How to get to your Categories if you need to update/change them.
1. Open the Gradesheet of the class you want to edit.

2. Click on Settings at the top right of the window.
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3. Click on Calculation Settings in the menu on the left side of the window.
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4. Click on Grade Calculations under the Calculation Settings.
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5. Click on the blue circle with the white arrow in it next to Q1.

Start Date  End Da

‘ e Q1 09/03/2025 11/07/2
o & 11/08/2025 01/23/z

O v S1 09/03/2025 01/23/z

6. Choose your categories and their percentages. Make sure the percentages add up to 100.

Include Category Description Weight Percent

DAILY WORK IN CLASS 10.00

TEST & QUIZZES 90.00

I 21st Century 0.00

7. Click Save & Back.
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8. Repeat this process for Q2 and S1. Unfortunately, you have to do this for each term.

You’re done!



