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6. Click Save. 
 

Remove a Category 
1. Navigate to the GradebookProfilesList tab  
2. Select the Category you want to remove (that is, permanently delete) 
3. Click the “Delete” trashcan icon on the right side of the Category’s 

line.   

   
4. Click “OK” to delete the Category – or click “Cancel” to abandon the 

delete operation. 
 

Modify a Category 
1. Click on the GradebookProfiles tab 
2. Select a profile and click on the “P” (change settings) icon. 
3. Click on the Categories 3rd  level tab 
4. Click on the Edit button for the Category you wish to modify 
5. You may update any or all of the following fields: 

 Category Description – A brief description.   
 Default grading type.  This is the grading type you would 

ordinarily use for Assignments in this Category. 
 Default “Maximum Score” for Assignments of this Category.  

E.g. 25 points. 
  “Preset Earned Points” field.  See “Preset Earned Points 

Categories” below.  Leave this blank unless this is a “count 
down” Category 

 “Drop Worst” settings 
 The color scheme. 
 Sequence number of this Category – its position in any list of 

Categories 
 Category Weight of this Category in each Marking Period. 

6. Click Save. 
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“Count Down” Categories 
Pre‐Set Points Categories:  Counting Down instead of Up 
A “pre-set” points Category lets you give students a fixed number of points – 
e.g. 100 – at the start of a Marking Period and to subtract – rather than add – 
points to that total. This is the “take points away” or “count down” type of 
Category. 
 
To create a “count down” Category you must do two things on the Category 
screen: 

1. Set the field to “Preset Points”. 
2. Select the starting number of points each student will receive.  This 

value is placed in the  field. 
 
These two settings change the Category from a normal “count up” Category 
to a “count down” Category. 
 
The “Pre-Set Points” grading type has 3 ‘default’ grades: 

 “Handed In” (defaults to a value of 0) 
 “Not Handed In” (defaults to a value of -5) 
 “Extra Credit” (defaults to a value of 5) 

 

You can add additional “Pre‐Set Point” grades.  Grade values can be 
adjusted on the SetupGrade ValuesGrade Values screen.  See next 
section below. 
 
Part III: View Grade Values 
“Grade Values” are the numeric/% equivalents for all the non-numeric 
grades, including: Alpha Grades, Checkmarks, O-S-U, Pass/Fail and Pre-Set 
Point grades.  See “Grading Assignments” below. 
 
View Grade Values 
To view your Grade Values: 

1. Navigate to the GradebookProfilesList screen. 
2. Locate the Profile you wish to edit and click on the  button. 

3. Click the  tab.  This brings up the 
GradebookProfilesGrade Values screen. 

 
To change a grade value, enter a new number into the field for the Grade 
Value you wish to change and click the “Save” button at the bottom.  Alpha 
Grades are usually set up by your school:  it is NOT recommended that you 
change these.  To add a new Pre-Set point grade: fill in the name, 
abbreviation and value for the grade and click the “Save” button. 

 




