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I. Introduction 
 
The Genesis Gradebook is a powerful Gradebook program that is fully integrated into 
the Genesis Student Information System. 
 
The “integrated” nature of the Genesis Gradebook is designed to make your life 
easier: 
 

• You never have to enter your class rosters – Genesis Gradebook gets the list 
of students in your class from the Genesis Master Class Schedule file. 

• When students are added or dropped from your class, the updates to the 
Gradebook appear automatically (dropped students are never lost). 

• Grade Reporting (posting Marking Period grades) is simplified:  there is ‘one 
click’ transfer of student grades from the class roster into the Report Card 
Grading module. 

• Student photos, if they exist, are automatically pulled into the Gradebook and 
displayed on the seating chart. 

 
 

The Gradebook also includes a seating chart and class attendance functions. 
 
This “Quick Start” Guide takes you on a quick tour of the Genesis Gradebook, 
showing you the following: 
 

• What you must do and what you can do to set up your Gradebook to work the 
way you want it to. 

• What you can do to set up your Class Rosters. 
• How to create Assignments 
• How to grade Assignments 
• How to modify Assignments 
• What individual student support tools there exist in the Gradebook. 
• How to use the seating chart 
• How to do class attendance 
• How to post grades to the Genesis Report Card Grading module. 

 
 
 
 
The Class Rosters Assignments Screen:  the most basic Gradebook Screen 
The Class Rosters Assignments screen is the most important screen in the 
Gradebook.  The next page will introduce you to the basics of this screen. 
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Introduction to the Gradebook Spreadsheet Screen 
Gradebook Gradebook 

 
Figure 1 – The appearance of the Gradebook Gradebook spreadsheet screen before any 

Assignments have been created 
 
Features of the Gradebook Gradebook Spreadsheet screen 
The spreadsheet screen 
 

• Marking Period, Exam and Year Summary tabs – 3rd level tabs that divide up the school 
year. 

o There will be a Marking Period tab for every Marking Period during which the 
selected course section meets. 

o The Exams tab should appear only if the School gives a Mid-Term and/or Final 
Exam. 

• Spreadsheet header – The spreadsheet header, which appears immediately above the 
class roster, contains drop down boxes that allow you to: 

o Select the Teacher 
o Select the current course section 
o Select the Category to display – This allows you to display one category of  

Assignments at a time, or all Assignments. 
o Select the Unit to display – if you have divided your course into “Units” (e.g. 

chapters, topics), you can choose to show only 1 Unit or all units. 
o Show hidden? – If you have chosen to hide certain Assignments, that is, to not 

show them on the spreadsheet, setting this option to “yes” will display all your 
Assignments, hidden or not. 

• Quick Links – These are set of links provide ‘quick access’ to various features. 



Gradebook User Guide 

5 
 

• The list of students: 
o  

 
Gradebook Gradebook 

 
 
Modes of the Gradebook Gradebook Spreadsheet screen 
The spreadsheet screen has three modes: 

1. Gradebook Gradebook Assignments 
2. Gradebook Gradebook Class Attendance 
3. Gradebook Gradebook Seating Chart 

 
The “Assignments” mode is the default for this screen.  Class Attendance and the Seating Chart 
will be discussed in later sections of this guide. 
 
Selecting the Marking Period and the Current Course 

• Selecting the ‘Current Marking Period’ – There are 4 Marking Period tabs (if you are on a 
2 Semester/4 Marking Period year) and a ‘Year Summary’ tab.  The Gradebook always 
starts on which ever Marking Period is the ‘current’ Marking Period.  If today is in Marking 
Period 3, the Marking Period 3 tab will automatically be selected when you enter the 
Gradebook. 

 
• Selecting the Current Course – The ‘Course’ drop down allows you to pick the class you 

want to work on.  The courses in this drop down will change depending on which Marking 
Period is selected. 

 
 
 

The Gradebook screen header contains  
Marking Period tabs, course selection drop 
down, and Assignment viewing controls. 

The spreadsheet screen has 3 
modes:  Assignments, Class 

Attendance and Seating Chart. 

Once you post Marking Period 
grades and comments for the 
selected Marking Period, they 
are shown in these two 
columns at the far right of the 
spreadsheet. 

The students’ up-to-the-minute 
Marking Period grade averages are 
shown in the first column 

The ‘Assignment spreadsheet’ displays all 
Assignments for the selected Marking Period.
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Narrowing the set of Assignments being displayed 
There are two drop downs which allow you to control which Assignments you see in the 
spreadsheet. 
 

• Categories – Categories are things like ‘Homework’, ‘Quiz’, ‘Test’, ‘Class Project’ – the 
types of Assignments you will give your students.  These are setup on the 
Gradebook Profiles Categories screens (see below). 

o All your Categories are listed in the Categories drop down. 
o You can select one Category or all Categories 
o If you select one Category: 

 Only the Assignments for that Category will be displayed in the 
spreadsheet. 

 The “MP Average” column will show the students’ averages for 
Assignments of that one Category. 

 
• Units –Class ‘units’, or the sections into which you divide your courses.  

o The use of Units is not required.   
o If you choose to use Units, you can create them, modify them and delete them 

via the Gradebook Profiles Units screens.  
o Any Units you create will be listed in the ‘Units’ drop down on the 

Gradebook Gradebook (spreadsheet) screen. 
o Selecting one Unit will show only the Assignments linked to that one Unit in the 

spreadsheet.  When one Unit is selected, the “MP Average” column will show the 
MP average for that one Unit.  That is, it will show an “MP Unit Average”. 
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Introduction to the Gradebook Home Screen 
Gradebook Home Summary 

 
Figure 2 – The Gradebook Home Summary screen provides a list of all your course sections and 

icons to access and perform functions on them. 
 
The Home Screen 
The Home screen provides a list of your course sections, indicates which are merged with which 
and gives you a set of icons to access different functions. 

• The “Work” icon corresponds to the “Assignments” 2nd level tab. 
• The “Grades” icon corresponds to the Gradebook Gradebook 2nd level tab and brings 

up the grading spreadsheet 
• The Setup tab brings up a screen where you can choose which named profile to use with 

the course.  It corresponds to the “Setup” 2nd level tab 
• The Roster icon brings up the “Class Rosters” 2nd level tab. 
• The “Rename” icon allows you to rename your course sections.  Click it once to turn the 

Course Section name into an editable text field.  Click it twice to close the text field.  Click 
Save to save the course section’s new name. 

• The “Merge” icon brings up the Merge 2nd level tab where you can join multiple course 
section rosters into one. 

 
 
 

Icons correspond to 2nd level tabs – 
except the “Rename” icon. 
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The Gradebook Teacher Profile Screen 
 
Gradebook Home Teacher Profile 

 
Figure 3 – The Gradebook Home Teacher Profile screen lets you specify your email address and 

your “default Teacher” 
 
The Teacher Profile 
The Gradebook Teacher Profile screen provides a way for you to enter information about yourself 
that will be shared with Parents accessing their students’ information via the Genesis Parents 
Module. 
 

• Enter your email address.  This will be used as your email address when you send 
email via the Gradebook. 

• Your signature – This is the signature line that can be automatically amended to email 
messages sent by the Gradebook. 

• Contact phone number – This phone number can/will be displayed in the Parent Module 
as a way for parents to contact you. 

• URL – This is your URL, if you have one, that you would like students and their parents 
to be able to visit. 

• Default Teacher – Select the Teacher the Gradebook will initially select for you. 
 
 
NOTE:  You must setup your email address on this screen in order to be able to send 

email via the Gradebook.  You will not be able to send email until you have set up your 
email address in your Teacher Profile.   

