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I. Introduction 

 
The Genesis Gradebook is a powerful Gradebook program that is fully integrated into the Genesis Student 
Information System. 
 
¢ƘŜ άƛƴǘŜƎǊŀǘŜŘέ ƴŀǘǳǊŜ ƻŦ ǘƘŜ DŜƴŜǎƛǎ DǊŀŘŜōƻƻƪ ƛǎ ŘŜǎƛƎƴŜŘ ǘƻ ƳŀƪŜ ȅƻǳǊ ƭƛŦŜ ŜŀǎƛŜǊΥ 
 

¶ You never have to enter your class rosters ς 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). 

¶ GradŜ wŜǇƻǊǘƛƴƎ όǇƻǎǘƛƴƎ aŀǊƪƛƴƎ tŜǊƛƻŘ ƎǊŀŘŜǎύ ƛǎ ǎƛƳǇƭƛŦƛŜŘΥ  ǘƘŜǊŜ ƛǎ ΨƻƴŜ ŎƭƛŎƪΩ ǘǊŀƴǎŦŜǊ ƻŦ ǎǘǳŘŜƴǘ 
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. 
 
¢Ƙƛǎ άvǳƛŎƪ {ǘŀǊǘέ DǳƛŘŜ ǘŀƪŜǎ ȅƻǳ ƻƴ ŀ ǉǳƛŎƪ ǘƻǳǊ ƻŦ ǘƘŜ DŜƴŜǎƛǎ DǊŀŘŜōƻƻƪΣ ǎƘƻǿƛƴƎ ȅƻǳ ǘƘŜ ŦƻƭƭƻǿƛƴƎΥ 
 

¶ 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 RostersĄAssignments Screen:  the most basic Gradebook Screen 
The Class RostersĄAssignments 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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A. Introduction to the Gradebook Home Screen 

GradebookĄHome 

 
Figure 1 ï The GradebookĄHome 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. 
 

 

¶  - paperclip ς A Lesson Book is attached.  Click to go to the Lesson Book for this class. 

¶  - grades ς Click to bring up the grading spreadsheet ς the actual Gradebook ς for this class. 

¶  - Roster ς Click to bring up the GradebookĄRoster screen for this class. 

¶  - Take Attendance ς Click to bring up the GradebookĄClass Attenance screen for this class. 
 

 
¶ Home 

¶ Gradebook ς The grading spreadsheet. 

¶ Rosters ς Viewing your class rosters and setting nicknames, putting into work groups, and more. 

¶ Assignments ς Managing Assignments: modifying, copying, deleting, retrieving, copying from year-to-year. 

¶ Setup ς Viewing the Final Grade formula for a class, selecting Profiles for classes, sending mass emails. 

¶ Profiles ς Creating grading schemes and selecting preferences for classes. 

¶ Rubrics ς Creating rubric matrices. 

¶ Merge ς Joining multiple classes into one roster 

¶ Post Grades ς Posting Marking Period, Exam and Final Grades to the Report Card system. 

¶ Reports ς Running Gradebook reports. 
 

  

Each icon corresponds to a 2
nd

 level tab ς except 
ǘƘŜ άAttenέ ƛŎƻƴ ŀƴŘ ǘƘŜ ǇŀǇŜǊŎƭƛǇ 
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B. Introduction to the Gradebook Spreadsheet Screen 

GradebookĄGradebook 

 
Figure 2 The óAssignment spreadsheetô displays all Assignments for the Selected Marking Period 

 

Modes of the GradebookĄGradebook Spreadsheet screen 
The spreadsheet screen has multiple modes: 

1. Assignments ς ¢Ƙƛǎ ƛǎ ǘƘŜ ǎǘŀƴŘŀǊŘ DǊŀŘŜōƻƻƪ άƎǊŀŘƛƴƎ ǎǇǊŜŀŘǎƘŜŜǘέΦ  ¢Ƙƛǎ ƛǎ ǘƘŜ ǳǎǳŀƭ ƳƻŘŜΦ 
2. Attendance ς Class Attendance mode shows every day of a Marking Period as a column on the spreadsheet 

and allows you to see who has been absent/tardy on each day. 
3. Seating Chart ς Displays a seating chart that can be used to take attendance and can be printed. 
4. Assessments ς Shows Assessment scores for all students on your roster. 
5. Standards ς Displays how students are doing vs. specific Standards. 
6. Documents ς This is a non-student screen that lists curriculum documents stored in the class section. 

