
ACCESS ProgressBook Gradebook Setup 
Standards Based Report Card 

 
 

Log In (https://progressbook.access-k12.org) 
Domain = access.local 
User ID = email alias 
Password = email password 
 
 

Basic Navigation 
 

 
 
 

 
Step 1 – Update Email Address 
- Click “Update Email Address” at the bottom right, under “Administration” 
- Enter your full email address in the box 
- Click “Update”. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Step 2 - Click “Setup Assignment Types” 
- These should be “General” categories (Ex:  Homework, Test, Quiz, or perhaps Formative Assessment and Summative 

Assessments). 
- From the LOV at the top of the screen select “All Classes”  
- For returning teachers, verify the assignment types are correct or make applicable changes, check the “All” box in 

each row to add them to your courses. (Or you may choose individual assignment types for individual classes.) 
- For new teachers, enter the assignment types you wish to use, and check the “All” box in each row to make them 

available in your courses.  (Or you may choose individual assignment types for individual classes.)  Use “Points” as 
mark types. If entering grades Rubric Style, use “1-4” as mark type. 

- Scroll down to click “Save”.  If not saved, data will be lost. 

 

 
Step 3 – Click “Setup Calc Methods & Weights” 
- Recommended:  Keep Defaults of Automatically calculate gradebook, use the same calculation for each grading 

period, and straight averages. 
- Calculation method defaults to “Straight Average” – no values should be entered into the weight boxes. 
- Save. 
- Check other classes where this setup applies and click Copy. 

 

 



Step 4  Click “Setup Grading Scales”  

a.  Grading Scales.  From your Teacher Home Page, click on “Setup Grading Scales” 

  
 

 

b.  With your first class selected in the “Class” dropdown box, click on “Custom Setup 2”.  NOTE:  You might get a 

pop up message about having to convert assignments.  Click “OK”.   Click “Save Next >>.” 

 

 
NOTE:  If you see a button that says “Convert”, please do not click it yet.  We will get to that step later. 

 

 

c.  Choose the Report Card and Interim (if used) you are using, and click “Save Next >>.” 

 

 
 

 



d.  You can choose a default assessment for this class.  In most cases it will be an assessment that has the words 

“Overall Grade” in it.  Choose this default assessment in the drop down box.  (Not all classes will have a default 

assessment.) 

 

Under the list of assessments, make sure the proper calculation method is chosen for each of your assessments.  

Click “Save Next >>” when finished. 

 

 
 

e.  You will next see a list of the assessments, and a drop down list of students.  If there are any students in your 

class which need to have a different calculation method for their grades, here is where you select it.  When 

finished, or if no students need to be changed, click “Save Next.” 

 

 



 

f.  If any of your other classes are similar, you can copy this setup to the other classes by selecting them and 

clicking “Copy.”  If other classes exists, or do not have the same setup, you will need to repeat Step 4 for each 

class. 

 

 
 

 

g.  If you haven’t entered any assignments in any of your classes before running these steps, you are finished 

with the setup.  If you have other classes to setup that you didn’t copy this setup to in step 6, please select that 

class in the drop down box at the top of the screen and repeat steps 2 through 5. 

 

 

**This step only applies if you were not set to Custom Setup 2, but already entered assignments. 

h.  If you have entered assignments in your class, you will need to convert those assignments.  To convert 

assignments, you must have a Default Assessment identified (step 4d).  Click on the “Mapping” link at the top of 

the screen.  You will see a button at the bottom that says “Convert”.  Click this button and then click “OK” when 

prompted if you want to continue.  Please repeat this for all of your classes.  That’s it!! 

 

 

 


