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STIClassroom Web 
Logging On 

 This is the URL you will use to get into the program from home:  http://www.usd305.com/sti/sti.asp 
 Once you enter this URL, you will see the following: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Select STI Classroom and you will see the following screen: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 Click on the appropriate school link. If you see a security alert window, click on Yes to proceed.  

http://www.usd305.com/sti/sti.asp
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 A network login window will come up.  You will need to enter your network User name and Password. 
 

 
 The next screen you see is the classroom page.   

 

 
 

 When you get to this page, click on the Teacher Services link to get to the Sign In screen. 
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 Once here, enter your User ID and password.  Then click OK button. 
 
 

STIClassroom Web Main Menu 
 

 
 Calendar – Attendance days will appear in black. Teacher specific courses –  The homeroom will be 

displayed along with all sections being taught by this teacher. The system defaults to the current term. To 
see all terms, uncheck the box to the left of the screen above the Schedule window.  

 
 Student Class Roster – Shows roster for each selected class.  
 Student Attendance Roster – Used to report daily and period attendance and view attendance records 

for students. 
 Manual Grade Entry – Used to manually insert grades into STIOffice without using Grade Book or 

to change grades already posted and add comments to report card. 
 Meal Counts— Used to track the type of meal students eat on a particular day (for example, Hot 

Lunch, Salad Only, Deli Sandwich, etc.) This icon will be grayed out unless it has been setup in the 
P rin cipal’s M odule. 

 Grade Book – U sed for storin g studen ts’ daily w ork an d averaging daily grades. 
 Skills— Used to track non-traditional grades. 
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Student Class Roster 
(1st icon on main screen) 
 

 
 
From this screen, you can access the following items, if access righ ts have been  gran ted in P rin cipal’s M odule or A dm in  
Services: 

 Demographics—  To access student demographics and guardian information that has been entered in 
STIOffice on a VIEW ONLY basis, click on a students name or id number in the roster list. The following 
are links on the bottom of the Demographic screen. 
 Schedule— T h e user can  view  a selected studen t’s sch edule from  th e dem ograph ic screen . The roster 

for another class can be viewed by clicking on the Course Description link. 
 Tests— User can view testing information on the selected student through the demographic screen. 

 Grade Level Roster — Click on the grade level of a student to view all students in that grade level. 
 Gender Roster – Click on the gender of a student to view all students of that gender. 
 Ethnic Roster – Click on the ethnicity of a student to view all students in that ethnic group. 
 Reports –  The reports link, found at the upper right of the screen by clicking on the Menu link, will allow 

user to print Mailing Labels, Class Roster or Schedule Report. To select the student for which to report, 
click in the white space next to their id number or name. The line will become highlighted in Blue. To 
multi-select students, h old dow n  th e sh ift key and click n ext to each  studen t’s ID  num ber or nam e or use 
the ctrl+shift option to select a range of students. 
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Student Attendance Roster  
(2nd icon on main screen) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 Post Attendance to the STIOffice Program— Follow these steps: 
1. All students are marked present by default unless they have been marked absent previously in the day 

by another teacher or through the office. Present students are indicated by the red square. Students who 
have already been marked absent previously in the day will appear with have a red X through a white 
box indicating they are absent. Students who have been marked absent with a reason such as field trip 
or college visit will appear with the red and white box indicating they are absent with a type of other. 

2. To mark a student absent, click once on the red square. It will become a white square. 
3. To mark a student tardy, click twice on the red square. A white square with a red T will appear by the 

name. 
4. Click ALL to mark all students present. 
5. Click NONE to mark all students missing. 
6. Once all students have been marked tardy or missing, click Post. A warning will appear indicating that 

once attendance has been posted, all changes must be made through the office. Click OK. 
 Include Count –  If the Include Counts checkbox is selected, All Day and Period absences and tardy totals 

for the current grading period will be displayed. 
 Alerts— The alert icons for Internet, Medical, Special Education and Special Instructions can be found in 

this column. 
 Internet— A  yellow  ―e‖ w ill display for an y student who has been given permission to access the 

Internet. 
 Medical— If th e studen t h as a M edical A lert, a yellow  ―+ ‖ w ill be seen .  
 Special Education— If the student has a Special Education code, a yellow lightning bolt will be seen.  
 Special Instructions— If th e student has a S pecial In struction or w arnin g, a yellow  ―!‖ w ill be seen . If 

given  access in  th e P rin cipal’s M odule or A dm in S ervices, the user may click on this link to view this 
information. 
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Manual Grade Entry  
(3rd icon on main screen) 
 

 B e sure to click on  th e program ’s B ack button  in stead of th e brow ser’s back button .  If you use th e 
brow ser’s back button , it m ay n ot save ch anges that you h ave m ade. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 If grades have been posted for the selected grading period, grades will appear. Grades may also be entered 

here for those not using Grade Book after posting has been enabled through STIC lassroom  P rin cipal’s 
Module. 

 Select student by clicking in the white area next to their name and click the Change link. Note: To view 
student’s dem ograph ic in form ation , click on  th e student’s nam e. 

 Insert Grades, Exam Grades, Etc. To cycle through the list of students, click Cycle at the bottom of the 
change window. To give the same grade, comments, etc. to all students on the list, click Fill. 

 Click OK. 
 T o blan k just on e student’s grades, h igh ligh t th e studen t and click Blank. To blank all students’ grades on 

this list, click Blank All. 
 Verification Rosters may be printed through the Reports link at the top of the window, which can be 

accessed by clicking in the Menu link. 
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Teacher Grade Book  
(5th icon on main screen) 
 

 B e sure to click on  th e program ’s B ack button  in stead of th e brow ser’s back button .  If you use th e 
brow ser’s back button , it m ay not save changes that you have made. 

