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Setting Up Class Rosters 

There are 6 things you can do to set up each of your Class Rosters: 
1. Turn off the New indicator that initially appears next to each student’s 

name. 
2. Give each student a “Gradebook” (or ‘class’) Id to use in place of 

their District Student Id for this class only. 
3. Give students a nickname for use on the Class Roster screen 
4. Hide the dropped students (the students shown in olive green at the 

bottom of the class roster list) from the spreadsheet screen. 
5. If you are using Workgroups, assign students to their Workgroup. 

You must first have set up Workgroups in the Profile you have linked 
to the course section. 

6. If multiple teachers are teaching this class, determine which one has 
responsibility for each student. 

 
To go to the “Roster Setup” (or ‘Student Roster’) Screen click on the Active 
Students label.  You can also click on the “Class Rosters” second level tab. 
 
Gradebook Ids 
Some teachers want to give students a ‘class id’ for use only in their class.  
These are called ‘Gradebook Ids’ and they can be assigned on the Class 
Roster setup screen.  Gradebook ids can be 1 to 4 digits in length.  You can 
assign them yourself randomly, or you can use the ‘Generate Ids Starting 
with’ function and generate ids sequentially, but starting with whatever 1 to 4 
digit number you supply (e.g. 101 
 
Turn Off the “New” Indicators 

1. Click the “Accepted” column header to toggle all the “Accepted” 
checkboxes to “checked”  - or – 

2. Check just the checkboxes in the “Accepted” column for the students 
whose “New” marker you wish to turn off. 

3. Click “Save” to save the changes. 
 
Grading Dropped Students – or Hiding Them 
As long as student are visible, you can continue to enter grades for them.  If 
you hide a dropped student, you can no longer enter grades for them.  
Control their visibility with the “Show” column.  This will also work with 
students are active in the class (have not been dropped). 

1. Uncheck the “Show” checkboxes for the students you want to hide. 
2. Click “Save” to save the changes. 

 
 
Give Students “Nicknames” for this Class 

1. Edit the students’ “Gradebook Name” fields.  For example: 
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a. Abbreviate extremely long names (especially if the names 
cause formatting problems on the Class Roster screen). 

b. Record student’s preferred nicknames 
c. Prefix student  last names with lower case letters (e.g. “z”) to 

cause them to sort alphabetically to the bottom of the list – or 
to sort them alphabetically by some other scheme. 

2. Click “Save” to save the changes. 
 
Give Students “Class Ids” for this Class 
A “Class Id” is an id number you can use just for your class – E.g. you can print 
“anonymous” assignment scores listed by the Gradebook Id. 
 

1. Edit the students’ “Gradebook Id” fields.  You can either: 
a. Pick numbers your self 
b. Use the  field at the upper right of the 

screen.  Enter the starting Id number for the class and click  
. 

2. Click “Save” to save the changes. 
 
To randomize the Gradebook Ids, do the following: 

1. On the GradebookGradebook screen, click the “Id” column header.  
This sorts the students by their District Student Id – that is, it sorts 
them more or less randomly. 

2. Then, click on the Active Students label to bring up the Class 
Roster screen. 

3. Now, generate Id numbers using the “Starting Ids Number” field at 
the upper right of the screen.  Enter the starting Id number for the 
class and click “Go” 

3. Click “Save” to save the changes. 
 
Assign Students to a Workgroup 

1. First you must set up Workgroups on the 
GradebookProfilesWorkgroups screen of the Profile assigned 
to this class roster.  See Workgroups in Profiles. 

2. Assign students to a Workgroup via the “Group” column  
3. Click “Save” to save the assignments. 

 