 

Select your default “Teacher” here 
if you have more than 1 Teacher 
assigned to your user id. 
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II. Setup 
 
Gradebook Setup consists of a small number of tasks: 
 

1. Determine whether or not to merge any of your class rosters: 
• You can “merge” two or more of your assigned course 

sections into a single class roster. 
2. Setup your named Profiles.  For each Profile, you can: 

• Choose your basic “Grading Style”:  Total Points or 
Weighted Categories 

• Setup your Categories (e.g. Homework, Tests, Projects, 
etc.) 

• Adjust Grade Values so that they work for you 
• Create your class “Units” (e.g. ‘Chapter 1’, ‘Chapter 2’) 
• Optionally set up Workgroups so that you can divide your 

class rosters into non-overlapping sub-groups of students 
(this will allow you to create Assignments directed to just 
one Workgroup of students). 

3. Determine which Profile to assign to which class section 
 
Gradebook Setup Checklist: 
 
__ Complete your Teacher Profile 
 
__ Merge course sections you wish to share one course roster of students 
 
__ View your Default Course Profile.  Make any changes you want to apply to all your 

courses 
__ Copy your Default Course Profile to make additional course profiles if you need to. 
 
__ Make changes to your copied course profiles as appropriate (Preferences, Categories, 

Grade Values, Units and Workgroups) 
 
__ Select the course profile you want for each course (use Gradebook Setup) 
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A. Merging Course Sections into a Single Combined 
Roster 

 
Gradebook Home 

 
 
Why Merge Rosters? 
You will want to merge course rosters if you want two or more course sections to appear on one 
roster – one list of students – in your Gradebook.  The reasons include the following: 

• Your inclusion students and your non-inclusion students are in two separate course 
sections and you want to view them as one, unified course roster. 

• You have two or more classes that you wish to treat as one (e.g. a science course 
section and its corresponding lab course section. 

 
Restrictions on Merging Rosters 
Rosters can be merged as long as the following are true: 

• All the course sections you wish to merge have the same semester code (e.g. all are Full 
Year courses or both are Semester 1 courses, etc.).  

• You have not yet created Assignments in any of the course sections you wish to merge.  
You cannot merge course sections if you have already created Assignments. 

• All course sections you wish to merge use the same Course Profile.  You cannot merge 
courses that are using different Course Profiles. 

To merge two or more course 
sections, click on the “Merge” 
icon for one of those sections.  
Or click the “Merge” 2nd level 
tab.
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Gradebook Merge 

 
 
Performing a Merge 
To merge two or more classes, bring up the Gradebook Merge screen: 

1. Pick the “base course section” – this is the course section you will merge other course 
sections into.  Which one you pick as the base truly does not matter – but to proceed, you 
must select one. 

2. Select the course section(s) to merge into the base.  These all must: 
a. Have the same semester code (e.g. “FY”) as the base  
b. Use the same Course Profile (e.g. “Default Course Profile”) as the base 
c. Have no existing Assignments 

3. Click “Save” to perform the merge 
 
When the merge completes successfully, you will be shown the following confirmation dialog: 

 
 
You can now view either the Gradebook Home or Gradebook Merge screen to see the result 
of the merge.

Step 1:  pick a 
“base” course 
section to merge 
other sections into 

Step 2: Select one or more 
sections to merge into the 
pre-selected “base” course 
section. 

Step 3: Click Save to do 
the actual merge. 
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Gradebook Merge 

 
 
 
Breaking a Merge:  Separating Merged Rosters 
Merged rosters can be separated as long as you have not yet created Assignments in the 
combined course roster.  You cannot break a merge if you have already created Assignments. 
 
You have not yet created Assignments you can break the merge without any repercussions. 
 
To break the merge, simply click on the “Break Merge” icon ( ) at the far right.  When the 
“break merge” operation completes successfully, you are shown the following confirmation dialog: 
 

 
 

This course was merged 
with the current ‘base’ 
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B. Setup Course Profiles 
1. The Default Course Profile 

Gradebook Profiles 

 
 
Introduction to Course Profiles 
Course Profiles hold all the settings for your courses: 

• How to grade the course (basic grading preferences) 
• What the grades are worth (grade values) 
• What categories you use (Homework, Tests, Quizzes, Projects, etc.) 
• How the course is divided up (Course Units) 
• Whether or not to use Workgroups (sub-groups of students) 

 
You must set up your profiles and assign them to your classes. 
 
The Default Course Profile 
Initially, you have one course profile, the “Default Course Profile” and all your courses 
are assigned to use it.  It contains all the basic settings specified for your school. 
 
You can create as many additional profiles as you wish and alter any of the settings.  To 
create a new course profile, you must copy an existing one.  To create your first 
customized course profile, make a copy of the Default Course Profile. 

Copy (create a new) 
Course Profile

Rename Course 
Profile

Edit Profile Settings 



Gradebook User Guide 

15 
 

2. Copying and Renaming (and Deleting) Course Profiles 
Gradebook Profiles List 

 
Figure 4 – Course Profiles list after the first copy of the Default Course Profile 

 
Copying and Renaming Course Profiles 
The only way to make a new course profile is to copy an existing one.  The “Copy 
Profile” icon makes a copy of the profile.  The name of the copied profile is 
always the name of the old profile with “(COPY)” tacked on to it.  If you copy the 
Default Profile, the name of the copy is “Default Course Profile (COPY)” – as you 
can see in Figure X above.  Of course you will want to rename your copied 
profiles. 
 
Copy a Profile 
To copy a profile, simply click on the “Copy Course Profile” icon button.  The 
profile is immediately copied and the name of the copy is automatically assigned. 
 
Renaming Copied Profiles 
To rename a copied profile, click on the “Rename” icon button.  This will bring up 
the Rename Profile screen. 
 
Deleting a Profile 
The Default Course Profile cannot be deleted, but all other Course Profiles can 
be.  To delete a Course Profile, click on the Delete “trashcan” icon at the far right 
side of the line. 
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Rename a Profile 
 

 
Figure 5 – The “Rename” Course Profile Screen 

 
Renaming the Profile 
To rename the profile, enter a new description.  Then click Save.  You can also edit the 
“Sequence number” of the course profile.  The sequence number is used to sort the profiles in the 
list of course profiles.   Changing it may change the position of this course profile in the list of 
profiles on the Gradebook Profiles List screen. 
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3. Copy Last Year’s Profiles to This Year 
 

 
 
Copying Profiles from the Prior School Year to the Current School Year 
Your “last year” Gradebook Profiles are not automatically copied into the new 
School Year. To access last year’s Profiles and copy them into the current year, 
do the following: 
 

1. Navigate to the Gradebook Profiles Last Year screen. 
2. Locate the profile you wish to copy to the current year. 
3. Click on the “Copy Profile to 2007-08” button.  The profile is copied and 

can be found on the Gradebook Profiles List screen: 
 

 
 
The copied Profile is not automatically assigned to a course section.  You must 
assign it to the course sections you wish to use it. 
 



Gradebook User Guide 

18 
 

4. Editing Course Profile Settings 
 

This is where you make the most important decisions about using your 
Gradebook:  How to Grade your Courses 
 

• Choose your basic “Grading Style”:  Total Points or 
Weighted Categories.  Weighted Categories is the default. 

• Setup your Categories (e.g. Homework, Tests, Projects, 
etc.) 

• Adjust Grade Values so that they work for you 
• Create your class “Units” (e.g. ‘Chapter 1’, ‘Chapter 2’) 
• Set up Workgroups 
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a. Choose Your Basic Grading Scheme 
Gradebook Profiles Preferences 

 
Figure 6 – Top half of Gradebook Profiles Preferences screen 

 
Select Your Basic Grading Style 

1. Click on the Gradebook Profiles tab 
2. Click on the “P” icon for the Profile you wish to edit.  This brings up the Preferences 

screen for the selected Profile. 
3. Select the Grading Style – either “Total Points” or “Category Weights” 
4. Click Save (you will need to scroll to the bottom to find the Save button). 

