Gradebook Advanced

Set Your Preferences

Set your preferences, such as the type of averaging you
want to use to calculate your grades.

1. Logon to the Staff view.
On the settings bar, click Set Preferences.

In the Set Preferences dialog box, click the
Gradebook tab.

4. Enter your preferences. Be sure to select the
Enable gradebook features checkbox, and to
define the parameters for calculating grades in the
Averages section.

Create Assignments

Create assignments in your gradebook. Then, you
can enter scores for these assignments. You can copy
assignments to quickly create duplicates, and you
can import assignments from your other class
sections or previous years.

1. Log on to the Staff view.

2. Click Gradebook > Assignments.

3. From the Options menu, select Add
Assignment or Add Ungraded
Assignments.

4. Enter the parameters for creating an assignment.
(See Calculating Averages handout.)

Create Assignment Categories

Define the types of assignments you give in your
classes by creating categories. For example, you
might assign homework, quizzes, tests, term
papers, and a presentation. Define a category for
each one.

1. Log on to the Staff view.

2. ClickGradebook Categories. Any existing
categories appear.

3. Go to Options Add:

Code *
Description *

Vigight 1

Assignment Defaults

Grade Scale > Name Q
Entry mode Beth v

Total points * ]

Weight 1

Extra credit points )

Score cannot be dropped

Visibility type Private r

Ssve | Cancel

4. Enter the parameters for a new category.

5. Click Save.
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Enter Assignment Scores

O Click Gradebook > Scores. Do the following:

(0]

Press the arrow keys, ENTER, or TAB to
move across rows or down columns, as you
set in your gradebook preferences. (Note:
Grades automatically save when you
move to another cell.)

To select a grade or comment, press
CTRL+L.

To enter feedback for a score, click the
Feedback icon .

To enter the same value for all students,
enter a grade for the first student, then
press CTRL+D, or go to Options > Fill-
Down Values. Then, you can change the
grade for the few students who did not
receive that grade.

Note: To give the student a zero or no credit for
an assignment, manually enter a zero (0).
Blank grades do not count toward averages.

The Term Grade average recalculates and appears in
blue at the bottom of the last column as you enter
assignment grades.

Post End-of-Term Grades to the Office
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Alexsis turned in the sssignment two deys past its due date,
hence the lower score.