 

¢ƘŜ ά!ǎǎƛƎƴƳŜƴǘǎέ ƳƻŘŜ ƛǎ ǘƘŜ ŘŜŦŀǳƭǘ ŦƻǊ ǘƘƛǎ ǎŎǊŜŜƴΦ  /ƭŀǎǎ !ǘǘŜƴŘŀƴŎŜ ŀƴŘ ǘƘŜ {ŜŀǘƛƴƎ /ƘŀǊǘ ǿƛƭƭ ōŜ ŘƛǎŎǳǎǎŜŘ ƛƴ 
later sections of this guide. 
 

Selecting the Marking Period and the Current Course 

¶ {ŜƭŜŎǘƛƴƎ ǘƘŜ Ψ/ǳǊǊŜƴǘ aŀǊƪƛƴƎ tŜǊƛƻŘΩ ς There are 4 Marking Period tabs (if you are on a 2 Semester/4 
aŀǊƪƛƴƎ tŜǊƛƻŘ ȅŜŀǊύ ŀƴŘ ŀ Ψ¸ŜŀǊ {ǳƳƳŀǊȅΩ ǘŀōΦ  ¢ƘŜ DǊŀŘŜōƻƻƪ ŀƭǿŀȅǎ ǎǘŀǊǘǎ on which ever Marking Period is 
ǘƘŜ ΨŎǳǊǊŜƴǘΩ aŀǊƪƛƴƎ tŜǊƛƻŘΦ  LŦ ǘƻŘŀȅ ƛǎ ƛƴ aŀǊƪƛƴƎ tŜǊƛƻŘ оΣ ǘƘŜ aŀǊking Period 3 tab will automatically be 
selected when you enter the Gradebook. 

 

¶ Selecting the Current Course ς ¢ƘŜ Ψ/ƻǳǊǎŜΩ ŘǊƻǇ Řƻǿƴ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ǇƛŎƪ ǘƘŜ Ŏƭŀǎǎ ȅƻǳ ǿŀƴǘ ǘƻ ǿƻǊƪ ƻƴΦ  ¢ƘŜ 
courses in this drop down will change depending on which Marking Period is selected. 

 
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 ς /ŀǘŜƎƻǊƛŜǎ ŀǊŜ ǘƘƛƴƎǎ ƭƛƪŜ ΨIƻƳŜǿƻǊƪΩΣ ΨvǳƛȊΩΣ Ψ¢ŜǎǘΩΣ Ψ/ƭŀǎǎ tǊƻƧŜŎǘΩ ς the types of Assignments 
you will give your students.  These are setup on the GradebookĄProfilesĄCategories 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: 

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

¢ƘŜ ǎǘǳŘŜƴǘǎΩ ǳǇ-to-the-minute Marking 
Period grade averages are shown in the 
άat !ǾŜέ ŎƻƭǳƳƴ 
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Á Only the Assignments for that Category will be displayed in the spreadsheet. 
Á ¢ƘŜ άat !ǾŜǊŀƎŜέ ŎƻƭǳƳƴ ǿƛƭƭ ǎƘƻǿ ǘƘŜ ǎǘǳŘŜƴǘǎΩ ŀǾŜǊŀƎŜǎ ŦƻǊ !ǎǎƛƎƴƳŜƴǘǎ ƻŦ ǘƘŀǘ ƻƴŜ 

Category. 
 

¶ Units ςCƭŀǎǎ ΨǳƴƛǘǎΩΣ ƻǊ ǘƘŜ ǎŜŎǘƛƻƴǎ ƛƴǘƻ ǿƘƛŎƘ ȅƻǳ ŘƛǾƛŘŜ ȅƻǳǊ ŎƻǳǊǎŜǎΦ  
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 

GradebookĄProfilesĄUnits screens.  
o Any Units ȅƻǳ ŎǊŜŀǘŜ ǿƛƭƭ ōŜ ƭƛǎǘŜŘ ƛƴ ǘƘŜ Ψ¦ƴƛǘǎΩ drop down on the GradebookĄGradebook (spreadsheet) 

screen. 
o Selecting one Unit will show only the Assignments linked to that one Unit in the spreadsheet.  When 
ƻƴŜ ¦ƴƛǘ ƛǎ ǎŜƭŜŎǘŜŘΣ ǘƘŜ άat !ǾŜǊŀƎŜέ ŎƻƭǳƳƴ ǿƛƭƭ ǎƘƻǿ ǘƘŜ at ŀǾŜǊŀƎŜ for that one Unit.  That is, it 
ǿƛƭƭ ǎƘƻǿ ŀƴ άat ¦ƴƛǘ !ǾŜǊŀƎŜέΦ 

 
C. Screens of the Gradebook Spreadsheet 

 

 
- Each Gradebook has one Marking Period tab for each Marking Period during which the class meets.  If the class 

only meets for one Quarter (e.g. MP2), there will only be one Marking Period tab showing.  If the class meets 
for two Marking Periods, only two Marking Period tabs will show.  If the class meets for the whole year, all 4 
Marking Period tabs will show. 

