
New Teacher Campus Instruction Gradebook Setup 
Willmar Public Schools, Student Information Services, Jessie Olson, (320) 231-8555 

 

Agenda:  

 3 E’s to a successful Grade Book Setup  

 Creating your first Assignment 

 Other tools for Instruction 

o Gradebook, Student Groups, Assignment overview, Planner 

 Posting Grades at End of Term/MidTerm  
 

--- 3 E’s Grade Book Setup --- 

For assignments to save successfully and the gradebook to calculate in progress grades start with the 3 E’s 

 

1. Edit Teacher Preferences: Instruction > Grade Book > Settings >  Preferences 
 

2. Edit Grade Calc Options: Instruction > Grade Book > Settings >  Grade Calc Options – need to 
select In Progress Grade and then the grading scale you want applied to your gradebook.   
 

3. Edit/Create Categories: Instruction > Grade Book > Settings >  Categories or Category Copier – at 
least one category needs to be created to create and save assignments.  Create new or copy from 
other courses from current or prior years. 

 

     



    

--- Creating your first Assignment --- 
 

 Choose 1 of 3 different locations to create an assignment and click Add or New: 
o Grade Book 

 Click Alt + N 
 Click Add Above Settings > Assignment 
 Click Add Assignment located in Settings > Assignment List 

o Planner > Curriculum 
 Click Add on right side of any section in calendar 
 Click on Section and click either Add Assignment or Assignment List > Add Assignment 

o Assignment Overview (only after at least one other assignment has been created, click New 

 

Assignment Editor: 

Title/Summary: 

 Enter Name  
 Enter Summary if desired to explain 

assignment   

 

 

Section Settings:  

 Visible to Class is auto-toggled on, if you are not ready for 

students/parents to see, toggle off. 
 Edit if needed Start/End dates of assignment 
 Students is the options auto set to All Assigned, meaning 

assigned to all students of sections this assignment will be 

assigned to, if you click “All Assigned”, you can choose to 

only Assign to specific students if it is an assignment not all 

students need to complete. 
 
 
 
 
 
 



Grading:   

 Enter Abbreviation for assignment 
 Seq defaults to 1 and all can remain unless you want a different 

order that being driven by date 
 Select which Category (created in earlier step) this assignment 

should be grouped under 
 Select Grading Task 
 Toggle Scoring Type (Points, Marks or elementary would be next  

Rubric section) 
 Enter Points value for assignment  
 Multiplier (if this assignment for example was 50 pt but has 2x the 

weight compared to other assignments enter 2.0 otherwise leave 
defaulted at 1.0). 

 

 

Other Sections/Schedules (to assign assignment to): 

 To assign this assignment to other sections you teach, this will not be 
available until you Save the assignment assignment 
 SAVE 
 

 
 Now on assignment editor screen there is “Click Add to 
add more sections, click Add. 
 
 

 
 Click Add next to each section you want this assignment 
also assigned to. 
 Click OK 
 
 
 

 

 
 If desired, can attach content or Add a Task to this assignment (Not used much at WPS) 

  
 



Other items to review for teachers: 
 

 Grade Book  

 

 Settings 
o Filter & Sort – limit the students or assignments that you see & Sort options for grade book 
o Grade Book Set Up – Grade Calc Options, Categories and Assignments 
o Copiers – Copy categories & Assignments (current year or prior) to other courses/years 
o Web Site Address – Have your own, add it here for parent/students to access from the portal 
o Preferences – Select how you would like your grade book to look 

 
 Click on Individual Student to see 

o ID, DOB, Groups, Login (Parent) 
o Grades Summary – Brings up the students in progress and posted grades for this section. 
o Comments for Portal – general comment to post to the portal for students/parents to see. 
o Sparkline and Box and Whiskers –  

 Sparkline graphs how an individual student is doing across time on Assignments 
 Box and Whiskers graphs how a student did on an individual assignment compared to 

the other students in that section. 
o Hide Others – For reviewing grades with individual students or parents. 

 

 
 
 
 
 



 Student Groups provides a way to sort students in a certain course/section to allow for the creation of different 
assignments for those students.  New ability to click add/remove to create lists and they can belong to more than 
one group.   

 
 

 Assignment Overview – A simple view of you section’s categories and assignments by term where 
you can view and edit the categories and assignments. 

 
 
 

 Planner     

 

o My Curriculum – view and print your curriculum and also view and print student attendance 
o Other Curriculum – View and create assignments from other teachers planners 
o My Schedule – view and print teachers scheduled course/sections and school events and also 

view and print student attendance 
o Other Schedules – Click search on the bottom right hand corner to search for other teachers 

and save their schedule to view.  Nice for departments to know when other teachers are 
available. 

o To Do List – To do list in your Planner!  Located at the bottom right hand corner of the planner, 
you can make a “To Do List”, check them off and drag to reorganize.  View list of tasks to do 
and list of completed tasks. 

 
 



--- Posting Grades end of Term/Midterm --- 
 

 Post Grades –  
o Grade Book 

 New Report Card Comments in Posted Section 

 
 

 To post grades for In Progress Grades, Click Post 
 Select which Term and Grading Task to post grades from 
 Click OK twice 
 Click Save 

 
 

o Post Grades Tool (to post by Student or Standard/GradingTask) 
 Click By Student and it will change By Standard/Grading Task 
 Depending on which one you are using, select student or standard/grading task 
 Enter Percent, Grades and Report Card Comments 
 Save 

 
 

--- OR --- 
 

 


