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2. Click on the “P” icon for the Profile you wish to edit.  This brings up 
the Preferences screen for the selected Profile. 

3. Locate the 

 field: 
a. Select “Assignment Count” to compute Category 

Averages by summing all the scores in the Category and 
dividing by the number of scores. 

b. Select “Total Points” to compute Category Averages by 
total points:  Sum the “max points” for each Assignment in 
the Category, Sum the “earned points” for each Assignment 
in the Category and divide the “sum of the earned points” by 
the “total points”. 

4. Click Save 
 

The default mechanism is “Total Points”. 
 
Select the Mechanism for Computing Unit Averages 
The averages for individual course units can be viewed by the Teacher.  This 
procedure selects the mechanism for computing Unit Averages.  You must assign 
Assignments to a specific “course unit” for this to work. 

1. Click on the GradebookProfiles tab 
2. Click on the “P” icon for the Profile you wish to edit.  This brings up 

the Preferences screen for the selected Profile. 
3. Locate the “Calculate Unit Averages By Assignment Count:” field 

near the top of the screen. 
a. Select “Yes” to compute Unit Averages by summing all the 

scores in the Unit and dividing by the number of scores. 
b. Select “No” to compute Unit Averages by total points:  Sum 

the “max points” for each Assignment in the Unit, Sum the 
“earned points” for each Assignment in the Category and 
divide the “sum of the earned points” by the “total points”. 

4. Click Save 
 

Change the Default for Grades of “Incomplete” & “Missing” 
The grades of “Incomplete” and “Missing” default to a value of 0 (zero).  Use this 
procedure to change one or both of these. 

1. Click on the GradebookProfiles tab 
2. Click on the “P” icon for the Profile you wish to edit.  This brings up 

the Preferences screen for the selected Profile. 
3. Locate the “Value of Incomplete” field in the top section of the 

screen.   
4. Enter the value you wish to use for a grade of “Incomplete” 
5. Locate the  field in the top section of the 

screen.  
6. Enter the value you wish to use for a grade of “Missing” 
7. Click Save. 

Gradebook User Guide 2011                                                                10 of 36 

Set Flags to View Student Information Icons 
Icons will indicate student status, but you must turn them on.   On the Profile 
Preferences screen: 

1. Locate the “Display IEP Icon” field.  Select Yes or No. 
2. Locate the “Display 504 Icon” field.  Select Yes or No. 
3. Locate the “Display Medical Icon” field.  Select Yes or No. 
4. Click Save. 

 
Hide the “E” and “A” Columns on the Spreadsheet 
Icons will indicate student status, but you must turn them on.   On the Profile 
Preferences screen: 

1. Locate the “Display Point Totals” field.  Select No. 
2. Click Save. 

 

Part II: Setup Your Assignment Categories 
 

Add a New Category 
1. Navigate to the GradebookProfilesList tab 
2. Select the Profile you wish to edit and click on the P ‘open’ 

icon. 
3. Click on the Categories 3rd level tab 
4. Click on the Add Category 4th level tab 
5. Fill in the required information: 

 Category Code – a short, unique abbreviation for the Category 
(e.g. “HW” for Homework or “PJ” for Projects) 

 Category Description – A brief description.  E.g. “Homework”, 
“Projects” 

 Select a default grading type.  This is the grading type you would 
ordinarily use for Assignments in this Category. 

 
 Specify a default “maximum score” for Assignments of this 

Category.  E.g. 25 points  
 Put 0.0 in the “Preset Earned Points” field.  This is explained 

below.   
 Indicate whether or not to automatically drop up to the 5 worst 

scores that a student has for Assignments in this Category in any 
one Marking Period. 

 Choose a color scheme 
 Select a “Sequence number” for the Category – this positions the 

Category in any list of Categories 
 If you are using Category Weights, specify how much this 

Category is worth in each Marking Period. 
 Specify how many Assignments to automatically drop for a 

student in each MP. 