 
The default Grading Style is “Category Weights”.  If you use Total Points, you 
must change the setting. 
 
Select the Sort for your Assignments on the Class Roster Spreadsheet Screen 

1. On this same Gradebook Profiles Preferences tab for the selected Profile, scroll to 
the bottom (see Figure X below). 

2. Select your choice of the four Sort Assignments options: 
a. By Due Date, By Category 
b. Due Date, By Workgroup 
c. Due Date 
d. By Seq 

3. Click Save 
 
The default sort is “By Due Date” (choice C above). 

Select your 
Grading Style here 
and click Save 
below. 
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b. Setup Your Assignment Categories 
Gradebook Profiles Categories List 

 
 
Setting Up Categories 
 

• You are initially given the 3 sample Categories of Homework, Test and Quiz.  You may 
keep, modify or delete these as you like and add an unlimited number of additional 
Categories. 

 
• Categories must be setup regardless of whether you use Weighted Categories or Total 

Points as your basic grading scheme. 
 

• You can create absolutely any Categories you wish:  The most common Categories 
include: 

o Homework 
o Quizzes 
o Tests 
o Class Projects 
o Class Participation 
o Presentations 

 
• Categories can be color-coded – Color coding your Categories allows for easy, quick 

identification of Assignments on the Class Rosters spreadsheet screen.  For your 
convenience a color codes chart is included in this document. 

 
• Categories can be sub-divided and sub-Categories added. 
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Adding a Category 
Gradebook Profiles Categories Add Category 

 
 
Add a New Category 

1. Click on the Gradebook Profiles tab 
2. Select the Profile you wish to edit and click on the P ‘open’ icon. 
3. Click on the Categories 3rd level tab 
4. Click on the Add Category 4th level tab 
 
5. Fill in the required information: 

• Category Code – a short, unique abbreviation for the Category (e.g. “HW” for 
Homework or “PJ” for Projects) 

• Category Description – A brief description.  E.g. “Homework”, “Projects” 
• Select a default grading type.  This is the grading type you would ordinarily use for 

Assignments in this Category. 
• Specify a default “maximum score” for Assignments of this Category.  E.g. 25 points. 
• DO NOT put anything in the “Preset Earned Points” field.  This is explained below. 
• Indicate whether or not to automatically drop up to the 5 worst scores that a student 

has for Assignments in this Category in any one Marking Period. 
• Choose a color scheme, or just use the default color scheme. 
• Select a “Sequence number” for the Category – this positions the Category in any list 

of Categories 
• If you are using Category Weights, specify how much this Category is worth in each 

Marking Period. 
• Specify how many Assignments to automatically drop for a student in each MP. 

 
6. Click Save. 
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Removing a Category 
Gradebook Profiles Categories 

 
 
Removing a Category 
 

1. Select the Category you want to remove (that is, permanently delete) 
2. Click the “Delete” trashcan icon on the right side of the Category’s line.   

 

   
 

3. Click “OK” to delete the Category – or click “Cancel” to abandon the delete operation. 
 
 
 
 

Delete Trashcan Icons – 
click to delete the Category 
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Editing a Category 

 
 
Editing a Category 
 
To change any of the Category’s settings, including its Category Weight and color 
scheme, click on the “edit” icon for the Category. 
 
To sub-divide the Category, click the “sub-divide” icon for the Category. 
 
Editing Sub-Categories 
Sub-Categories cannot be directly edited.  They inherit the default Grading Type, 
maximum points and other settings of their parent Category.  To change the name, 
percentages and color schemes for sub-Categories, click on the “Sub-Divide Category” 
icon for their parent Category. 

Edit Icons – click to edit a 
Category 

Sub-divide Icons – click to 
subdivide a Category and 
create sub-Categories 

Sub-Categories cannot 
be directly edited.  
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Editing a Category, Cont. 
Gradebook Profiles Categories Modify Category 

 
 
Modify a New Category 
 

1. Click on the Gradebook Profiles tab 
2. Select a profile and click on the “P” (change settings) icon. 
3. Click on the Categories 3rd  level tab 
4. Click on the Edit button for the Category you wish to modify 
 
5. You may update any or all of the following fields: 

• Category Description – A brief description.  E.g. “Homework”, “Projects” 
• Default grading type.  This is the grading type you would ordinarily use for 

Assignments in this Category. 
• Default “maximum score” for Assignments of this Category.  E.g. 25 points. 
•  “Preset Earned Points” field.  See “Preset Earned Points Categories” below.  

Leave this blank unless this is a “count down” Category 
• “Drop Worst” settings 
• The color scheme. 
• Sequence number of this Category – its position in any list of Categories 
• Category Weight of this Category in each Marking Period. 
 

6. Click Save. 
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Pre-Set Points Categories 
Gradebook Profiles Categories Add/Modify Category 

 
 
Pre-Set Points Categories:  Counting Down instead of Up 
A “pre-set” points Category lets you give students a fixed number of points – e.g. 100 – at 
the start of a Marking Period and to subtract – rather than add – points to that total. 
 
This is the “take points away” or “count down” type of Category. 
 
To create a “count down” Category you must do two things on the Category screen: 

1. Set the Default Grade Type field to “Preset Points”. 
2. Select the starting number of points each student will receive.  This value is placed 

in the Preset Earned Points field. 
 
These two settings change the Category from a normal “count up” Category to a “count 
down” Category. 
 
The “Pre-Set Points” grading type has 3 grades: 

• “Handed In” (defaults to a value of 0) 
• “Not Handed In” (defaults to a value of -5) 
• “Extra Credit” (defaults to a value of 5) 

 
Grade values can be adjusted on the Setup Grade Values Translations screen. 
 

The Default Grade 
Type field must be 
set to “Preset 
Points” 

The Preset Earned 
Points field is set 
to the starting # of 
points each student 
receives. 
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Sub-Divide a Category 
Gradebook Profiles Categories Modify Category (Sub-Divide) 

 
 
Sub-divide a New Category 
 

1. Click on the Gradebook Profiles tab 
2. Select a profile and click on the “P” (change settings) icon. 
3. Click on the Categories 3rd  level tab 
4. Click on the Subdivide icon for the Category you wish to sub-divide.  This brings 

up the “Sub-divide Category” screen. 
5. You may create one or more sub-divisions for a Category.  The “Add Sub-

Category” fields are found along the bottom of the screen.   Fill in the fields: 
a. Seq – Sequence # for this sub-category.    
b. Code – Unique short code that identifies the sub-Category.  This should be 

2 to 4 characters in length. 
c. Description – Description of the sub-Category 
d. MP1 to MP4 - % value of this Sub-Category. 
e. Color scheme – Font and Background colors. 

 
6. Click Add to create the new sub-Category. 

 
Rules for MP percentages for Sub-Categories:  Sub-Category Marking Period percentages 
sub-divide the percentage value for the parent Category for each MP.  For example, if the 
parent Category is work 50%, the total %s of the sub-Categories must add up to no more 
than 50% (and not 100%). 
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View, Update and Delete Sub-Categories 
The sub-Category maintenance screen gives you the ability to view the sub-Categories 
of a Category, change the % values for a sub-Category, and delete a sub-Category. 
 
To Update the % values for a sub-Category: 

1. On the on the Modify Sub-Categories screen, directly update the MP1, MP2, MP3, 
MP4 fields. 

2. Click the “Save” icon for the sub-Category. 
 
NOTE:  Sub-Category percentage totals for a Marking Period (MP1, MP2, MP3, MP4) must 
add up to less than or equal to the percentage value of the parent Category.    If the 
Category weight is 50%, the total of all sub-Category percentages cannot exceed 50%.  
Invalid sub-Category percentages are shown in red font. 
 