- If the school collects MidTerm, Final or other Exam grades and prints these on Report Cards, there will be an 
Exams tab present. 

- The Year Summary ǎŎǊŜŜƴ ƛǎ ŀƭǿŀȅǎ ǇǊŜǎŜƴǘ ŀƴŘ ǎǳƳǎ ŜŀŎƘ ǎǘǳŘŜƴǘΩǎ ǇŜǊŦƻǊƳŀƴŎŜ ŦƻǊ ǘƘŜ ȅŜŀǊΦ  ¢Ƙƛǎ ǎŎǊŜŜƴ 
Ƙŀǎ ŀƭƭ ƻŦ ǘƘŜ aŀǊƪƛƴƎ tŜǊƛƻŘ ŀǾŜǊŀƎŜǎ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƘŀǾŜ ōŜŜƴ ŀŎŎǳƳǳƭŀǘƛƴƎ ŀƴŘ ŀƭƭ ƻŦ ǘƘŜ wŜǇƻǊǘ  /ŀǊŘ 
Marking Period grades you have posted.  It also contains a Projected Final Grade for each student: 

 
 

9ŀŎƘ ƎǊŀŘƛƴƎ ŎƻƭƭŜŎǘƛƻƴ όŜΦƎΦ atмΣ atнύ Ƙŀǎ ǘƘǊŜŜ ǇƛŜŎŜǎ ƻŦ Řŀǘŀ ƛƴ ƛǘΥ  ¢ƘŜ ǎǘǳŘŜƴǘΩǎ DǊŀŘŜōƻƻƪ aŀǊƪƛƴƎ  

 
 

Period average for the MP, the grade that was actually posted to the Report 
Card system, and the Comments that were posted to the Report Card. 
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The Year Summary Screen and Students Below Minimum Marking Period Grades 
The GradebookĄGradebookĄYear Summary screen also indicates when students are below the minimum grade for 
ǘƘŜ aŀǊƪƛƴƎ tŜǊƛƻŘ ŀƭƭƻǿŜŘ ōȅ ǘƘŜ ǎŎƘƻƻƭΩǎ ƎǊŀŘƛƴƎ ǎȅǎǘŜƳΦ  aƛƴƛƳǳƳ ŀƴŘ ƳŀȄƛƳǳƳ aŀǊƪƛƴƎ tŜǊƛƻŘ ƎǊŀŘŜǎ ŦƻǊ 
students are specified by the school.   Students whose Marking Period average is currently below the school 
minimum for the Marking Period have their Marking Period displayed in red font on the Year Summary screen.  The 
cursor tool tip placed on the average describes the issue:   

 
 

 
 

D. Other Features on the Gradebook Spreadsheet 
 

GradebookĄGradebook 

  
 

Features on the GradebookĄGradebook Spreadsheet screens screen 

¶ Sorting the Students ς 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. 

ά{Ƙƻǿ IƛŘŘŜƴέ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ǘŜƳǇƻǊŀǊƛƭȅ ŘƛǎǇƭŀȅ ΨƘƛŘŘŜƴ !ǎǎƛƎƴƳŜƴǘǎΩ 

¢ƘŜ ǎƻǊǘ ŦƻǊ ǘƘŜ !ǎǎƛƎƴƳŜƴǘǎ Ŏŀƴ ōŜ ŎƘŀƴƎŜŘ ƻƴ ǘƘŜ Ŧƭȅ ǿƛǘƘ ǘƘƛǎ Ψsort 
selectorΩ ŎƻƴǘǊƻƭΦ  ¢ƘŜǊŜ ƛǎ ŀƭǎƻ ŀƴ ά!ǎŎŜƴŘƛƴƎέκέ5ŜǎŎŜƴŘƛƴƎέ ŎƻƴǘǊƻƭΦ 

The spreadsheet screen has up to 6 modes 
(depending on your permission):  Assignments, 
Class Attendance, Seating Chart, Documents, 
Assessments, and Standards. 

