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Setting up Gradebook 

When a teachers are on the Class Lens they will see a Gradebook tile on the right hand side of the page, 
they will click on Setup to begin.  

 

 

Defining the Subject Template 
First, the teacher will choose Define Subject Template. This template is useful if the teacher has several 
classes that are the same. The template is created once, and then copied into each class where 
appropriate. 

 

 

 

 

1.

2. Choose Define Subject Template 
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Enter a Subject Title. 

 

 

Enter Categories. For example, homework, quizzes, tests. 

 

 

 

 

Overall Grade

 

Overall Grade

Overall Grade

3. Give it a Title

4. Give it a Category Title
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If the teacher would like the grades to be weighted, she would checkmark “Category Weighting” and 
enter the weight (percent) for each category. 

 

Choose the Markset for the template. This markset needs to match the markset assigned to the course 
within FoxPro. 

 

Uncheck the letter grades you don’t want to use. Press Save. 

 

Overall Grade

Overall Grade
                     
                     

  

                   

 

 

5. Choose a Mark Set.
K-5 is Numeric

6-9 is Letter

6.Save it
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Defining Class 
The next step in setting up the gradebook is to Define Class in Gradebook. Hover your mouse over the 
word “Gradebook” to see the gradebook options. Click on “Define Class in Gradebook” as shown below. 

 

The Define Class screen: 

 

There are two options for copying:  Copy Course and Copy Subject Template. 

   

  

                   

Attendance

Day-to-Day

Citizenship

By Item

Gradebook

Define Tasks

Copy Tasks

Define Class

Seating Chart

Assign Students

Setup Classroom

Select your Class

Term 1

7. Click Day-to-Day and then
Define Class

.
.

8. Select class

9. Choose the 
Overall Grade Template
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If you copy course, you will copy due dates as well as tasks, which are assignments, quizzes, etc. Typically 
you’ll choose “Copy Subject Template”. 

 

Press Save. The screen will display as shown below. 

 

Overall Grade

Overall Grade

Vista School

Vista School

Overall Grade

Term 1

Term 1

10. Click Save

11. Choose another class and repeat 
steps 9-10 until all your classes have 

been defined.



Now choose 
Day-to-Day again and 

then Gradebook.
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Score Entry 
To see how it all comes together, go to Score Entry. Hover your mouse over Gradebook and click Score 
Entry. 

 

Notice the tabs across the top where you can choose the category type, as well as view the CRT scores for 
the students in this class. 

 

Overall Grade

Overall Grade

100

Now you are ready to manually 
input Grades from Canvas/

Edmentum.

Add the assignment title, which is 
Overall Grade, the end-of-quarter 

date, and make it out of 100

Term 1

12. Click Save when done.

100
100
100

GradesAll



Overall Grade 13. Click Grades



7. Then click the down 
arrow to check all boxes.Overall Grade

3   (Calc)
2+   (Calc)

Overall Project
100

90
100
90

3 

2+  

8.

Overall Grade

14. Click the down arrow to 
place a check in all boxes.

K-5 is a Numeric Grade

15. Click Save



90

Overall Grade
.

100
100
10
0

90
100
100
100

.A
A+
A+
A+

6-9 is a Letter Grade 14. Click the down arrow to 
place a check in all boxes.

15. Click Save



16. A lock 
will appear
indicating 

that grades
are locked.


