
 

Section 2. 

The Main Page-Starting a Gradebook 
This section will give you a quick overview of the key menu items needed to start using your Gradebook 

The Main Page: 

 

 
 
 
 
 
 
 

 

 This is the grid for your class grades. On the left will be displayed the student numbers, names, book numbers, 
Current Grade Total, and the students’ grade level. On the right will be displayed all of your assignments 
(displayed by Assignment Code), their due dates (or assigned dates), the maximum score and possible extra 
credit points for each assignment, and a box for each student’s assignment score. (Note: “Assignment” is a 
generic term used to mean any graded piece of work that you may assign.)   

 

**On all pages, you will be prompted to save before leaving the page only if you have unsaved information 
entered on the page.** 
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Gradebook Navigation: 

 

 
 

Navigation is handled through the course selection, menu, and tool bars at the top of your screen.  

The menu bar is divided into five headings. 

My Gradebooks: Contains menu items that allow you to move to different classes, homerooms, or other 
Sapphire products. 

My Class: Contains menu items that allow you to move to screens pertaining to the currently selected class.  

Options: Contains menu items that allow you to modify the way your Gradebook appears and behaves. 

Reports: Contains all of the printable reports that can be generated for your Gradebook. 

Utilities:  Allows you to import assignments and categories and change login information. 

   
The tool bar contains many useful buttons. 

 

 New, when active creates a new item. 

 

 Save, saves your work. On the Main Gradebook screen, this will also recalculate student grades. 

 

 Refresh, used to refresh the screen.  

 

 Reset Changes, resets your Gradebook to the last saved point. 

 

 Delete, when active will delete a selection. 

 

 Help, when active provides helps information.  
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 Logout, logs you out of the Gradebook. 

 
 
 
 

To Change Your Viewing Options: 

 
The “Options Menu” gives you choices to allow for customization of your Gradebook view.  

 

 

 

Click on “Student Order” to change whether your students are listed by Student Name, Student ID, Grade 
Total, Grade Level, or a Custom Order, which is set through the “Custom Student Order” menu selection. 

 

 
 

 

Click on “Assignment Order” to change whether your assignments are listed by due date, assigned date, 
reverse due date, reverse assigned date, category, maximum points, or a custom order which is set through the 
“Custom Assignment Order” menu selection. 

 

11 



 

 
Click on the “Category Filter”, then the desired category to see only the assignments of a specific listed 
category. When viewing a single category, you will also see each student’s category average as well as their 
current class average. If you wish to see all of your assignments, select “Show All Categories”. 

 

 
 

 
My Class Menu Items: 
 

 
 

To Navigate Back to Main Gradebook 
Click on "Main Gradebook.” This will take you to the main Gradebook page; this should be used instead of 
the back button on your browser to get back to the main Gradebook screen. 
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To Add a New Assignment 
Click on “Assignments.” This will take you to the assignment creation / editing page.  

To Edit an Existing Assignment 
Click on the Assignment Code.” in the Main Gradebook that you wish to edit. You can see the Assignment 
Names by moving your mouse over the assignment code on the Main Gradebook page. 

To Add or Edit a Category  
Click on Categories. This will take you to the category creation / editing page.  

To Enter Comments about a Student  
Click on the name of the student you wish to enter comments for or click on My Class > Student 
Grades/Comments 

To Enter Book Numbers 
Click on Textbooks.  This will take you to the textbook entry page; where you will be able to record a book 
number and comments by student. 

 

 

 

To Enter Grades on the Main Gradebook screen 
! Click on the box next to a student’s name and beneath the assignment you wish to grade to type a 

grade in. 

! To move between “cells” (the blank areas where you type in the grades), use the arrow keys. You may 
also use the “enter” key to move down a column, or the “tab” key to move to the right. 

! While in a cell, the student’s name and assignment code will appear above the cursor. 

! You can also click on the “fill down” button at the top of each column to enter the same grade for all 
students. 

! When you are done entering grades, click  “Save” (to quickly save your grades). Remember, 
Gradebook will log you out if you have not saved in the last 60 minutes, so save often! 

! The “Reset Grades” button will remove all changes that you have made since the last time the grades 
were saved. 
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To Switch to a Different Class: 
Click on the “My Courses” under the My Gradebooks Menu. 

 

 
 

To Acknowledge Adds and Drops: 
Students who are added to your class will be displayed in green, and those who drop will be displayed in red 
and listed separately from your other students. 

 

 
 

Clicking on the “Acknowledge Add/ Hide Drops” button will mix the new students in with your current 
students and remove the green background.  

! The dropped students will then no longer appear in your Gradebook.  

! Note: These students and their grades are NOT deleted; they have just been hidden. 

 

 
 

To view all of the students who have dropped (and any grades you may have given them), click on “See 
Dropped Students.” This will display all dropped students in red. 

 
Other Options: 
 
To take attendance for your class, click on “My Class” then “Class Attendance.”  
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