To Delete a sub-Category: 

1. On the on the Modify Sub-Categories screen, click the “Delete” icon next to the 
sub-Category you wish to remove. 

 
To Change a sub-Category’s Code, Description or Color Scheme 
A sub-Category’s code cannot be updated:  to change it you must delete the sub-Category 
and recreate it.  A sub-Category’s Description and color scheme can be changed by re-
entering data in the “Add a sub-Category” fields at the bottom, using the exact same 
Code, and clicking Add. 

 

The total of 60% here exceeds the Category 
maximum and will lead to incorrect grades. 
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Setup Your Grade Values 
Gradebook Profiles Grade Translations 

 
Setting Up Grade Values 
 

1. Click on the Gradebook Profiles tab 
2. Select a profile and click on the “P” (change settings) icon. 
3. Click on the Grade Values 3rd level tab 

 
4. Review all Grade Values: 

a. Alpha Grades – You may add and delete Alpha Grade values 
b. “Checks” Grade Type 
c. O-S-U Grade Type 
d. Pass/Fail Grade Type (you might want to set “Pass” to 100). 
e. Pre-Set Grade Type:  Handed In/Not Handed In/Extra Credit 

 
5. Click on the Save button 
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a. Units – Creating and Managing Course Units 

 

 
 
Units 
Units are not required.  You do not have to use them.  If you choose to use them, you must 
create them yourself.  Units are managed via the Gradebook Profiles Units screen. 
 
To Manage Your Units: 

1. Click on the Gradebook Profiles tab 
 

2. Click on the 3rd level Units tab 
 
3. Review any existing Units you have previously created.  Initially this screen is 

empty.  Genesis Gradebook does not give you any sample Units:  it cannot, as 
Units are very specific to different courses.  You must create all your own Units. 

 
4. To add a new Unit, click the “Add Unit” tab 
 
5. To delete an existing Unit, click the “Delete” trashcan icon corresponding to the 

Unit you want to delete. 
 

6. To modify an existing Unit, click the “Edit” icon corresponding to the Unit you 
want to delete. 

 
 

The list of all Units that you 
have already created. 

The ‘delete’ 
trashcan icons 

The ‘modify’ 
icons
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Add a New Unit 

 
Figure 7 – Adding a New Course Unit 

 
Adding a New Course Unit 
Units have very few characteristics.  They are primarily just an aid to you in organizing 
your class in the Gradebook. 
 
When you create a new Unit, you must supply the following information: 
 

1. Click on the Gradebook Profiles Units Add Unit tab to bring up the ‘Add Unit’ 
screen. 

 
2. Provide the following pieces of information for the new Unit: 

 
a. Unit Code -  A short, unique code for your set.  This is used internally by 

the Gradebook.  The key thing is that the code should be unique. 
 

b. Unit Description – A description of the Set (or course unit). 
 

c. Unit Column Header - A short, abbreviated column header for the Unit.  
This will appear in the column header of Assignments on the 
Gradebook Gradebook spreadsheet screen.  If the Column Header is long, 
it will make your Assignment columns very wide. 

 
d. Sequence # - The sequence number is used to place the Unit in any list of 

Units.  That is, it is used to order your Units in drop down lists and on the 
Units screen itself. 

 
3. Click on the Save button when you done to actually create the Unit. 
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a. Workgroups 
Gradebook Profiles Workgroups 

 
 
Workgroups 
Workgroups are not required.  You do not have to use them.  If you choose to use them, 
you must create them yourself.  Workgroups are managed via the 
Gradebook Profiles Workgroups screen. 
 
To Manage Your Workgroups: 

1. Click on the Gradebook Profiles tab 
 

2. Click on the Workgroups 3rd level tab 
 

3. Review your existing Workgroups.  Initially you will have no Workgroups. 
 

4. To add a new Workgroup, click the “Add Workgroup” tab 
 
5. To delete an existing Workgroup, click the “Delete” trashcan icon corresponding 

to the Workgroup you want to delete. 
 

6. To modify an existing Workgroup, click the “Edit” icon corresponding to the 
Workgroup you want to delete. 

 
 

The list of all Workgroups that 
you have already created. The ‘delete’ 

trashcan icons The ‘modify’ 
icons
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Add a New Workgroup 

 
Figure 8 – Creating a new Workgroup 

 
Adding a New Workgroup 
Workgroups have very few characteristics.  They are identified by a 1-character name (e.g. ‘A’) 
and their most distinctive characteristic is their color scheme. 
 
To create a new Workgroup: 

1. Click on the Gradebook Profiles Workgroups Add Workgroup tab to bring up the 
‘Add Workgroup’ screen. 

 
2. Provide the following pieces of information for the new Workgroup: 

 
b. Group Code -  This is the one character name for the Workgroup.  It is only 1 

character, but it can be any character.  There are 72 possible characters: 
i. Capital or lower case letters 
ii. Numbers 0 - 9 
iii. Punctuation:  ~!@#$%^&*()_+=}][{\|’”;:/?.>,<` 

 
c. Description – A description of the Workgroup 

 
d. Color Scheme for the Workgroup.  It is very important to select a distinctive color 

scheme for the Workgroup.   Color schemes have two parts: 
 

i. The Font color – the color for the text itself 

A color codes chart 
is available in the 
“How Do I” drop 
down.  The chart is 
also included at the 
end of this Guide. 
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ii. Background color – the color of the background field. 
 

The text must be easy to see and read against the background color.  There are 
a small number of ‘pre-set’ colors available in both the ‘font’ and the ‘background’ 
drop downs.  You can select a preset color or you can enter your own code. 
 
Confused about how to create color codes?  Use the Color Codes Chart.  It is 
available under the “How Do I” drop down at the top right of the screen.  It is also 
included in this Quick Start Guide. 

• Click on the How Do I drop down 
• Select ‘Color Codes Chart’.  This will bring up the chart. 
• Select a color you like 
• Copy the code for your color into either the Font or the 

Background field. 
• If you pick a code, you must set the corresponding preset colors 

drop down list to the ‘blank’ selection. 
 

e. Sequence # - The sequence number is used to place the Workgroup in the list 
of Workgroups.  That is, it is used to order your Workgroups in drop down lists 
and on the Workgroups screen itself. 

 
3. Click on the Save button when you done to actually create the Workgroup. 
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f. Report Options 
 
Gradebook Profiles Reports 

 
 
Report Options 
The option on this page control features that appear – or are suppressed – on the “Student 
Assignment Reports” that are automatically generated on the 
Gradebook Gradebook Student Summary Contacts screen.  The options include: 
 

• Only Show Graded Assignments – Include only Assignments that have been graded 
on the reports generated for individual students 

• Show Teacher Signature Line – You can enter your “signature” on the screen.  This 
option indicates whether to plug this signature into the reports or not. 

• Show Parent Signature Line – Provide a line for parents to sign the report so it can be 
returned to you. 

• Show Category Averages – Display the individual averages for your Categories on the 
reports for individual students. 

• Show Class Averages – Include or exclude the class average on individual students’ 
reports.  If you include the class average the student can see how the child is performing 
against the rest of the class. If you leave the class average off the report, the student 
(and parents) see only their own scores. 

• Round Averages to Two Decimal Places  – All averages will be rounded to 2 decimal 
places.   

 
Set Report Options 
To set your Report options: 

1. Navigate to the Gradebook Profiles Reports screen. 
2. Select your choices for each of the Report options: 

 
a. Only Show Graded Assignments:  Yes or No 
b. Show Teacher Signature Line:  Yes or No 
c. Show Parent Signature Line:  Yes or No 
d. Show Category Averages:  Yes or No 
e. Show Class Averages:  Yes or No 
f. Round Averages to Two Decimal Places:  Yes or No 

 
3. Click Save to save your choices. 
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C. Assign Profiles to Your Courses 
Gradebook Home 

 
Figure 9 – Gradebook Home screen illustrating the location of the Setup icons 

 
Clicking on the “Setup” icon causes the “Course Setup” (‘choose profile’) screen to be displayed: 
 
At A Glance, Profile Setting Review and Select Screen 

 
Figure 10 – The Gradebook Setup screen – ‘At a Glance’ Profile Setting Review and Select Screen 

 
Setup – Reviewing and Selecting a Profile 
The Gradebook Setup screen displays an ‘at a glance’ list of all of the selected Profile’s 
settings.   You can scroll down to see a complete list of the following: 

• Basic Preferences 
• Grade Translations and values 

Click on the Setup 
icon for the course 
whose Profile you 
wish to set 

Select the profile to 
view and possibly 
assign to the selected 
class. 

