
 

 
Purpose: To set a default profile to all teachers within a division.
Step 1: Login as a SOIN administrator.  Proxy login as a teacher within the 
division.
Step 2:  Go to the Grade book of the teacher.
Step 3:   Select a class of the teacher as shown in the image and click on 
Modify Profile link.
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On the Modify Profile page click on Grading Scale. 
  

 
 
 
 
On the Grading Scale Screen either add a new scale or modify an existing scale to             
define a scale that you would like to assign to the sample(selected) teacher’s profile. 
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On the Add New Profile screen, let’s add a sample scale called New Scale.
 

 
 
 
Enter the Title of the scale, Description if any, Enter grades etc. and Save the scale.
 
Click on BACK and you will come to the Grade book Profile page.
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Click On the Edit Button of the class you would like to apply the New Grade to. If the 
scale is to be applied to all the classes of the teacher, click on Edit at the first class and 
apply the new grading scale to the class, right from the top - that is assigning it to the 
Final Grade Calculations, and each of the categories. This is the time, you will set the 
correct categories,  delete the ones that are not required. Add new ones, make sure the 
total weight is 100% and apply the newly created Grading Scale to the categories that 
should get that scale. Scroll down and check all the parameters, check off the classes of 
this teacher  and click on Save.
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Scroll down to apply the new scale to other classes of the teacher. Check off the classes 
to which the new scale is to be applied and Save it. 
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To copy this scale to all the other teachers in the  division,    click on the link  
in Blue called Copy  Profile to  Other  Teachers  located in the Copy 
Options block  as shown below:
 

Click on the Copy Profile To Other Teachers link. On this page, it 
shows the scale you have defined for the selected teacher. 
Select the School (division) from the School drop down . 
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It will show all the teachers in the selected division. Check  All to 
select all teachers or any number of teachers  whom you would 
like to apply the grading scale to and click on  Show  Class Profile 
Category Button. This will take you to the detail  page where  you 
can see the Grading Scale that you are about to apply to selected 
teachers on the Grade Book Profile Duplication screen.
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Click on Check All to select teachers and their classes to which the selected 
Grading Scale should be applied and click on Save.  The system creates 
a file with the selected teachers and submits it for processing in the 
background so that the selected profile can be applied to all the selected 
teachers .  The background job is invoked every 15 minutes. So it will take 
time some time before the entire process is completed. To check the status of 
this process, please click on the View Saved Profile Log Details Link. 
 

 
The View Saved Profile Details link shows the status of the job as shown 
below. While the job is processing the file, the status shows as Pending. Once it 
is completed, the status changes to Completed.

 
This completes the process of applying a profile to multiple 
teachers.
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