IC Gradebook – Entering Grades
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From the INDEX side, click on GRADEBOOK under INSTRUCTION.  The abbreviation you chose when you created the assignment appears on the right.  Click in the box and enter a point total or a letter grade.  If you have not selected a CURVE, the grade (green Grd) will not average all assignments.  The only grade to appear is in yellow, for that particular assignment.
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If you right click in the score box for that particular assignment, you can mark as late, exempt, missing, cheated, or dropped. A little corner of that box will indicate that a comment has been added to that score.  To be able to generate a missing assignment report, click M in the box instead. You may also use X for Exempt (does not figure in the calculation), or C for Cheated (is assessed as a zero, no points).

Some options
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If you right click on an assignment, you will get these options.  

· You may EDIT the way you set this assignment up.

· You may elect to DELETE the assignment from your grade book and GROUP folder list

· You may add a NEW ASSIGNMENT without going back to your GROUP folder.  If you need to copy this new assignment into other classes you teach, you would need to follow prior instructions for copying from one class to another.

If you select SCORE FILL, your choices are to “fill down” this column (for every student), a value of zero, all points possible for this assignment, or WITH THIS VALUE… which would allow you to choose the same number of points for all students.  If all students scored an A, use this to fill down rather than selecting each individual student and hand entering it.
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Once you are finished, click SAVE.
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To post to the parent portal or to the school, right click anywhere in the grid and select the appropriate quarterly task (grade or progress).

Finish All Grades-Grading by Task

When the grading or progress window is open, you will need to do one last task.  Once your grades are posted, go back to the INDEX and select GRADING BY TASK.  Choose a class, choose the task!  You may now add COMMENTS and make any PJCs (Professional Judgement Call) to tweak a student’s grade.  
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