Change the course section 
to which you want to 
assign a profile. 
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• Categories 
• Units 
• Workgroups 

 
Each section has a button (e.g. “Edit Preferences”) that takes you immediately to the 
correct profile edit screen. 
 
Selecting a New Profile 
To choose a new profile, select your desired profile from the Course Profile drop down list.  
This will bring up the settings for the selected profile.  To permanently choose this profile, 
click the “Save” icon (disc) next to the Course Profile drop down. 
 
Change to a Different Course Section 
To review and select course profiles for a different course section, use the Switch Course 
drop down at the top left.  You can select a profile for each of your courses without ever 
leaving this screen. 
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III. Class Rosters Setup (after Merging Rosters) 

  
 
Setting Up Class Rosters 
There are 6 things you can do to set up each of your Class Rosters: 

1. Turn off the New indicator that initially appears next to each student’s name. 
2. Give each student a “Gradebook” (or ‘class’) Id to use in place of their District Student Id 

for this class only. 
3. Give students a nickname for use on the Class Roster screen 
4. Hide the dropped students (the students shown in red at the bottom of the class roster 

list). 
5. If you are using Workgroups, assign students to their Workgroup. 
6. If multiple teachers are teaching this class, determine which one has responsibility for 

each student. 
 
To go to the “Roster Setup” (or ‘Student Roster’) Screen click on the Active Students label.  You 
can also click on the “Class Rosters” second level tab. 
 
Gradebook Ids 
Some teachers want to give students a ‘class id’ for use only in their class.  These are called 
‘Gradebook Ids’ and they can be assigned on the Class Roster setup screen.  Gradebook ids can 
be 1 to 4 digits in length.  You can assign them yourself randomly, or you can use the ‘Generate 
Ids Starting With’ function and generate ids sequentially, but starting with whatever number you 
supply. 

“New” indicator 

This is the “Active Students” label.  Click 
this to get to the “roster setup screen”. 

These students shown at the bottom in Olive 
background have been dropped from the 
class.  If they are visible here, you may 
continue to post Assignment grades for them. 
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Class Roster Setup Screen 

 
 
The Student Roster Setup Screen 
This screen lets you set up your Class Roster: 

• Turn off the “New” marker next to all students in the class 
• Hide dropped students from the Class Roster screen 
• Give students nicknames for the Class 
• Give students “Gradebook Id” or class Id numbers. 
• Assign students to a Workgroup, if you are using and have setup Workgroups 
• If multiple teachers are responsible for a (combined) course roster, you can 

designate which students are the responsibility of which teacher. 
 
 
Turn Off the “New” Indicators 

1. Click the “Accepted” column header to toggle all the “Accepted” checkboxes to 
“checked”  - or – 

2. Check just the checkboxes in the “Accepted” column for the students whose 
“New” marker you wish to turn off. 

3. Click “Save” to save the changes. 
 
 

The ‘Gradebook 
Id’ settings 

The ‘Gradebook 
Name’ fields 

The ‘Generate IDs 
starting at’ control

Controls the 
‘New’ indicator

The ‘Show’ 
checkboxes
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Hide Dropped Students on Gradebook Screen 
If you hide a dropped student, you will not be able to enter grades for that student.  If you 
allow a dropped student to remain visible, you will continue to be able to enter grades for 
them. 

1. Uncheck the “Show” checkboxes for the students you want to hide. 
2. Click “Save” to save the changes. 

 
Give Students “Nicknames” for this Class 

1. Edit the students’ “Gradebook Name” fields.  For example: 
a. Abbreviate extremely long names (especially if the names cause formatting 

problems on the Class Roster screen). 
b. Record student’s preferred nicknames 
c. Prefix student  last names with a “z” to cause them to sort alphabetically to 

the bottom of the list 
2. Click “Save” to save the changes. 

 
 
Give Students “Class Ids” for this Class 

1. Edit the students’ “Gradebook Id” fields.  You can either: 
a. Pick numbers your self 
b. Use the “Starting Ids Number” field at the upper right of the screen.  Enter 

the starting Id number for the class and click “Go” 
2. Click “Save” to save the changes. 

 
To randomize the Gradebook Ids, do the following: 

1. On the Gradebook Gradebook screen, click the “Id” column header.  This sorts the 
students by their District Student Id – that is, it sorts them more or less randomly. 

2. Then, click on the Active Students label to bring up the Class Roster screen. 
3. Now, generate Id numbers using the “Starting Ids Number” field at the upper right 

of the screen.  Enter the starting Id number for the class and click “Go” 
3. Click “Save” to save the changes.   

 
 
Assign Students to a Workgroup 

1. First you must set up Workgroups on the Gradebook Profiles Workgroups 
screen of the Profile assigned to this class roster (see Pages below)  

2. Assign students to a Workgroup in the “Group” column 
3. Click “Save” to save the changes. 

 
Assign Teachers Responsibility for Students in the Class Roster 
If multiple teachers are assigned to a single class roster, you can (but do not have to) 
specify which teacher has responsibility to grade which students. 

1. In the “Teacher Responsibility” column on the far right of the screen, select which 
teacher has grading responsibility for each student. 

2. Click “Save” to save the changes. 
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IV. Add an Assignment 

 
 
Adding an Assignment 

1. Click on the “Add Assignment” Quick Link at the upper right of the Class Roster 
screen 

2. The required fields are identified by a red asterisk (*). 
 

3. Fill in the fields of the Assignment: 
a. Assignment Name – Name for the assignment 
b. Column Header – Column header – controls width of the column 
c. Sequence # - a 1 to 7 digit sequence number that you assign 
d. Groups – If you are using Workgroups, you can choose a Workgroup with 

which to associate this Assignment 
e. Strip Description – Optional description of the Assignment 
f. Assigned Date – Required Date that Assignment is “Assigned” to students 
g. Due Date – Due date for the Assignment – not required and not linked to 

the Assigned Date 
h. Category – Select the Category for the Assignment (e.g. Homework) 
i. Grading Type – Select how the Assignment will be graded = or ungraded 
j. Maximum Possible Score – Specify maximum point value 
k. Assignment Weight – Specify how to ‘count’ this Assignment.  The default 

is to ‘count it once’.  You can specify, for example, to count it ‘1.5’ times or 
‘2.0’ times, etc.  Do not update unless you want to ‘count an Assignment’ 
more than once. 

l. Assignment Unit – If you have set up Units, select Unit of Assignment (e.g. 
“Chapter 1” or “American Revolution”) 

1 to 7 digit “seq #” 

Dates are NOT 
required. 
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m. Parent’s Module - If the Parent’s module is turned on, share this 
Assignment? 

n. For Gradebook – Hide or show Assignment on Class Roster screen? 
o. Links to other classes – Specify which other of your classes to copy and 

link this Assignment to. 
4. To stay on this page and create additional Assignments, check the “Add 

Assignment after this” checkbox – otherwise you will be returned to the Class 
Roster screen. 

5. Click “Save” to create the Assignment 
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V. Grade an Assignment 

 
 
Grading an Assignment:  Choosing and Assignment to Grade 

 To open an Assignment for grading, click anywhere in the column you wish to grade.

