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Setting up a Gradebook 
 

First you will need to set up your “Grade Scale”. 
1.  Make sure that your left hand tool bar is on “Index”, and that the list under  

     “Instruction” is open.  If not, then click the word “Instruction” to open a list. 

 
 

2.  Click on the word “Admin” (or the little box next to it with the + or -), to open  

     another list. 

 

3.  Click on the words “Grading Scales”. 

     There may already be a Grading Scale you want to use.   

     Just click one of them to open  it and see. 

 

 
 

4.  If there isn’t one, then click “New” at the top of the gold section. 
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5.  In “Grading Scale Detail” Type a name for the scale where it has the red font “Name”. 

 

 
 

6.  Then under “Grading Scale Items Detail” click in the box for the “Name”.   

     You can put special names for the grades, but I just chose A+, A, A-,... 

     In the box for “Score” I just put A+, A, A-   again. 

     In “Min Percent” put the minimum percent for that grade.  (Note:  the gradebook will  

           not round grades up, so I chose 96.5, 92.5, 89.5, etc.) 

     For “Sequence” put in the number for what order that grade will be on your list.  (This 

 can be useful if you decide to add in + and – grades later, so you don’t have to 

 redo the whole list.  You won’t be able to add grades in between grades on the 

 list.  you can only add to the end of the list, but with “Sequence” they will be  

 put in between afterward.) 

7.  You can click “Add Grade Scale Item” and input the info. above until your scale is  

     complete. 

8.  Then click SAVE. 
9.  When I did this, my grade list was long and it appeared as if everything disappeared,  

      but just scroll back up in the gold section and then scroll down in the “Grading Scale  

      Editor” list to find your scale. 

 
 

***You will only have to set up a grade scale once for the whole year 
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Next you will set up your Gradebook from the “Lesson Planner” 
1.  Click on the words “Lesson Planner”.  

     (It’s not really a Lesson Planner, just one thing neede to set up your grade book.) 

2.  Select the “Section” (class) from the drop down box in the gray area above. 

3.  Click the “Term” (quarter) on the list. 

4.  Chose your “Lesson Plan Preferences”.  Check or no check in the two boxes, and then  

 chose a “Grading Scale”. 

 


