
 

If your school uses homeroom attendance, click on the My Class then Homeroom Attendance OR go to My 
Gradebooks and select a homeroom from My Homerooms." 

To run any of the classroom reports, click on the item you wish under the “Reports” menu (reports may vary 
from those displayed) 

To change your password, click on “Utilities” then “Change Password.”  

To Create New Grade Mappings, click “Options” then “Grade Mappings.” You may set your own grade 
codes on this screen. Below these options will be a list of all valid grade code mappings.  

Section 3. 

 

Categories 
 

Create New Category Page: 
 

 
 
To Create a Category: 
If you wish to create a new category, fill in the required items (Category Name and Category Code), and click 

the “Save Changes”  button located at the upper left corner of your screen. 

 

Check to make sure that you are in fact creating a new category, and not just changing the name of a current 
one. If your screen says "Edit Category" and not "Create New Category," you will need to click on the NEW 
button from the Toolbar." 

To Edit an Existing Category: 
Click on the category from the menu at the top right of the screen that you wish to edit. The category’s details 

will then be displayed for you to edit. Make any changes you wish and click on the “Save Changes”   
button. 

To delete an existing category that is displayed click the "Delete"  button located at the upper left corner 
of your screen. Click "ok" on the pop up screen to confirm that you wish to delete the chosen category. 
Categories may only be deleted from a single section/marking period at a time 
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Required Items: 
Category Name: Category names are used to describe a group of assignments (e.g. Unit Tests, 
Quizzes, or End of Quarter Projects). They can be up to 30 characters in length. 

 

Category Code: Category codes are abbreviations used to save space and maintain uniqueness in the 
Gradebook. They may be up to 10 characters in length and may contain any regular keyboard 
character except spaces. The category code is the primary way for the Gradebook to recognize this 
category, so if your category NAME was Pop Quizzes and the CODE was Quiz, every time you saw a 
listing of categories, you would see “Quiz”. 

 

Optional Items: 
Category Description: Category description is an optional field used to keep any notes about the 
category that you wish to keep on hand. You can use this field to keep a more detailed description of 
each category for your own personal use. The category description may be up to 3000 characters long. 

 

Drop Lowest/Drop Highest: Drop lowest or Drop Highest allows you to pick how many 
assignments from this category will be dropped before grades are calculated. So, if you enter 2, then 
the 2 lowest (or highest) grades from this category will be dropped for each student. To be eligible to 
be dropped, an assignment must have a Max Points without Extra Credit greater than 0. 

 

Color: You may choose to color-code your categories by clicking on the color palette button. You can 
select any of more then 100 colors. 

 

Weight: The “weight” attribute of a category describes how much EACH assignment within the 
category counts towards a final grade in relation to the assignments in the other categories. All points 
in a category will be multiplied by the WEIGHT when grades are calculated. As an example, say you 
have a category “Quizzes” with a weight of 1, and a single assignment worth 100 points in this 
category. When grades are calculated, a student will have their quiz scores multiplied by the weight 
(100 out of 100 times 1). If you change the weight to 2, then when grades are calculated (100 out of 
100 times 2) the student will have 200 out of 200 points. If you wish to use a straight point system or 
to have all assignments have an equal weight (quizzes and tests count the same towards the final 
grade), leave the weight as 1.  

 

Percent of Total Grade: Percent of Total Grade is an option provided for calculating quarter grades. 
If you do not wish to use this, you may leave it blank. If you enter a number in this field, all 
assignments within this category will be averaged and set to that percent of the quarter grade. For 
example, if your category is “Tests,” and you put 50 in this field, at the end of the quarter ALL of 
your tests would be averaged together and set to be 50% of that quarter’s grade for each student. If 
you use this option, please make sure that all of your CATEGORIES total 100%. You will receive 
reminders if this is not set properly.  

 

Add to Marking Period: You may add categories to any other marking periods by clicking on the 
check boxes in the “Edit in Marking Period:” field. The current marking period will already be 
checked. You may click the “All” button to check all the boxes at once. 

 

Add to Section:  You may add categories to any other sections of the current class by clicking on the 
check boxes in the “Edit in Section Period:” field. The current section will already be checked. You 
may click the “All” button to check all the boxes at once. 
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A few notes about categories:  
! Categories are meant to define the different types of assignments that you can give (Quizzes, 

Tests, Homework, Projects, Individual Units, etc.), but you may use them however you choose, as 
they are fully customizable. 

 

! Help buttons exist next to each blank field. To learn a little more about what you are filling in, 
click on the help button. 

 

! Dropping more assignments then currently exist will result in students getting zero points from 
the category. 

 

! Giving a category a weight of zero will mean that no grades from that category will be counted 
(all scores will be multiplied by zero). 

 

! Giving a category a Percent of Total Grade of zero will mean that no grades from that category 
will be counted (all scores will be averaged together and set to zero percent of the total grade). 

 

! Category subtotals are visible when a single category has been chosen to be viewed on the main 
Gradebook page. You may do this from the menu by clicking on Options > Category Filter > 
and then choosing a Category to view." 

 

! "Edit in Section" appears instead of "Add to Section" when you are editing a category. 

 

! When you check the Add To Section boxes, if a category with the same code exists in the 
checked sections, it will be edited. If it does not already exist, it will be created. Note: This does 
NOT work with deletions. 

To see examples of setting up categories and assignments, see Appendix A. 

To Import Categories: 
Under the Utilities Menu Click “import Categories” Clicking on this menu item will take you to the “Import 
Categories Screen.” This screen will have a list of all categories you have created in any marking period, 
section, or course that you have taught, ordered by School Year, Course Number, Section Number, and 
Marking Period. 
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Select the class you wish to “Copy Categories From.” 

 
 

Each category will have a checkbox on the left margin, which you may click on to check. Once all of the 
categories that you wish to add to your current section and marking period have been checked, click on 
“Import Categories” (which is at the top and bottom of the screen as well as after each different section. 

 

 
 
 
 
 

 

Notes:  
You cannot import a category with the same CATEGORY CODE as one that currently exists in the current 
section and marking period. For example, if “Quiz” already exists in your current section and marking period, 
then you can’t import “Quiz” from any other course, section, or marking period. 
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