To grade an 
Assignment, 
click anywhere 
within its column 
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Give Grades for the Assignment 

 
 
Grading Assignments:  Features of the Grade Assignment Screen 
 

• The “Grade” column is specific to the “Grading Type” of the Assignment: 
o Numeric Grading Type – you get a text field and you must type a number 

into the field 
o “Checks” – You get “<<” and “>>” buttons (shown above) and you use 

those to select the “check mark” that you want. 
o Alphabetic grades – You get a drop down field and select an alpha grade 

(e.g. “B+”) 
o O-S-U grading – You get a drop down field and select one of the three 

grades: “O”, “S”, or “U” 
o Pass/Fail grading – Yes get a drop down field and select either “Pass” or 

“Fail” 
o Pre-Set Points grading – You get a drop down field and select either “NHI” 

(Not Handed In), “HI” (Handed in), or “EC” (Extra Credit) 
 

• There is a “Comment” field where you can put short comments 
 
• There are four special grades of Absent, Incomplete, Exempt or Missing 
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VI. Modify the Definition of an Assignment  

 
 
Modifying the Definition of an Assignment 
If you need to alter the Assignment: 

• To change the Assignment’s Category 
• To alter the number of points it is worth 
• To change its sequence # 
• Etc. 

Click the highlighted top line of the Assignment’s column header.  This will take you to the 
“Modify Assignment” screen. 
 
 
Grading Type Can Only be Converted to Numeric 
WARNING: You can only change non-Numeric grading types to “Numeric”.  You cannot 
change a “Numeric” grading type to any other.  You cannot do any other conversion of 
one grading type into another. 
 

To modify the definition of an 
Assignment, click on the top line 
of the Assignments’ header. 
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Modify the Definition of an Assignment, Cont. 

 
 
Modifying an Assignment 
 

1. You can alter the following fields of the Assignment: 
a. Assignment Name – Name for the assignment 
b. Column Header – Column header – controls width of the column 
c. Sequence # - a 1 to 7 digit sequence number that you assign 
d. Groups – Change to which Workgroup this Assignment is associated. 
e. Strip Description – Optional description of the Assignment 
f. Assigned Date – Required Date that Assignment is “Assigned” to students 
g. Due Date – Due date for the Assignment – not required and not linked to 

the Assigned Date 
h. Category – Select the Category for the Assignment (e.g. Homework) 
i. Marking Period – You can move the Assignment between Marking Periods 
j. Maximum Possible Score – Specify maximum point value.  If you change 

the Maximum Possible Score of an Assignment that has already been 
graded, all your grades will be recalculated based on the updated Max 
Possible Score.  Student grade averages may change. 

k. Assignment Weight – Specify how to ‘count’ this Assignment.  The default 
is to ‘count it once’.  You can specify, for example, to count it ‘1.5’ times or 
‘2.0’ times, etc.  Do not update unless you want to ‘count an Assignment’ 
more than once. 

l. Assignment Set – If you have set up Units, select the Unit for the 
Assignment (e.g. “Chapter 1” or “American Revolution”) 

m. Parent’s Module - If the Parent’s module is turned on, share this 
Assignment? 

You cannot add links 

You cannot change 
the Grade Type. 



Gradebook User Guide 

46 
 

n. For Gradebook – Hide or show Assignment on Class Roster screen? 
 

2. Click “Save” to modify the Assignment 
 
 

Modifying the Maximum Possible Score 
When you modify the Maximum Possible Score field, you are changing the number of points the 
Assignment is worth.  Genesis Gradebook will automatically modify the values of any existing 
grades proportionally.   Student grade averages may be adjusted. 
 
Modifying the Marking Period 
When you modify the Marking Period field, you are forcibly moving the Assignment to a different 
Marking Period tab.  Both the Assigned Date and Due Date fields will be checked to ensure that 
the dates have been changed to match the target marking period. 
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VII. Mass Create Assignments 
Gradebook Assignments Add Assignments 

 
 
Mass Create Assignments 
You can mass create many Assignments with one operation.   You have three options if your 
school does not use Cycle Days and four options if your school does use Cycle Days: 
 

a. Create one Assignment for every school day in the Marking Period 
b. Create one Assignment for every checked day of the week.  For example, you 

can create a Homework Assignment every Monday, Wednesday and Thursday of 
the selected Marking Period, or you can create a Quiz every Thursday of the 
Marking Period. 

c. If your school uses Cycle Days, you can create Assignments for every checked 
cycle day.  For example, you can create a Homework Assignment every A, C and 
E day of the selected Marking Period, or you can create a Quiz every D day of 
the Marking Period.  You will see a set of check boxes corresponding to the 
Cycle Days your school uses. 

d. Create a fixed number of Assignments – up to 100 – with no pre-assigned dates. 
 
To Mass Create Assignments: 

1. Go to the Gradebook Assignments Add Assignments screen. 
2. Select Marking Period (do not select “All Marking Periods”) 
3. Select the Category of Assignments you wish to create (e.g. Homework, Quiz) 
4. Select the Grading Type for the Assignments.  Note that Grading Type cannot be 

changed once the Assignments are created. 
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5. Select the maximum number of points for the Assignments (e.g. 100 or 10) 
6. If you have created Units for the Course and you wish to link these Assignments with one 

Unit, select that Unit. 
7. If you wish to link the Assignments with one Workgroup, select that Workgroup 
8. Select the dates/days/number of Assignments to create. 
9. Choose whether or not to remove other, pre-existing Assignments for the selected 

Category. 
10. Click Save to create the Assignments. 
11. Go to the Gradebook Assignments List Assignments screen to view the newly 

created Assignments 
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VIII. Copy Last Year’s Assignments to This Year 
Gradebook Assignments Year to Year 

  
 
Copying Assignments from Last Year’s Classes into This Year 
If you used the Genesis Gradebook during the last school year, you may retrieve the 
Assignments you created for last year’s course sections and copy them into one or more 
of you course sections in the current school year. 
 

1. Go to the Gradebook Assignments Year to Year screen. 
2. Select the current year course section to copy Assignments into 
3. Select a course section from the previous school year.  This will bring up all the 

Assignments for that course. 
4. Select the Assignments to copy into this year: 

a. Place a check in the checkbox of every Assignment you wish to copy. 
b. Or, click the “All” column header above the checkboxes to check all boxes. 

5. Click the Copy button at the bottom of the screen. 
 
 
WARNING:  Verify that the Categories for all the Assignments you copy from last year into 
this year actually exist in the course profile you are using for the course section you copy 
the Assignments into.  For example, if your copied Assignments are linked to a Class 
Project Category, you will need to make sure that your course profile has a Class Project 
Category – or you will need to link the copied Assignments with Categories that do exist. 
 
 

Step 1:  Select the course 
section to copy last year’s 
Assignments into 

Step 2:  Select last year’s 
course section to copy 
Assignments from. 
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IX. Other Features on the Gradebook 
Spreadsheet (Gradebook Gradebook) 

 

 
 
Features on the Class Roster Assignments screen 

• Sorting the Students – there are 4 column headers that will sort the list of students in the 
roster.  Repeatedly clicking the same column header toggles the direction of the sort.  
Whatever sort you choose, it is used on every screen for the rest of your Gradebook 
session. 

o The ‘Id’ column header – this sorts the student numerically by their id.   This is 
whatever appears in their Gradebook id field. 

o The ‘Name’ column header – sorts the students alphabetically by their names. 
o ‘G’ column header – this column only appears if you have created Workgroups.  

It will sort the students by their Workgroups. 
o MP Average – this column will sort the students by their current Marking Period 

averages.   
 

• Sorting the Assignments – The Assignments are initially sorted by the sort you selected 
on your Gradebook Profiles Preferences screen.  You can change the sort ‘on the 
fly’ by clicking one of the 4 radio buttons at the lower right of the screen.  Sort by: 

o Due Date – Sort by Due Dates without regard to any other information 
o Categories and then due date – Sort by Category first and then due date 
o Workgroups and then due date 
o Sequence #s – Sort by Sequence # without regard to due date 

 

“Show Hidden” allows you to temporarily 
display ‘hidden Assignments’ 

The sort for the Assignments 
can be changed on the fly with 
this ‘sort selector’ control. 

