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Enter a “Date Due” that falls within the Term for which you are adding the assignment.
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Setting up Categories





1. Point your mouse to Tools and choose Categories. The Categories window will pop up as shown.





2. By default, gradebooks have 4 categories. You may add (+), remove (-) and change these as you see fit.





Categories are avail-able to all classes. 





Points Possible refers to the default number of points possible for assignments created within this category & can be changed later.





3. Fill in the fields. Keep Score Type as Points.





Grade Setup





Click on the Grade Setup tab. 





Choose the reporting term for which you want to set up grades.





It is recommended that you Calculate final grade using Category Weights. This allows more control over grades





Click “add category” at the bottom of the screen and select the categories upon which you would like to base your grade.





Once you have added your categories, enter the weight for each. Note: weights must add up to 100.





Important! If setting up the Y1 term, choose term weights. Each term is weighted equally (33.3%) by default. Leave as is & save.





To add an Assignment, first click on the Assignments tab.





Click the + to add an Assignment.





Fill in the information in the New Assignment detail pane.





Weight is just a way to multiply the number of Points Possible.





Description is not required.





Adding an Assignment





Entering Scores for an Assignment





Click on the Scoresheet tab.





Find the assignment for which you want to enter grades.





Within the assignment column, double-click on the cell of the student whose score you would like to enter or change.





Type in the numeric grade. You can then press Enter or Down to go to the next student.








