Please sign up for a quick appointment
with me to discuss your schedule. Today

Selecting the date will display all available
appointment times below.

Step 2 Choose a Time to Mee
Select a ime and then save the appointment.

Appointment Reminders

Send an email reminder. )
Times for: Jul 30 2010

Send a text reminder. © 3:300-3:40 Select a time in which you would like to meet. Only
- p-3:40p times that have not been selected will be displayed here.
Cell Phone Number: ) 3:40p-3:50p
2055410000 © 3:50p-4:00p

i 4:00p-4:10p Times marked in red are events that have already been
- ) 4:10p-4:20p placed on your calendar. Therefore, you should avoid
Save Appointment ©) 4:20p-4:30p scheduling an appointment where it creates a conflict.
© 4:30p-4:40p
©) 4:40p-4:50p
Make sure to check (or uncheck) the appropriate ©) 4:50p-5:00p

box in order to use the correct reminder option.

@ 5:00p-5:10p (You have something scheduled at this time)

@ 5:10p-5:20p (You have something scheduled at this time)

@ 5:20p-5:30p (You have something scheduled at this time)

Click Save Appointment to confirm your time selection with your advisor. Upon ciicking Save, an email will be sent to you and
your advisor. GradesFirst will also update your calendar as well.
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Facebook Student Interface

Don’t have access to GradesFirst application? That’s ok; just request a Facebook invitation to be sent from your advisor so
that you can have access to all the same information via our new GradesFirst Facebook application.

GradesFirst

Click here to see your messages from GradesFirst.
Like most email options, if you have ‘new’ messages,
the number will be displayed in parenthesis.

Welcome, Andre Gunn

Home (1) Messages from GradesFirst University /

Spring 2010 Class Schedule

Class Name Professor Days/Times Absences

BIO100-23016 Introductory Biology Marcia Watkins TR 9:30a-10:20a 0(0) Reguest a Tutor
ENG101-21215 English Composition I Kimberly Siahkoohi MTR 11:00a-12:15p 0(0) Reguest a Tutor
MAT 105-24172 Mathematics with ' A . p

Applications April Spears MWF 11:15a-12:05p 0(0) Request a Tutor
SOC00-20875 Racial and Ethnic Dionne Smith MTR 12:30p-1:45p 0(0) Request a Tutor
Relations

(s Email all my Professors Need help with a class? Click this link to

initiate the ‘Request a Tutor’ process.

Email all your professors via the ‘Email all my Professors’
Your Advisors | linkor individually by clicking the professor’s name.

Advisor Name Email Address Cell Phone Work Phone
Andrew McCarrell andy @gradesfirst.com 205.541.0832 Send a Message
Carly Jackson jackson@gradesfirst.com 205.544.0298 Send a Message

/

Contact your advisor(s) via email. I
me

Upcoming Events

Date Name Lod
07/30/2010 Advising appointment with A. McCarrell Study Hall 3:00p-3:30p
07/30/2010 Tutoring session for Sociology 400 STudy Hall rm 114 5:00p-6:00p

t"“i Add 3 New Calendar Item @ Need to “block” out a specific period of time or schedule an
appointment? You'll use this link to accomplish just that.

Study Hall

4hr Omin remaining in study hall requirements for this week, (@ A quick view of how much more time is needed
to complete your weekly study hall requirement.

Important Information

GradesFirst Security Office
For any security issues that may arise, please give our experienced security staff the opportunity to serve you!
Phone
205.888. 1888
Email Address Important Information can contain any information
secuirty @gradesfirst.com deemed such by the GradesFirst Admin. This will primarily
be used to relay specific information to students.
Web Address

www.gradesfirst.com/security

Haven’t ‘synced’ up your Facebook account with GradesFirst, see how in the next section.
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Sync GradesFirst to your Facebook Account

In order to sync our GradesFirst application to your Facebook account you will need to first receive the email invitation from
your advisor in GradesFirst. This email will look like the one shown below.

Add GradesFirst to your Facebook page.

To add GradesFirst to your Facebook page, use the code included below and visit the
web site provided.

Why would | want to do this?

Adding GradesFirst to your Facebook page allows you to stay connected with your
latest academic information without having to go to a separate web site to receive it.
For example, you will have access to your current class schedule, upcoming
appointments, study hall updates and messages from your tutors and advisors. You
can also request a tutor and contact your professors.

Please visit: Click this link to being the syncing process
http://apps facebook com/gradesfirst demo @ | between GradesFirst and Facebook.

Enter this Code:
€1933466d5 @mmmm— This is the code you will enter
when prompted by Facebook.

Clicking the link above will prompt Facebook to ask for permission to allow the GradesFirst application to be installed on your
Facebook page.

Request for Permission

GradesFirst Demo is requesting permission to do the following:

e

GradesFirst Demo

Report Appication Click the ‘Allow’ button. \
Logged in as Andrew McCarrell (Not You?) m Leave Application

The last step will be Lo enter your aclivation code (see emaii above) and click ‘Connect to GradesFirst’.

facebook = &

I have an Activation Code...

Before using GradesFirst on Facebook, you will need to connect your account by using the activation code you received via email.

Your Activation Code:
€1933466d5 @u—

This is where you will enter that activation code that was

contained in the “Add GradesFirst to your Facebook page”
- s ansod email. Asimple cut and paste of that code will work. .
annanae B A . e Y

Once done, the GradesFirst application will now be accessible via Facebook. GradesFirst will now appear along with your
other Applications on your Facebook page. One way to access your applications is to click on Account > Application Settings >
and it is there you will see the new GradesFirst application.
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