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ADD NEW GRADEBOOK 

 

There are several ways for a teacher to add new gradebooks. The following buttons are available on the 

dashboard page to add gradebooks. 

 

 

 Add Gradebook – allows adding gradebooks individually 

 Mass Add Gradebooks – ability to mass add gradebooks for all of the sections for the logged in 

teachers. 

NOTE: Button will only display for Secondary or Elementary with MST schedule schools 

 Copy Gradebooks function – will allow you to copy gradebooks from another teacher or year. 

 

MASS ADD GRADEBOOKS 

To mass add gradebooks for all or selected sections of the teacher, click the mouse on the Mass Add 

Gradebooks button. Gradebooks will be created for each section with the Course Title as the Gradebook 

Name. Gradebooks can be added for multiple terms. The Gradebook Name can be edited after using the Mass 

Add Gradebooks function. 

 

The following page will display with the teachers assigned sections listed. Select or deselect the sections 

individually by clicking on the Select button. Click the mouse on the Remove button to deselect a section. Click 

the mouse on the Next button to continue. 

 

https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/14018343012/original/errZ7oJOxyivPzCACrfCNKpObJmvfst6sA?1500482573


 

 

When using the Mass Add Gradebooks feature in an Elementary school with no Master Schedule, instead of 

asking which sections to create gradebooks for it will ask for the number of gradebooks to be created as well as 

Gradebook names.  

 

 

 

 

 

Gradebook Terms 

 

https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/14018343037/original/uQuZNRNFxJ17HM2TjcsO5qniIvgA6XawPQ?1500482641
https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/14019528442/original/9xskW0q1vQxwQK_XMYcHizwH4ztpBWst6Q?1502899434
https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/14019528446/original/Z4GhxdfbuGwguyNfJ12rr2F6CjTx1L-2Wg?1502899452


Gradebook Terms allows teachers to associate multiple terms with a single gradebook. Teachers can now create 

one gradebook for the entire semester or school year and the terms selected will control the view of assignments 

to parents and students. Gradebook Terms affects not only the view of assignments but also the calculation of 

the overall score and mark based on the assignment due dates. If an assignment due date falls within the 

Gradebook Term Starting and Ending date that assignment will be calculated towards the overall score. 

 

The following Select Terms window will display next. Select the applicable terms for the gradebook. The terms 

from the Schools Term table will display. Multiple terms can be selected. Ex: Fall and Spring terms can be 

selected as shown below. 

 

 

 

The terms displayed are from the Term (TRM) table for the school. At least one term must be associated with 

the gradebook. When multiple terms are selected their date ranges cannot overlap. 

 

 

Existing gradebooks can have their terms adjusted also. A gradebook with a term of Year can be changed to a 

Quarterly gradebook. The existing assignments will display and also the calculation of the overall score and 

mark based on the assignment due dates within the new term dates of Quarter 1, Quarter 2, Quarter 3 and 

Quarter 4. 

  

NOTE: Gradebook terms affect the display of the gradebooks. This will allow teachers to create one gradebook 

and select multiple terms. The assignments will display based on the assignment due date and gradebook term 

dates. 

https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/14018343207/original/QNcjz8K_ViruVhXA3D-ett2pUNKMRMICLQ?1500482894


Click the mouse on Create Gradebooks button to mass add Gradebooks. One gradebook for each section 

selected will be created. 

 

 

 

The gradebooks can be edited after they are created in the Manage Gradebooks page. 

 

ADD GRADEBOOKS INDIVIDUALLY 

 

To create a new Gradebook individually, click the mouse on Add Gradebook button on the top of the 

dashboard page. The following page will display for a secondary and Elementary with MST schedule school. 

 

 

 

The following displays on the New Gradebook page: 

 

Info - The info message will display the teacher’s Low and High grade range from the Teachers form. 

 

Single Term – If selected, the gradebook will be given a term of Year and the Associated Terms selection box 

will no longer apply. The Term Description box can be used to add a user defined term name for the 

gradebook. This option should be used when grading terms do not match the terms defined for the school. This 

https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/14018343250/original/e9ZecuXz6swKaLImf3cGn3v7xAcnOagl0w?1500482962
https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/14018343282/original/dGHA6ridMN97DngsmW9cbkZN25k6H2DlQw?1500483018


scenario could include Trimester Elective Wheels being used in a Semester School, Hexamester Schools or 

year-long sections that reset instruction and students at the semester. 

