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Reporting Term Grade Set-up 

Choose the class you want to work with from the Classes pane on the upper left side.   

Choose the Grade Set-up from the Navigation bar. 

Choose the Calculations mode. 

Double click on the Reporting Term of your choice 

 

Select Term Weights 

Enter desired weight amount.  Click Save when complete. 
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Defining Categories 

Gradebook has four categories predefined:  Howework, Projects, Quiz and Test.  To 
add additional categories take the following steps: 

In the Categories pane on the left side of the screen, click on the plus + icon 
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The Create Assignment Category box will appear.  Enter requested information and  

click on “OK.” 

 

 

You will note that the new category will be listed in your Categories pane.   
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Creating Assignments 

Go to Scoresheet on the Navigation bar in the Assignments mode and be sure to be 
in the correct Reporting Term 

Click on the Plus + icon 

The ‘New Assignment’ box will display 

 

 

Enter requested information in the New Assignment box and click on “Save.” 
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Copying Assignments 

The Gradebook allows you to copy assignments from one marking period/term to 
another. 

Right click on the name of the assignment to be copied.  A drop down menu will appear. 

Choose Copy Assignments. 

 

The Copy Assignments box will appear.   

Check off one or more assignments you wish to copy. 

Click Next.  

 

________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________ 



  Department of Curriculum, Instruction, and Technology 
Student Management Services 

 
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 

 
 
 

Robert E. Lupinskie Center for Curriculum, Instruction, and Technology • Student Management Services 
One Merrick Avenue • Westbury, New York 11590 

 
 

  
 

‐‐ 10 ‐‐

 

Choose the applicable marking period/quarter/term and/or year you wish to copy 
assignments from the drop down. 

Check off appropriate classes you wish to copy assignments to. 

Click OK 

(Be sure to go back into the assignments and change the due dates, since they will 
change as well.) 
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Category Weight Set up 

From Grade Setup on the Navigation bar, in the Calculations mode, double click on 
the marking period/term you would like to set your category weights in.    

 

Set the marking period/term to Category Weights. 
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Select all categories you would like included in the final grade for that particular marking 
period/term/quarter.  

 

Type in the weight for each category selected to be calculated in the final grade. 

Click Save. 
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Copying Category Weights From One Marking Period to Another 

Once you have successfully set up your Category Weights for the first marking period, 
you may copy them to the remaining marking periods for the school year.   

From the first marking period/trimester, Category Weight set up screen click Copy. 

 

Select the marking period you would like to copy. (This is the marking period you initially 
set up the category weighting for.)  

Click OK. 
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Choose the marking periods that you wish to copy the category weighting/grade set up 
to.  (In this example we are copying the set up from Q1 to Q2, Q3 and Q4.) 

Click Next.    
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Dropping Lowest Test Score 

From Grade Setup of the Navigation bar in Calculations mode, double click on the 
appropriate marking period.  Make sure the Category Weights is checked off.   

A box will appear with the Categories you previously setup.  Double click on the Test 
category.   

Scroll over to the Drop Low box and enter a 1or the number of test grades you would 
like the Gradebook to discard.   

Click Save. 
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Entering Assignment Grades 

From Scoresheet of the Navigation bar in the Assignments mode, choose the 
appropriate REPORTING TERM from the drop down menu.   

 

You have several options for entering assignment grades: 

Option 1:  From the Scoresheet menu in the Assignment mode, manually type in the 
grade by double clicking the intersection between the student’s name and 
assignments  

Click Save.   
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Option 2:  From the Scoresheet menu in the Assignments mode, right click at the 
intersection between the student’s name and assignment.  Slide the cursor over the 
grades option from the drop down menu and an additional drop down menu will appear 
with grade choices.  Click on the desired grade. 
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Option 3:  From the Scoresheet menu in the Assignments mode, right click at the 
intersection between the student’s name and assignment.  Click on the Fill Scores 
option from the drop down menu.   
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The Fill Assignment Scores box will appear  

Choose items with ‘no score’ if you have already populated scores you do not wish to 
loose, or click on ‘Replace All’ to give the same score to all students both with and 
without scores 

Click on the box to the right of the word ‘Score’ and enter the score of your choice 

Click ‘OK’ 
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Overriding Grades 

To override a grade calculated by the Gradebook, from Scoresheet on the Navigation 
bar in the Final Grades mode, double click on the student’s final grade.   
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Double click on the student’s grade you wish to override.  The Final Grade box will 
appear.   

Check the Manual Override box 

Enter the grade of your choice and click on close. 

 

You will have three indicators once you override the grade.  The grade is in bold, 
italicized and a red exclamation point will appear to the right. 
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Entering Comments Using The District Comment Bank 

Double click on the corresponding intersection of the student’s name and Final Grade 
Column. 

Click onShow Score Inspector. 

 

Click on the Comment tab. 
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Choose District Comment Bank from the drop down to view comment choices. 

 

Double click on each comment you choose to associate with the student. 

Note that the comment will then appear in the lower Comment box. 
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Creating A Group/Set 

The first step to creating student groups is to create a set.  After you have created a set, 
you can create groups within those sets.  

Select a class from the Classes pane. 

In the Student Groups pane click on the plus (+) sign and select Add A Group Set. 

 

The Add Student Group Set will appear.   

Enter the name of the set (up to 50 characters) and click OK. 
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Click on each students’ name you would like to place in the group and drag it to the 
Group.  You will notice the group number will change as additional students are added.   

To remove a student from the Group, highlight the student name and click on the minus 
(-) tab. 

 

 

***Note:  The Set is labeled Level 1 and the Group within the Set is labeled Group 1*** 
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Viewing Students In A Group/Set 

From the Student Groups pane, highlight the name of the group of students you wish 
to view. 

Under the Student Groups pane, choose Filter Selected from the drop down menu.  

The student names only in the specified group will appear to the right of the Student 
Groups pane.   
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To view all students in a class, with the students in a specified group highlighted, 
choose Highlight Selected from the drop down menu of the Student Groups pane. 

Note:  All student names will appear in the class; however, the selected students within 
the group will be highlighted. 
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Individual Student Reports 

From the Navigation bar, click on the Reports tab. 

Choose Individual Student Report from the drop down menu. 
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The Individual Student Report screen will appear.   

Check all options you are seeking the report to include.   

Click Run Report. 
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You will be given the option to Open or Save the report.   

 

Example of sample Individual Student Report 
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