
Gradebook User Guide 2011                                                                7 of 36 

Gradebook Named Profiles 
All grading preferences and course setup are done through “named profiles”.  You will 
have one or two default Profiles to start and you can only make new Profiles by 
copying one of the ones you already have. 
 
Copy a Profile 
To copy a profile, simply click on the “Copy Course Profile” icon button.  The 
profile is immediately copied and the name of the copy is automatically 
assigned. 

1. Navigate to the GradebookProfilesList screen. 
2. Locate the Profile you wish to delete and click on the “Copy” icon 

button. This makes an immediate copy of the Profile.  The word 
“(COPY)” is affixed to the name of the new Profile (that is, to the 
copy). 

3. To change the name of the copied Profile, follow the “Rename” 
instructions below.. 

 

Rename a Profile 
1. Navigate to the GradebookProfilesList screen. 
2. Click on the “Rename” icon button.  This brings up the 

GradebookProfilesRename screen. 
3. Enter the new name for the Profile. 
4. Click Save to make the change. 

 
Change the Position of a Profile in the List of Profiles 
Profiles are sorted by their “Sequence numbers”.  To change the position of a 
Profile in the list of Profiles, change its sequence number: 

1. Navigate to the GradebookProfilesList screen. 
2. Click on the “Rename” icon button.  This brings up the 

GradebookProfilesRename screen. 
3. Locate the “Seq” field and enter a new sequence number. 
4. Click Save to make the change. 

 
Delete a Profile 

1. Navigate to the GradebookProfilesList screen. 
2. Locate the Profile you wish to delete and click on the “Delete” icon 

button.   The profile is deleted and a dialog is displayed: 

 
3. Click OK to finish. 
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Copy Last Year Profiles to the Current School Year 

1. Navigate to the GradebookProfilesLast Year screen. 
2. Locate the profile you wish to copy to the current year. 
3. Click on the “Copy Profile to 2007-08” button.  The profile 

is copied and can be found on the 
GradebookProfilesList screen: 

Editing Course Profile Settings 

Part I:  Preferences 
 

Select Your Grading Style 
1. Click on the GradebookProfiles 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. Select the Grading Style – either “Total Points” or “Category 

Weights” 

 
Click Save (you will need to scroll to the bottom to find the Save button). 
 
The default Grading Style is “Category Weights”.  If you use Total Points, you 
must change the setting. 
 

Select the Sort for your Assignments on the Spreadsheet Screen 
1. On this same GradebookProfilesPreferences tab for the 

selected Profile, scroll to the “Display Preferences”: 
 

2. Select your choice of the four Sort Assignments options: 
A. By Due Date, By Category 
B. Due Date, By Workgroup 
C. Due Date – this is the default. 
D. By Seq 

2. Select Ascending or Descending sort (ascending means low date 
on the left and descending means most recent date first). 

3. Click Save 
 
The default sort is “By Due Date” (choice A above). 
 
Specify how to Calculate the Category Averages 
This is only necessary if you are using “Category Weights” as your grading
type. 

1. Click on the GradebookProfiles tab 




