
Gradebook User Guide 2011                                                                29 of 36 

Your Schedule 
 

 
 
Your Schedule is Displayed on the Gradebook Home Screen 
The right side of the GradebookHome screen displays your schedule.  The 
current period is highlighted in green.  You can navigate through specific 
dates which the  and  controls.   The date displayed is 
shown in the  header display. 
 
 

Hiding Course Sections 
 

 
 

You can temporarily hide course sections off the Home Screen 
To hide a course section on the GradebookHome screen check the  
checkbox that appears just to the left of each course section in the list.  This 
will immediately hide the course section and cause a  
control to appear just above the list of courses.  Note the count of hidden 
courses appears in the “Show Hidden” control. 
 
When the “Show Hidden” check box is checked the hidden course sections are 
displayed.  When you uncheck this “Show Hidden” checkbox the checked 
course sections vanish.  Use this feature to hide course sections that are not 
currently in session (e.g. to hide S2 course sections during S1 and vice 
versa). 

 
 
 

Show Hidden Control
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Taking Class Attendance 
There are two ways to take class attendance via the Gradebook.  You can 
either use the Seating Chart or the Take Attendance screen. 

 
 
Procedure to Take Attendance via the Seating Chart 

1. Go to the GradebookGradebook spreadsheet screen, click on the 
Seating Chart tab on the bottom.  This brings up the Seating Chart. 

2. Click on the photos of all the students you wish to mark absent or 
tardy (or whatever). 

3. Click on the  drop down and select the code you 
wish to give to all selected students. 

4. Click on the  link to post the code to the students. 

 
 

Procedure to Take Attendance via the Take Attendance Screen 
1. Go to the GradebookGradebook spreadsheet screen, click on the 

Take Attendance Quick Link. 
2. Click on the attendance drop down for each student you wish to 

mark absent or tardy, or left early: 
 

3. Click on the  button at the bottom to post the codes. 
 

1. Click student photos 

3. Click Post Attendance 

2. Select Attendance Code 

Click Post 
Attendance 