 

 

 

When this option is selected an additional option to “Close Gradebook” will become available at the bottom of 

the edit gradebook page. 

 

Note: Changing the name of the term description will not change the gradebook’s term of Year. 

  

Gradebook Name - This Gradebook Will Be Named With The Pattern of 'Period - Name - Term'. Select a 

period, or select a section from the Sections area below and the course name, period and term will be populated 

for you. 

 

Term Selection - The terms from the Schools Term table will display. Multiple terms can be selected. Ex: a 

Fall and Spring term can be selected as show below. One gradebook will be created for each section but if 

selecting multiple terms, they will display separately. 

  

NOTE: Gradebook terms affect the display of the gradebooks. This will allow teachers to create one gradebook 

and select multiple terms. The assignments will display based on the assignment due date and gradebook term 

dates. 

  

Sections - At least one section must be associated with this gradebook. 

You can also associate multiple sections with this gradebook. This will allow you to see all students in those 

associated sections in this single gradebook. If you would rather keep your gradebooks separate BUT have all 

the assignments the same in each gradebook. You should not associate multiple sections with this gradebook. 

  

Comments – comments can be entered for the gradebook. 

https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/14018343351/original/oUE_tMcF8BqGPiZg3XBiXNVIwMz_F2QkQw?1500483078


 

Click the mouse on the Save button when complete. 

 

After saving the new Gradebook information, if the Gradebook was set up as a Single Term Gradebook, an 

additional option will display at the bottom of the edit gradebook page. 

 

Close Gradebook – When using the Single Term Gradebook option, If the Close Gradebook option is selected 

the gradebook will be closed and will move to the Past Terms gradebook area. This option allows teachers using 

a single term gradebook to be able to manually close a gradebook when a term they designed for is complete. 

 

 

 

The following page will display in an Elementary school with no Master Schedule. 

 

 

 

The following displays on the Edit Gradebook page: 

 

https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/14018343507/original/8Cxwe7xuLTHMs_zhpbMkXGS4t_4_KKqJAQ?1500483293
https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/14018343526/original/j10QVum1GCd-hVUW7qM7crSBKfzunRVhog?1500483321


Info: The info message will display the teacher’s Low and High grade range from the Teachers form. 

 

Single Term – If selected, the gradebook will be given a term of Year and the Associated Terms selection box 

will no longer apply. The Term Description box can be used to add a user defined term name for the 

gradebook. This option should be used when grading terms do not match the terms defined for the school. This 

scenario could include Trimester Elective Wheels being used in a Semester School, Hexamester Schools or 

year-long sections that reset instruction and students at the semester. 

 

 

 

When this option is selected an additional option to “Close Gradebook” will become available at the bottom of 

the edit gradebook page. 

 

Note: Changing the name of the term description will not change the gradebook’s term of Year. 

  

Gradebook Name – Enter the Gradebook name 

 

Term Selection - The terms from the Schools Term table will display. Multiple terms can be selected. Ex: a 

Fall and Spring term can be selected as show below. One gradebook will be created for each section but if 

selecting multiple terms, they will display separately. 

  

NOTE: Gradebook terms affect the display of the gradebooks. This will allow teachers to create one gradebook 

and select multiple terms. The assignments will display based on the assignment due date and gradebook term 

dates. 

  

Comments – comments can be entered for the gradebook. 

 

https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/14018343588/original/3NLBA9I2rnqH2KG07dcjuaL5880Tb6fGdw?1500483388


Click the mouse on the Save button when complete. 

 

After saving the new Gradebook information, if the Gradebook was set up as a Single Term Gradebook, an 

additional option will display at the bottom of the edit gradebook page. 

 

Close Gradebook – When using the Single Term Gradebook option, If the Close Gradebook option is selected 

the gradebook will be closed and will move to the Past Terms gradebook area. This option allows teachers using 

a single term gradebook to be able to manually close a gradebook when a term they designed for is complete. 

 

 

 

 

https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/14018343964/original/r-IYnZXvtoCotgGAuoB4DHB7lJAjTPJkBQ?1500484021