The Class Roster screen has 3 
modes:  Assignments, Class 

Attendance and Seating Chart. 

The blue highlighted column headers are buttons 
that will sort the students by the clicked column 
header: by Name, Id, Workgroup or MP Average. 
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• Show Hidden Assignments – This allows you to temporarily display the Assignments you 
have flagged as not being ‘for the Gradebook’ (that is, those Assignments you have 
‘hidden’ from yourself). 
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X. Reviewing a Student’s Progress/Tools for 
Student Conferences 

Student Assignments Summary Screen 

 
 
Student Summary Screens 
There are 6 Student Summary screens: 

1. Student Assignment Summary screen 
2. Student Grade Breakdown/Marking Period Average Screen 
3. Student Class Attendance Screen 
4. Student Data Summary 
5. Student Notes Screen 
6. Student Contacts “send email” Screen 

 
Clicking the student’s name on the Class Roster takes you to the first of these summary 
screens, the Student Assignments Summary screen. 

To reach the Student 
Assignments Summary screen, 
click on a student’s name. 

To reach the Student Grade 
Average Summary screen, click 
on a student’s Marking Period 
average. 



Gradebook User Guide 

53 
 

A. Student Assignment Summary Screen 

  
 
Student Assignments Summary 
This is a “one student/all Assignments” screen.  All of the selected student’s Assignments are 
listed and can be graded or regarded on this one screen. 
 
You can select exactly which Assignments to display by using the two drop downs: 

• Category to Display – Select one or all Categories to display 
• Status – Select the ‘status’ of the Assignments to display.  The status options include: 

o All Assignments (regardless of status) 
o Only graded Assignments 
o Only ungraded Assignments (Assignments not yet graded or which have had 

their grades removed) 
o Absent – Assignments with “Absent” grades 
o Missing – Assignments with “Missing” grades 
o Incomplete – Assignments with “Incomplete” grades 
o Exempt – Assignments for which the student is formally marked ‘exempt’ 

 
Printing Reports for this Student 
Clicking the ‘printer icon’ on the upper left of the screen prints a ‘what you see is what you get’ 
report of the student’s Assignments. 
 
What ever you select in the Category to Display and Status drop downs is ‘what you get’ when 
you click the ‘printer icon’ to produce a report.   

The printer icon 
Student’s name and their daily 
Attendance status for ‘today’

Student summary tabs 
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B. Student Grade Breakdown/Marking Period Average 
Screen 

 
 
Student Grade Breakdown Summary 
This screen shows how the student’s Marking Period average is being computed for the selected 
Marking Period. 
 
There are two versions of this screen.  The screen that is displayed is controlled by whether you 
are garding by Total Points or by Category Weights.  The screen shown above is the Category 
Weights Grade Breakdown screen. 
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C. Student Class Attendance Summary Calendar 
 
 

 
 
Student Class Attendance Calendar 
This screen shows the student’s Class Attendance summary calendar.  At the upper left there is a 
legend of all the Class Attendance codes.  Below the code legend there is a summary providing 
totals for the four categories of attendance data for this student: 
 
 

• Absences – Excused & Unexcused 
• Tardies – Excused & Unexcused 

 
No changes to this data can be made on directly on this screen.  Please see Section XII on Class 
Attendance for more information. 
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D. Student’s “Gradebook Student Information” 
Summary 

 
 
Student Information Summary 
This screen shows you basic information about the student, including the student’s photo 
if it is on file (you cannot upload the photo:  this is a function of your district). 
 
You can update settings for this student in your Gradebook (in this one class). 
 
Information which can be updated via this screen includes: 

• Student’s Gradebook Nickname 
• Student’s Gradebook id (defaults to the student’s district student id) 
• An email address for the student’s primary contact (e.g. parent, guardian). 
• Student’s Workgroup assignment – available if Workgroups have been created. 
• “Accept Status” Flag – indicates whether to show the “New” indicator for this 

student.  If the “Accept Status” box is checked, the “New” indicator is turned off. 
• Flag to Show the student on the Class Roster screen.  If the “Show Student” box 

is checked, the student will be displayed on the Class Roster screen.  If the box is 
unchecked, the student will be hidden and will only be accessible on the Active 
Students/Class Roster setup screen. 

 
Make sure you click “Save” to make your changes permanent. 
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E. Your Notes for a Student 

 
Figure 11 – The Gradebook Gradebook [Student Summary]Notes screen shown with one 

stored note and a “modify note” dialog box displayed. 
 
Student Notes 
This screen allows you to enter and maintain “notes” on this student. 
 
Procedure to Add a Note for a Student 

1. Click on student’s name on the Gradebook- Gradebook spreadsheet screen   This 
brings up the Gradebook Gradebook [Student Summary]Assignments screen. 

2. Click on the Notes third level tab to bring up the Gradebook Gradebook [Student 
Summary]Notes screen. 

3. Enter a date in the date selector field.  This field defaults to “today”. 
4. Enter note text in the center text field. 
5. Click the Add button to create the note. 
6. Repeat steps 3 to 5 to add additional notes. 

 
Procedure to Delete a Note from a Student 

1. Navigate to the Gradebook Gradebook [Student Summary]Notes screen. 
2. Locate the note you wish to delete 
3. Click the Delete button to erase the note. 

 
Procedure to Modify a Note from a Student 

1. Navigate to the Gradebook Gradebook [Student Summary]Notes screen. 
2. Locate the note you wish to modify 
3. Click the Modify button corresponding to the note.  A text dialog box will appear. 
4. Edit the text in the popup text dialog. 
5. Click Save to update the text of the note. 
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F. Sending Email to Student Contacts 

 
Figure 12 – The Gradebook Gradebook [Student Summary]Contacts screen with 3 contact 

email addresses listed, including one defined on the student’s Gradebook Gradebook [Student 
Summary]Contacts screen  

 
Sending Email Notes 
This screen allows you to send short email notes and a student summary report to any of the 
student’s contacts.. 
 
Procedure to Send an Email to a Student’s Contacts 

1. Navigate to the Gradebook Gradebook [Student Summary]Contacts screen. 
2. Select one or more of the contacts and click in the corresponding checkboxes. 
3. Enter a subject for the message in the Subject field. 
4. Enter text in the Message field. 
5. To add a summary report to the message, click the “preview” button.  The preview report 

will appear on the right side of the screen.  See below Figure 10. 
6. Click the Create button to create the note.  If, instead of the “Create” button you see a 

message that reads “You Must Have an email address to use this feature”, you 
have not yet set up your Teacher Profile.  Click the “” button to go set up your own email 
address.  See Section X Teacher Profile above.  When you click the “Create” button and 
an email has been successfully sent, a confirmation dialog box is displayed: 
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7. Click OK to finish. 
 
 

 
Figure 13 - The Gradebook Gradebook [Student Summary]Contacts screen the Student 

Summary report in the lower right. 
 
Student Contact Addresses 
The list of the student’s email contact addresses come from several locations: 

• The student’s contacts as displayed on the student record Student 
Data Student Demographics Addresses screen. 

• The email address you capture on the Gradebook Gradebook [Student 
Summary]Student Data screen. 

• The student’s counselor’s email, if the counselor has an email address in their record. 
• The student’s case manager’s email, if the student has a case manager and if the case 

manager has an email address in their Teacher record. 
• The student’s Vice Principal’s email if the VP has an email address in their record. 
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Report Options 
The options for things that appear on the reports on this screen are controlled by the selections 
on the Gradebook Profiles Reports screen.  The options include the following: 
 

• Only Show Graded Assignments – Include only Assignments that have been graded 
on the reports generated for individual students 

• Show Teacher Signature Line – Includes your “signature” on the report.  Your signature 
can be set on the Gradebook Home Teacher Profile screen. 