The blue highlighted column headers are buttons that will 
sort the students by the clicked column header: by Name, 
Id, Workgroup or MP Average. 

MP averages can be color coded.  Set 
this up in your Profile. 
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o ¢ƘŜ ΨIdΩ ŎƻƭǳƳƴ ƘŜŀŘŜǊ ς this sorts the student numerically by their id.   This is whatever appears in 
their Gradebook id field of the Roster screen.  

o ¢ƘŜ ΨNameΩ ŎƻƭǳƳƴ ƘŜŀŘŜǊ ς sorts the students alphabetically by their names.  This is the usual, 
default sort.  Click it repeatedly to change the direction of the sort (Ascending:  A to Z  or Descending:  
Z to A). 

o ΨGΩ ŎƻƭǳƳƴ ƘŜŀŘer ς this column only appears if you have created Workgroups.  It will sort the 
students by their Workgroups. 

o MP Average ς this column will sort the students by their current Marking Period averages.  Click 
repeatedly to toggle the direction of the sort. 

 

¶ Sorting the Assignments ς The Assignments are initially sorted by the sort you selected on your 
GradebookĄSetupĄPreferences ǎŎǊŜŜƴΦ  ¸ƻǳ Ŏŀƴ ŎƘŀƴƎŜ ǘƘŜ ǎƻǊǘ Ψƻƴ ǘƘŜ ŦƭȅΩ ōȅ ŎƭƛŎƪƛƴƎ ƻƴŜ ƻŦ ǘƘŜ п ǊŀŘƛƻ 
buttons at the lower right of the screen.  Sort by: 

o Due Date ς Sort by Due Dates without regard to any other information 
o Categories and then due date ς Sort by Category first and then due date.  This groups the Assignments 

by Category. 
o Workgroups and then due date 
o Sequence #s ς Sort by Sequence # without regard to due date.  This is just an alternate way of 

ordering your Assignments. 
 

¶ Show Hidden Assignments ς This allows you to temporarily display the Assignments you have flagged as not 
ōŜƛƴƎ ΨŦƻǊ ǘƘŜ DǊŀŘŜōƻƻƪΩ όǘƘŀǘ ƛǎΣ ǘƘƻǎŜ !ǎǎƛƎƴƳŜƴǘǎ ȅƻǳ ƘŀǾŜ ΨƘƛŘŘŜƴΩ ŦǊom yourself). 

¶ Spreadsheet Modes ς ¢ƘŜ ǎǇǊŜŀŘǎƘŜŜǘ Ƙŀǎ ǾŀǊƛƻǳǎ ƳƻŘŜǎΦ  ¢ƘŜ ǇǊƛƳŀǊȅ ƳƻŘŜ ƛǎ ǘƘŜ ǎǘŀƴŘŀǊŘ άDǊŀŘŜōƻƻƪ 
ǎǇǊŜŀŘǎƘŜŜǘέ ƳƻŘǳƭŜΦ  ¢ƘŜǊŜ ŀǊŜ ƻǘƘŜǊ ƳƻŘŜǎ ŀǾŀƛƭŀōƭŜΣ ǳǇ ǘƻ ǎƛȄ ƻŦ ǘƘŜƳΥ 

o Regular Grading Spreadsheet ς The normal spreadsheet 
o Class Attendance -  On this spreadsheet each column represents one day of attendance in the class. 
o Seating Chart ς This is a configurable seating chart that also allows you to take Class Attendance. 
o Assessments ς ¢Ƙƛǎ ŘƛǎǇƭŀȅǎ ά5ŀǘŀ ±ƛŜǿǎέ ƻŦ !ǎǎŜǎǎƳŜƴǘ ǎŎƻǊŜǎ ŦƻǊ ǘƘŜ ǎǘudents on your roster. 
o Standards 
o Documents ς This is a repository for curriculum documents associated with the course itself.  It 

contains no student-specific information. 
 
Each of these modes will be covered in a different section below. 
 
Sorting Assignments on the Spreadsheet 
There are several ways that Assignments can be ordered, from left to right, on the Gradebook spreadsheet: 

- By Due Date ς This is the default.  Assignments are ordered only by their due dates. 
o Ascending:  More recent dates are added on the right.  Newer Assignments are farther to the right. 
o Descending:  More recent dates appear at the left, near the student names.  Newer Assignments are 

slotted in at left, pushing the older ones off to the right. 
- By Category and Due Date ς Assignments are grouped by Category and within the Category they are grouped 

by Due Date.  They can also be ordered Ascending or Descending. 
- By Workgroup and Due Date ς Assignments are grouped by Workgroup linkage and then by Due Date. 
- By Sequence number ς You can give all your Assignments a sequence number and order them strictly by that.  

