
Publishing Assignments and the 
Portal for Teachers 



Gradebook Toolkit: 
The TOOLKIT tab located under STAFF > STAFF SCHEDULE VIEWS can be selected if you 
wish to sort the categories in the grade entry screen. Assignment Defaults (Publish on Portal, 
Maximum Assignment Points, Bonus Points, Multiplier and Comment) can be selected from 
the Toolkit. The Assignment Defaults will populate for newly created assignments in 
Gradebook Setup and Gradebook Templates. Publish on Portal allows you to choose to publish 
– None, Assignment Only and Assignment and Grade – you still have control as to what date these 
items will push to the portal. 
After setting sort preferences and assignment defaults, click Save. 

Select a radio button to 
select the grade entry 

sorting option. 

Create default values for 
new assignments. 



Due dates are pre-
populated and can be 

changed 

Optional: Enter a detailed 
description.  The description 

and/or hyperlink will display on 
the parent portal.   

Checking this box allows 
the teacher to add 

comments to be displayed 
on the parent portal , if not 

already selected in the 
ToolKit. 

Select what 
information you would 

like to publish to the 
portal, if not already 

selected in the ToolKit. 

Check this box to 
exclude students 

from specific 
assignments from 

portal and  
gradebook reports. 

Excluded 
assignments will not 

contribute to 
students overall 

grade. 



Gradebook on the Parent Portal: 
The following screenshot will help teachers see what the parent will see on the parent portal.  
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Individual Student 
Comments for assignments 
will appear here, if entered 

in the gradebook 
Category Average 

Assignment Due Date 



Parent Portal Account Indicator: 
A parent portal icon is available from the Class Roster, Gradebook, Report Card Entry and 
Rapid Entry Screens.  This allows the user to identify the parents that have portal accounts, view the 
date and time of the last login and view the gradebook from the parent portal account.  

When  hovering over the Parent Portal 
icon  you can click on the parent’s 

underlined name to access the portal 
view 



Parent’s View of Gradebook on the Portal:  This is an example of the parent’s view of the 
Gradebook Tab on the Parent Portal. 

All classes appear 
here. 

Parent selects the 
course to view the 

gradebook assignments 
and grades if posted as 
well as the calculations.  
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