 
 

 Before using the grade book, the Class Defaults must be set up for each grading period (if not already done 
from school computer).  To access Class defaults, click Menu | Class Defaults. 

 
Enter Grades 

Edit Selected Score (click on 3rd icon from left) 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Check to Cycle by Student or Activity (optional) 
 Enter the score for the student 
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 Check to Drop This Score if the score for this activity should not be included in the course average. 
 Enter a Teacher Comment (optional) which may be printed on progress reports by checking the Activity 

Comments box.  
 Click Clear to erase the score. 
 Click OK to save. 

 
Column Grade Entry  

(click on 4th icon from left) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 First, click on the description heading for the activity in which grades are to be entered, or select the 

activity from the drop down list. Then click the 4th icon. 
 Enter grades down the column by typing a number and pressing the ENTER key. Alternately, the teacher 

may type a number and click the Fill button  to fill grades entered to each  studen t follow in g th e student’s 
score when Fill was selected. 

 Other functions are to Drop/Undrop Scores and Clear (erase) All Scores. 
 Click Save when finished. 
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Printing Reports 
 

 
  
 
 

 Submit Button –  When available, click on the Submit button.  Reports will be listed in the Jobs Queue in 
the lower left hand corner of the Main Menu window.  Once you return to the Main Menu, click on the 
Refresh button (on browser toolbar).  You can then click on the name of the report to view it.  To print, 
click File from the menu bar and select Print.  Close the screen containing the print job when finished.  The 
report will remain in the job queue for 5 days.  To delete the job from the queue manually, click the trash 
icon next to the report. 

 Preview Button – When available, click on the Preview button.  Report will open up into a preview 
window.  To print, click File from the menu bar and select Print.  To return to STIClassroom Web, click on 
brow ser’s Back button.  

 
Print Selected S tudents’ R ep ort 

(Click on 6th icon from left) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Choose print options as desired. To print for multiple students, click the 1 Selected Student(s) link at the bottom of the 
screen. Use the shift+click or ctrl+click options to select multiple students. Click Select. The number of students selected 
should be updated. Click Submit.  

Print Grade Book 
(Click on 7th icon from left) 

Prints the grade book in a column format. Click File, Print from the menu bar. Click the browser back button to return to 
STIClassroom. 
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Print Class Progress Reports 
(Click on 8th icon from left) 

 

 
 

 Prints progress reports for an entire class. Shows all classes in the students’ schedules. 
 Select Report Options. Attendance may also be printed on Progress Report.  
 To print for multiple students, click the 1 Selected Student(s) link at the bottom of the screen. Use the 

shift+click or ctrl+click options to select multiple students. Click Select. The number of students selected 
should be updated. Click Submit. 

Post 
(Click on 9th icon from left) 

 

 
 

Student Schedule 
(Click on 10th icon from left) 

C lick to view /prin t selected studen t’s sch edule. 
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Student Demographics 
(Click on 11th icon from left) 

C lick to view  selected studen t’s dem ographic in form ation. 
 

Menu Options 
(Click on Menu in the upper right hand corner) 

1. Category List –  Insert/Change activity categories 
2. Copy Activities - Select class to Copy From. Select individual Activities or use shift+click or ctrl+click option 

to select multiple activities. To copy categories in addition to activities, click Copy Categories. Click Copy.  
3. Define Daily Activities –  Insert/Change activities 
4. Grade Book Comments – Create a list of comments to be attached to individual students or to print en masse 

when printing progress reports. 
5. Hide Names –  Click to hide names. The teacher will be prompted to enter their same password that is used to 

access STIClassroom. Click Menu | Hide Names to restore. 
6. Drop Scores –  Select drop highest/lowest scores from all or selected students. Should only be done at the end of 

the grading period. 
7. Move Scores –  If student has been changed from one section of a course to another section of the same course 

taught by the same teacher, access the grade book for the new course and click Move Scores. Select the course 
from which to copy grades and click Move. 

8. Sort – The grade book defaults to sortin g by S tuden t’s last n am e. The sort may be changed here. 
9. Lesson Planner - Click to access the Lesson Planner for the selected course and grading period. 
10. Calculate Course Average –  Click to view/calculate the student course average by adjusting the weights for 

various grading periods. 
11. Birthdays –  Click to view student birthdays. Check All Classes to view all birthdays, not just those in the 

selected course. Uncheck Current Month Only to view all birthdays for the year. 
12. Seating Chart –  Click to view/edit seating chart for the selected course. 
13. Class Worksheet –  Prints a column report displaying grades for selected activities. Options include printing a 

single line per student, landscape, blank scores only, average, letter grades, scores. 
14. Progress Report (All Classes) –  Prints progress report for all students for all classes, not just the selected class. 

Click the 1 Student(s) Selected link to select multiple students. Prints to the job queue. 
15. Grade book - Prints the grade book in a column format. Prints directly to the screen. 
16. Report Cards –  Prints report cards for selected students. Click the 1 Student(s) Selected link to select multiple 

students. Prints to the job queue. 
17. S tudents’ P rogress R ep orts – Prints progress report for the selected course only. Click the 1 Student(s) Selected 

link to select multiple students. Prints to the job queue. 
18. Missing Grades – Prints all activities by either activity or by student with blanks scores for the specified date 

range. Options include printing only the student ID (excludes the name), include letter grade, check whether or 
n ot to in clude 0’s, print on e page per studen t. 
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Skills  
(6th icon on main screen) 

 The icons within the skills screen have the same functionality as those in the grade book. Refer to the 
explanations above for detailed instructions. 

 