• Show Parent Signature Line – Includes a line for parents to sign the report so it can be 
returned to you. 

• Show Category Averages – Displays the student’s averages for Assignment Categories 
on the report. 

• Show Class Averages – Include or exclude the class average on the report.  If you 
include the class average the student and parents can see how the student is performing 
against the rest of the class. If you leave the class average off the report, the student 
(and parents) see only their own averages. 

• Round Averages to Two Decimal Places  – All averages will be rounded to 2 decimal 
places.   
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XI. Seating Charts 

A. Setting Up the Seating Chart 

 
 
Gradebook/Class Attendance Seating Chart 
The Genesis Gradebook includes a ‘drag and drop’ seating chart.  Each active student on your 
class roster is shown on the Seating Chart. 
 
If there are pictures available for the students, the students’ pictures will be displayed.  Otherwise, 
you will see the ‘blank photos’ shown above. 
 
The Seating Chart screen has two modes:   

• Set up chart.  You must choose this by clicking the ‘Change Seating’ radio 
button. 

• Take Class Attendance.  This is the default mode for the screen.  
 
 

To get to this screen, 
click the “Seating 
Chart” bottom tab. 

Change Seating Chart 

mode here.  When 
‘Change Seating’ is 
selected, you can drag 
and drop both students 
and the Teacher’s Desk. 
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B. Take Class Attendance with the Seating Chart 

 
 
Taking Class Attendance with the Seating Chart 
You can take Class Attendance for ‘today’ with the Seating Chart. 
 

1. Select the ‘Take Attendance’ mode for this screen (Take 
Attendance is the default mode) 

2. Click on the photos of all the students to which you want to give 
the same Attendance code. 

3. Select the Attendance code via the Attendance Code drop down 
4. Click the “Post Attendance” button. 

 
You may post attendance/change attendance as many times as you wish. 
 
You can only post attendance for ‘today’ with this screen. 
 

2. Click on student’s 
photos (or photo blanks) 
to select the students. 

1. Change Seating 

Chart mode here. Select 
‘Take Attendance’. 

3. Select the attendance status 
from the Attendance Code 
drop down. 

4. Click the Post 

Attendance button to 
‘take attendance’ 
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XII. Class Attendance in the Gradebook 

A. Class Attendance Spreadsheet 
 

 
 
Class Attendance Spreadsheet 
This screen shows a ‘spreadsheet’ view of Class Attendance for all students in the class.  This 
screen is only meaningful if YOU are taking class attendance on a regular basis. 
 
Class Attendance is not automatically updated:  you must take Class Attendance for student’s 
attendance totals for your class to be captured. 
 
Taking Attendance for One Day 
To take class attendance for one day, click anywhere in the column for the day for which you wish 
to take attendance.  This will bring up the (non-seating chart) ‘Take Class Attendance’ screen. 
 
Total Absence and Tardy Counts 
The four left most columns, labeled “YTD Abs”, “YTD Tar”, “MP Abs” and “MP Tar” provide each 
student’s total absences and total tardies from this class both for the “year to date” and for the 
current marking period.  
 
 

To get to this screen, 
click the “Class 
Attendance” bottom tab. 

Each column 
represents a 
different school 
day in the selected 
Marking Period. 

There are both “Year to Date” and 
“Marking Period” total absences and tardies 
columns. 
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B. Take Class Attendance with the Take Class 
Attendance screen 

 
 
Taking Class Attendance with the “Take Class Attendance” screen 
This screen is used to take class attendance. 
 
This screen shows: 

• The “daily attendance” for the selected day for each student 
• Whether there is a ‘default attendance code’ that corresponds to the student’s 

daily attendance status – and supplies a button to apply that default, if there is a 
default. 

• A selected attendance code for each student. 
 
 
Once the ‘Save’ button is clicked, the Class Attendance Code field is colored coded for the 
selected Class Attendance Code (note the red boxes that correspond to ‘Absent’ in the 
example). 
 
There is a date navigation control (‘next day’, ‘previous day’, ‘any day’) to allow you to 
move to different dates while staying on this screen. 

Click the ‘Save’ button 
(scrolled off screen in this 
example). 

1. Change Seating 

Chart mode here. Select 
‘Take Attendance’. Select the attendance status for 

each student separately via the 
individual Attendance Code 
drop downs. 

Students’ ‘daily 
attendance’ status for the 
selected day. 

‘Apply Default’ 
buttons for each 
student 
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XIII. Posting Grades:  from Gradebook to Report 
Card 

 
   
Gradebook and the Report Card/Marking Period Grading System 
Your Gradebook is yours.  Your grade averages for students are not automatically pulled into the 
Grading module (that is, into Report Card grading).  You must post your grades, just as you had 
to post your grades when working with a paper Gradebook. 
 
 
Posting Grades 
You can only post grades (or post interim comments) when the Grading system is open for grade 
posting.  When grading is open a message is displayed in the Gradebook header. 
 
To Post Grades 

To get to the actual Grade Posting screen, click on the “Post Grades” Quick Link or the “Grading 
is Open” message itself. 

 
 

Click the ‘Post Grades’ 
Quick Link to get to the 
Post Grades to the Report 
Card screen. 

When grade posting is open, a message 
appears to let you know you can go ahead 
and post official grades. 
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Posting Grades 
 

  
 
Posting Marking Period and Interim Grades & Comments 
The Grade Posting screen is the Gradebook’s interface with the Report Card Grading module.  
This is the way you ‘copy’ your marking period grade average for each student to their Report 
Card. 
 
For each student, you see the following: 

I. The Gradebook Score (or Marking Period Average) the student has earned for the 
marking period being graded. 

II. The grades and comments you have reported for this student earlier in the school 
year.  That is, their grade history for the course. 

III. A series of fields that let you enter information for the student for the currently open 
‘grade collection’, whether the grade collection is for a marking period or ‘interims’. 

 
Automatically Copying Gradebook Scores to Marking Period Grades 
When grades are going to be collected, an “Update All Grades” appears at the top of the list of 
students.  Clicking this one button copies the Marking Period average (i.e. the ‘Gradebook score’) 
for each student into their “Grade” field.   You can also copy each student’s grade individually by 
clicking the ‘Use this Score’ button next to each student’s average. YOU DO NOT HAVE TO 
ACCEPT ANY STUDENT’S GRADE ‘AS IS’:  You can override any grade with what you think 
the student actually deserves. 
 
 

The “Save” bottom 
posts the grades. 

The ‘Update All Grades’ button copies 
the Marking Period grade averages and 
Exam grade for each student to the 
student’s Marking Period Grades fields. 

For each student you see student’s MP’s 
grade average, the history of grades & 
comments that you have posted for them for 
this year and all the current ‘posting’ fields 
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Comments, Attendance, Etc. 
The Gradebook does not support ‘automatic comments’.  You will need to enter comments 
individually for each student. 
 
In addition, many schools collect additional information during a given collection, such as class 
attendance, class participation or other information.  The Gradebook will never automatically fill 
out these fields, with the possible exception of Class Attendance.  You will need to enter this 
information for each student, if the information is required. 
 
SAVE BUTTON 
Always click the “SAVE” button to post your grades.  If you do not click SAVE and leave the 
screen, all your work will be lost. 
 
Posting and Reposting 
You can enter and re-enter your grades as often as you like while Grading remains open.  Once 
grading is closed, you can no longer post via the Gradebook.  If Grading is closed, you will have 
to go to Guidance and request a grade change for the student(s) in question. 
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XIV. Celebrating Birthdays 
 

 

 
 
 
 

On a student’s birthday, a 
birthday cake will appear next 
to their name on the Gradebook 
spreadsheet. 