This gives you full control over the order in which the Assignments appear. 
 
You can set your preferred sort order in your Gradebook Profile (See Section II D on Gradebook Profiles below).  You 
can also select how to order the spreadsheet directly on the spreadsheet screen itself, in the lower right corner: 
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II. {ŜǘǳǇ 
 
Gradebook Setup consists of a small number of tasks: 

1. If you have not ever done so, check your User Profile and make sure it is set correctly. 
2. Determine whether or not to merge any of your class rosters: 

¶ ¸ƻǳ Ŏŀƴ άƳŜǊƎŜέ ǘǿƻ ƻǊ ƳƻǊŜ ƻŦ ȅƻǳǊ ŀǎǎƛƎƴŜŘ ŎƻǳǊǎŜ ǎŜŎǘƛƻƴǎ ƛƴǘƻ ŀ ǎƛƴƎƭŜ Ŏƭŀǎǎ ǊƻǎǘŜǊΦ 
3. Setup your course Profiles.  For each Profile, you can: 

¶ /ƘƻƻǎŜ ȅƻǳǊ ōŀǎƛŎ άDǊŀŘƛƴƎ StyleέΥ  ¢ƻǘŀƭ tƻƛƴǘǎ ƻǊ ²ŜƛƎƘǘŜŘ /ŀǘŜƎƻǊƛŜǎ 

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

¶ Adjust Grade Values so that they work for you 

¶ CǊŜŀǘŜ ȅƻǳǊ Ŏƭŀǎǎ ά¦ƴƛǘǎέ όŜΦƎΦ Ψ/ƘŀǇǘŜǊ мΩΣ Ψ/ƘŀǇǘŜǊ нΩύ 

¶ 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). 

4. Determine which Profile to assign to which class section. 

 
 

Gradebook Setup Checklist: 
__  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 GradebookĄSetup) 
 

 

A. User Profile 
 

GradebookĄHomeĄUser Profile 

 
 

  

Your personal Gradebook User Profile must be 
set up once (and only once). 

1. Go to the GradebookĄHomeĄUser Profile 

screen. 
2. {ŜƭŜŎǘ ȅƻǳǊ ά5ŜŦŀǳƭǘ ¢ŜŀŎƘŜǊέΦ  
3. Make sure your Email Address is 

correct.  If it is not there, enter it. 
4. All other information is optional. 
5. Click Save. 

 

¸ƻǳǊ άDefault Teacherέ Ƴǳǎǘ ōŜ ǎŜǘ ŦƻǊ ǘƘŜ 
Gradebook to work efficiently.  If more than 
one teacher is listed in the drop down, select 
the one which is the best match for you. 
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B. Merging Course Sections into a Single Combined Roster 
 

GradebookĄHomeĄSummary 

 
 

Why Merge Rosters? 
You will want to merge course rosters if you want two or more course sections to appear on one roster ς one list of 
students ς 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. both 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. 

 

 
Figure 3 ï After a Merge, checkmarks indicate the merged classes on your GradebookĄHomeĄSummary screen 

To merge two or more course sections, 
ŎƭƛŎƪ ƻƴ ǘƘŜ  άMergeέ нnd level tab. 
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GradebookĄMerge 

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

1. tƛŎƪ ǘƘŜ άōŀǎŜ ŎƻǳǊǎŜ ǎŜŎǘƛƻƴέ ς this is the course section you will merge other course sections into.  Which 
one you pick as the base truly does not matter ς 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 όŜΦƎΦ άC¸έύ ŀǎ ǘƘŜ ōŀǎŜ  
b. Use the same Course Profile όŜΦƎΦ ά5ŜŦŀǳƭǘ /ƻǳǊǎŜ tǊƻŦƛƭŜέύ ŀǎ ǘƘŜ ōŀǎŜ 
c. Have no existing Assignments 
d. Have mutually exclusive rosters (no student is in both/all classes to be merged). 

3. /ƭƛŎƪ ά{ŀǾŜέ ǘƻ ǇŜǊŦƻǊƳ ǘƘŜ ƳŜǊƎŜ 
 

When the merge completes successfully, you will be shown the following confirmation dialog: 

 
You can now view either the GradebookĄHome or GradebookĄMerge screen to see the result of the merge. 
 

