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Assignments 
 
The Spreadsheet Grading Screen 

 
 
Student Information Icons 
Icons next to the student’s name can indicate if a student has an IEP ( ), is 
a 504 student, has a medical condition or other local information. 
 
Accessing the Add SINGLE Assignment Screen 
Click the “Add Assignment” Quick Link in the “Quick Links” section at the 
upper right of the spreadsheet screen.  Or, Click the “Assignments” 2nd level 
tab and then click the “Add Assignment” 3rd level tab. 
 
Viewing how the Student’s MP Average is Calculated 
To view how a student’s MP Average is calculated, click on the highlighted 
average in the “MP Ave” column. 
 
View and Change Assignments for one Student 
To view and change all Assignments for one student, click on the student’s 
highlighted name. 
 
Viewing Address and Contact Information for a Student 
To view a student’s address and contact information, and to access the parts 
of the student’s record you are allowed to see, click on the student’s 
highlighted student id. 
 
 

“Add Assignment” 
Quick Link

Student with IEP 
and other icons. 

A ‘highlighter’  with a white instead of 
a green  background means a Parent 
Access login is linked to this student. 
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Step 1:  Create and Define the Assignment 

 
Add a New Assignment 
The “Add Single Assignment” screen appears when you click the “Add 
Assignment” Quick Link.  It allows you to specify all information about a new 
Assignment and to copy the Assignment to all or some of your classes. 
 
Characteristics of an Assignment 
 *Assignment Name – Your name for the assignment – Req’d. 
 *Column Header – What will apper in this Assignment’s column in the 

spreadsheet - controls width of the column.  This is initially copied from 
the Assignment Name field.  

 Sequence # - a 1 to 7 digit sequence number for this Assignment.  
Assignments are sorted by Sequence # if there are no dates – or if you 
choose to sort them only by sequence #. 

 Groups – If you are using Workgroups, you can choose a Workgroup 
with which to associate this Assignment 

 Description – Lengthier description of the Assignment 
 Assigned Date –Date Assignment is given to students – not Req’d 
 Due Date – Due date for the Assignment – not required and not linked 

to the Assigned Date. 
 *Marking Period – Marking Period for the Assignment.  Marking Period 

dates are compared against the Assignment Due Date – the Due Date 
must fall within the selected Marking Period.  Most useful for undated 
Assignments. 

 *Category - Category of the Assignment (e.g. Homework, Test) 
 *Grading Type – Select how the Assignment will be graded = or 

ungraded 

Checkboxes for 
your other courses 

This class
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 *Maximum Possible Score – Numeric point value for this Assignment.  
Defaults to 100. 

 Assignment Weight – Specify how to ‘count’ this Assignment.  The 
default is to ‘count it once’.  You can specify to count it ‘1.5’ times or ‘2.0’ 
times, etc.  Do not update unless you want to ‘count an Assignment’ 
more than once. 

 Assignment Unit – If you have set up Units, select Unit of Assignment 
(e.g. “Chapter 1” or “American Revolution”). Not Req’d. 

 Parent’s Module - If the Parent’s module is turned on, share this 
Assignment? 

 For Gradebook – A yes/no flag which controls whether this Assignment 
should be included on the spreadsheet.  Allows you to create hidden 
Assignments – you can always choose to view hidden Assignments later.  
Track something without needing to aways see it 

 
Procedure to Add an Assignment 

1. Navigate to the GradebookGradebook spreadsheet screen for 
the course in which you wish to create Assignments. 

2. Click on the “Add Assignment” Quick Link.  This brings up the “Add 
Assignment” (add single Assignment) screen. 

3. The required fields are identified by a red asterisk (*). 
 

4. CREATE ASSIGNMENTS IN MULTIPLE CLASSES AT ONCE: 
a. The class the Assignment is being created in is shown at the 

top. 
b. To simultaneously create the Assignment in other class, click 

the check boxes at the bottom. 
5. Fill in the fields of the Assignment: 

a. Enter *Assignment Name, then click Tab. 
b. Enter/change *Column Header for this Assignment 
c. Specify a Sequence # for the Assignment – If you wish 
d. Add a Description if you wish 
e. Select the Category for the Assignment 
f. Select the Workgroup for the Assignment, if you wish and if 

you have set up Workgroups in your Profile. 
g. Select Grading Type from the drop down:  how to graded = 

or leave ungraded 
h. Keep, select or erase the Assigned Date Default=Today 
i. Keep, select or erase the Due Date Default=Today 
j. If the Assignment is undated or you are choosing dates in 

another MP, select the target *Marking Period.. 
k. Change the *Maximum Possible Score from 100 to 

whatever you wish – or leave it at 100. 
l. Leave the Assignment Weight at 1.0 – or specify how 

many times to ‘count’ this Assignment. 
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m. Select the Assignment Unit if you are using Units.  
n. Click “no” to hide the Assignment from the Parent’s 

Module or click “yes” to share. 
o. To keep the Assignment off the spreadsheet, click “NO” for 

the For Gradebook field, otherwise leave as YES, 
6. Links to other classes – Specify which other of your classes to 

copy and link this Assignment to.  (See Step 4 above). 
7. To stay on this page and create additional Assignments, check the 

“Add Assignment after this” checkbox – otherwise you will be 
returned to the Class Roster screen. 

8. Click “Save” to create the Assignment 
 
Undated Assignments 
To create an undated Assignment, blank out the Assigned Date and Due 
Date fields.  Undated Assignments are sorted to the right side of the 
spreadsheet (“highest possible date”).  Undated Assignments are sorted by 
the “Sequence #” field, if it is not blank. 
 
Creating Multiple Single Assignments 
To create multiple Assignments, one after the other, click the “Add 
Assignment after this” checkbox at the lower left of this screen.  If it is not 
clicked, you end up back on the spreadsheet screen when you click the 
“Save” button. 
 

Mass Create Assignments all at once 
To mass create Assignments for an entire Marking Period, go to the 
GradebookAssignmentsAdd Assignments screen: 

 GradebookAssignmentsAdd Assignment - ONE Assignment: 
 GradebookAssignmentsAdd Assignments - MANY Assignments: 

 

Grading Types:  Count Up, Count Down and Ungraded 
There are 6 “count up” Grading Types: 

- Numeric – Any numeric grade. 
- Alpha – A configurable set of alpha grades (A+, A, A-, B+…) 
- Check marks - ++, +, check, -, -- 
- O-S-U – Three grades:  Outstanding, Satisfactory or Unsatisfactory 
- Pass/Fail – Two grades:  Pass and Fail. 
- Custom – Flexible category where you specify your own grades. 

There is 1 “count down” Grading Type:  ‘Pre-set Points‘.  You can only use 
Pre-set Points with count down Categories. 
 

There are 2 “ungraded” Grading Types: 
- Ungraded – This is not graded, but it gives you a “yes”/”no” option for each 

student.  Use it to record whether or not a student has done something (e.g. 
turned in a field trip form, paid for a yearbook). 

- Ungraded Text Field – This is not graded at all but gives you the ability to 
capture up to 15 characters of text for each student.  E.g. record a book 
number. 




