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Gradebook Setup & Operation 
 
 
The first 6 topics listed below are necessary for setting up your gradebooks. 
1 Setup your Teacher Profile p.   4 
2 Merge Sections that you wish merged p.   5 
3 Setup your named Profiles 

a. Basic Preferences 
b. Categories 
c. Grade Values 

i. Adding Preset Point Grades 
d. Report Options 
e. Workgroups 

p.   7 
p.   7 
p. 10 
p. 12 
p. 12 
p. 13 
p. 13 

4 Link the Profiles with Course Sections p. 14 
5 Setup your Course Rosters p. 15 
6 Creating Assignments p. 17 
7 Grading Assignments p. 21 
8 Extra Credit p. 26 
9 Copying Assignments P. 27 
10 Tour the Grading Spreadsheet p. 28 
11 Teacher Schedule p. 29 
12 Hiding Course Sections p. 28 
13 Taking Class Attendance p. 29 
14 Sending Email to Students/Parents/Others p. 31 
15 Discipline in the Genesis Gradebook p. 34 
16 Assessments in the Gradebook p. 35 
17 Sharing with the Parents Module p. 36 
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User Profile 
The User Profile must be set up to enable you to send email from Genesis. 
 
Procedure to Setup or Change Your User Profile 

1. Navigate to the GradebookHomeUser Profile Screen 
2. Update your email address.  This will be used as your email 

address when you send email via the Gradebook. 
3. Update your signature – This is the signature line that can be 

automatically amended to email messages sent by the Gradebook. 
4. Enter or update your phone number – This phone number can/will 

be displayed in the Parent Module as a way for parents to contact 
you. 

5. URL – This is your URL, if you have one, that you would like 
students and their parents to be able to visit. 

6. Default Teacher – Select the Teacher the Gradebook will initially 
select for you 

7. Click “Save” to save your changes 
 
 
Procedure to Set or Update Your Email Address & Your Signature 

1. Navigate to the GradebookHomeUser Profile Screen 
2. Update your email address.  This will be used as your email 

address when you send email via the Gradebook. 
3. Update your signature – This is the signature line that can be 

automatically amended to email messages sent by the Gradebook. 
4. Click “Save” to save your changes 

 
 

Procedure to Select a “Default Teacher” 
If more than 1 Teacher is assigned to your Genesis User Login, use this 
procedure to select your personal “default” Teacher – the Teacher 
automatically selected as “you”. 

1. Navigate to the GradebookHomeUser Profile Screen 
2. Default Teacher – Select the Teacher the Gradebook will default to 

for you 
3. Click “Save” to save your changes 

 
 
 
 
 
 
 