If the merge failed because one or more of the classes already have Assignments, delete the Assignments.  This puts 
them into the Trash Can.  Now you must go to the Trash Can and delete them a second time: 

 

{ǘŜǇ мΥ  ǇƛŎƪ ŀ άōŀǎŜέ ŎƻǳǊǎŜ 
section to merge other 
sections into 

Step 2: Select one or more sections 
to merge into the pre-selected 
άōŀǎŜέ ŎƻǳǊǎŜ ǎŜŎǘƛƻƴΦ 

Step 3: Scroll to the bottom of 
the screen and click Save to do 
the actual merge. 
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GradebookĄMerge 

 
 

 

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. 
 

¢ƻ ōǊŜŀƪ ǘƘŜ ƳŜǊƎŜΣ ǎƛƳǇƭȅ ŎƭƛŎƪ ƻƴ ǘƘŜ ά.ǊŜŀƪ aŜǊƎŜέ ƛŎƻƴ όăĄ) at the far right.  ²ƘŜƴ ǘƘŜ άōǊŜŀƪ ƳŜǊƎŜέ ƻǇŜǊŀǘƛƻƴ 
completes successfully, you are shown the following confirmation dialog: 
 

 
 

This course was merged with the current 
ΨōŀǎŜΩ ŎƻǳǊǎŜΦ 
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C. Setup Course Profiles 
 

1. The Default Course Profile 
 

GradebookĄProfiles 

 
 

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 ŎƻǳǊǎŜ ǇǊƻŦƛƭŜΣ ǘƘŜ ά5ŜŦŀǳƭǘ /ƻǳǊǎŜ tǊƻŦƛƭŜέ ŀƴŘ ŀƭƭ ȅƻǳǊ ŎƻǳǊǎŜǎ ŀǊŜ ŀǎǎƛƎƴŜŘ ǘƻ ǳǎŜ ƛǘΦ  Lǘ 
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. 

2. Copying and Renaming (and Deleting) Course Profiles 
 

GradebookĄProfiles 

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

 

 
 

Copy (create a new) Course Profile 

Rename Course Profile 

Copy (create a new) Course Profile 
Delete 
Profile 

Open to Edit 

Open for editing 
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Copying and Renaming Course Profiles 
¢ƘŜ ƻƴƭȅ ǿŀȅ ǘƻ ƳŀƪŜ ŀ ƴŜǿ ŎƻǳǊǎŜ ǇǊƻŦƛƭŜ ƛǎ ǘƻ ŎƻǇȅ ŀƴ ŜȄƛǎǘƛƴƎ ƻƴŜΦ  ¢ƘŜ ά/ƻǇȅ tǊƻŦƛƭŜέ ƛŎƻƴ ƳŀƪŜǎ ŀ ŎƻǇȅ ƻŦ ǘƘŜ 
profile.  The name of the copieŘ ǇǊƻŦƛƭŜ ƛǎ ŀƭǿŀȅǎ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ƻƭŘ ǇǊƻŦƛƭŜ ǿƛǘƘ άό/ht¸ύέ ǘŀŎƪŜŘ ƻƴ ǘƻ ƛǘΦ  LŦ ȅƻǳ ŎƻǇȅ 
ǘƘŜ 5ŜŦŀǳƭǘ tǊƻŦƛƭŜΣ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ŎƻǇȅ ƛǎ ά5ŜŦŀǳƭǘ /ƻǳǊǎŜ tǊƻŦƛƭŜ ό/ht¸ύέ ς as you can see in Figure X above.  Of 
course you will want to rename your copied profiles. 
 

Copy a Profile 
¢ƻ ŎƻǇȅ ŀ ǇǊƻŦƛƭŜΣ ǎƛƳǇƭȅ ŎƭƛŎƪ ƻƴ ǘƘŜ ά/ƻǇȅ /ƻǳǊǎŜ tǊƻŦƛƭŜέ ƛŎƻƴ ōǳǘǘƻƴΦ  ¢ƘŜ ǇǊƻŦƛƭŜ ƛǎ ƛƳƳŜŘƛŀǘŜƭȅ ŎƻǇƛŜŘ ŀƴŘ ǘƘŜ 
name of the copy is automatically assigned. 
 
Renaming Copied Profiles 
¢ƻ ǊŜƴŀƳŜ ŀ ŎƻǇƛŜŘ ǇǊƻŦƛƭŜΣ ŎƭƛŎƪ ƻƴ ǘƘŜ άwŜƴŀƳŜέ ƛŎƻƴ ōǳǘǘƻƴΦ  ¢Ƙƛǎ ǿƛƭƭ ōǊƛƴƎ ǳǇ ǘƘŜ wŜƴŀƳŜ tǊƻŦƛƭŜ ǎŎǊŜŜƴΦ 
 
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 άǘǊŀǎƘŎŀƴέ ƛŎƻƴ ŀǘ ǘƘŜ ŦŀǊ ǊƛƎƘǘ ǎƛŘŜ ƻŦ the line. 

 

 

Rename a Profile 
 

 
Figure 5 ï The ñRenameò Course Profile Screen 

 
Renaming the Profile 
To rename the profile, enter a new description.  Then click SaveΦ  ¸ƻǳ Ŏŀƴ ŀƭǎƻ ŜŘƛǘ ǘƘŜ ά{ŜǉǳŜƴŎŜ ƴǳƳōŜǊέ ƻŦ ǘƘŜ 
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 GradebookĄProfiles screen. 
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3. Editing Course Profile Settings 
 

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

¶ /ƘƻƻǎŜ ȅƻǳǊ ōŀǎƛŎ άDǊŀŘƛƴƎ {ǘȅƭŜέΥ  ¢ƻǘŀƭ tƻƛƴǘǎ ƻǊ ²ŜƛƎƘǘŜŘ /ŀǘŜƎƻǊƛŜǎΦ  ²ŜƛƎƘǘŜŘ 
Categories is the default. 

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

¶ Adjust Grade Values so that they work for you 

¶ /ǊŜŀǘŜ ȅƻǳǊ Ŏƭŀǎǎ ά¦ƴƛǘǎέ όŜΦƎΦ Ψ/ƘŀǇǘŜǊ мΩΣ Ψ/ƘŀǇǘŜǊ нΩύ 

¶ Set up Workgroups 

 

i. Choose Your Basic Grading Scheme 
 

GradebookĄProfilesĄModify ProfileĄPreferences 

 
Figure 6 ï Top half of GradebookĄProfilesĄPreferences screen 

 

Select Your Basic Grading Style 
1. Click on the GradebookĄProfiles tab 
2. Click ƻƴ ǘƘŜ άtέ ƛŎƻƴ ŦƻǊ ǘƘŜ tǊƻŦƛƭŜ ȅƻǳ ǿƛǎƘ ǘƻ ŜŘƛǘΦ  ¢Ƙƛǎ ōǊƛƴƎǎ ǳǇ ǘƘŜ tǊŜŦŜǊŜƴŎŜǎ ǎŎǊŜŜƴ ŦƻǊ the selected 

Profile. 
3. Select the Grading Style ς ŜƛǘƘŜǊ άTotal Pointsέ ƻǊ άCategory Weightsέ 
4. LŦ ȅƻǳ ǎŜƭŜŎǘŜŘ ά/ŀǘŜƎƻǊȅ ²ŜƛƎƘǘǎέΣ ŀƭǎƻ ǎŜƭŜŎǘ Ƙƻǿ ǘƻ ŎŀƭŎǳƭŀǘŜ ǘƘŜ /ŀǘŜƎƻǊȅ !ǾŜǊŀƎŜǎΥ 
5. {ŜƭŜŎǘ άCalculate Category Averages byέ ŜƛǘƘŜǊ  

a. Assignment Count ς ǘƘƛǎ ƳŜŀƴǎ ά{ƛƳǇƭŜ {ŎƻǊŜ !ǾŜǊŀƎŜέ 
b. Total Points ς Sum earned points and divide by the sum of attempted points. 

6. Click Save (you will need to scroll to the bottom to find the Save button). 
 
¢ƘŜ ŘŜŦŀǳƭǘ DǊŀŘƛƴƎ {ǘȅƭŜ ƛǎ άCategory WeightsέΦ  LŦ ȅƻǳ ǳǎŜ Total Points, you must change the setting. 
 

 
 

Select your Grading Style 
here and click Save 
below. 



Genesis Gradebook User Guide 2012-13 

 

August 20, 2012                                                                                                                            17 of 98 

Select the Sort for your Assignments on the Class Roster Spreadsheet Screen 
1. On the GradebookĄProfilesĄModify ProfileĄPreferences 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. 
 
¢ƘŜ ŘŜŦŀǳƭǘ ǎƻǊǘ ƛǎ άBy Due Dateέ όŎƘƻƛŎŜ / ŀōƻǾŜύΦ 

ii. Setup Your Assignment Categories 
 

GradebookĄProfilesĄModify ProfileĄCategories 

 
 
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 ς 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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a. Adding a Category 
 

GradebookĄProfilesĄModify ProfileĄCategoriesĄAdd Category 

 
 

Add a New Category 

1. Click on the GradebookĄSetup tab 
2. Click on the Categories 3rd level tab 
3. Click on the Add 4th level tab 
 
4. Fill in the required information: 

¶ Category Code ς ŀ ǎƘƻǊǘΣ ǳƴƛǉǳŜ ŀōōǊŜǾƛŀǘƛƻƴ ŦƻǊ ǘƘŜ /ŀǘŜƎƻǊȅ όŜΦƎΦ άI²έ ŦƻǊ IƻƳŜǿƻǊƪ ƻǊ άtWέ ŦƻǊ 
Projects) 

¶ Category Description ς ! ōǊƛŜŦ ŘŜǎŎǊƛǇǘƛƻƴΦ  9ΦƎΦ άIƻƳŜǿƻǊƪέΣ άtǊƻƧŜŎǘǎέ 

¶ Color Scheme: 
o Background ς 6 character hexadecimal code giving the color 
o Font ς 6 color hexadecimal code giving the color 

 

¶ Select a default grading type.  This is the grading type you would ordinarily use for Assignments in this 
Category. 

¶ {ǇŜŎƛŦȅ ŀ ŘŜŦŀǳƭǘ άmaximum scoreέ ŦƻǊ !ǎǎƛƎƴƳŜƴǘǎ ƻŦ ǘƘƛǎ /ŀǘŜƎƻǊȅΦ  9ΦƎΦ нр ǇƻƛƴǘǎΦ 

¶ 5h bh¢ Ǉǳǘ ŀƴȅǘƘƛƴƎ ƛƴ ǘƘŜ άPreset Earned Pointsέ ŦƛŜƭŘΦ  ¢Ƙƛǎ ƛǎ ŜȄǇƭŀƛƴŜŘ ōŜƭƻǿΦ 

¶ 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. 

¶ {ŜƭŜŎǘ ŀ άSequence numberέ ŦƻǊ ǘƘŜ /ŀǘŜƎƻǊȅ ς 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. 
 

5. Click Save. 
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b. Remove a Category 
 

GradebookĄProfilesĄModify ProfileĄCategories 

 
 
Removing a Category 

1. Open a Profile for editing and go to the Categories screen of the Profile. 
2. Select the Category you want to remove (that is, permanently delete) 
3. /ƭƛŎƪ ǘƘŜ ά5ŜƭŜǘŜέ ǘǊŀǎƘŎŀƴ ƛŎƻƴ ƻƴ ǘƘŜ ǊƛƎƘǘ ǎƛŘŜ ƻŦ ǘƘŜ /ŀǘŜƎƻǊȅΩǎ ƭƛƴŜΦ    This brings up a warning and also 

tells you how many Assignments are using this Category: 

 
4.   /ƭƛŎƪ άhYέ ǘƻ ǇǊƻŎŜŜŘ ŀƴŘ ŘŜƭŜǘŜ ǘƘŜ /ŀǘŜƎƻǊȅ ς ƻǊ ŎƭƛŎƪ ά/ŀƴŎŜƭέ ǘƻ ŀōŀƴŘƻƴ ǘƘŜ delete 

 
There is no UNDO for removing a Category 
 
Editing a Category 

 

 
Editing a Category 
To change any of the /ŀǘŜƎƻǊȅΩǎ ǎŜǘǘƛƴƎǎΣ ƛƴŎƭǳŘƛƴƎ ƛǘǎ /ŀǘŜƎƻǊȅ ²Ŝƛght ŀƴŘ ŎƻƭƻǊ ǎŎƘŜƳŜΣ ŎƭƛŎƪ ƻƴ ǘƘŜ άŜŘƛǘέ ƛŎƻƴ ŦƻǊ 
the Category. 
 

To sub-ŘƛǾƛŘŜ ǘƘŜ /ŀǘŜƎƻǊȅΣ ŎƭƛŎƪ ǘƘŜ άǎǳō-ŘƛǾƛŘŜέ ƛŎƻƴ ŦƻǊ ǘƘŜ /ŀǘŜƎƻǊȅΦ 

Delete Trashcan Icons ς click to 
delete the Category 

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

Click the edit icon to open the 
Category to modify it. 


