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Gradebook 
 
To access the teacher grade book for each class, Click on the Gradebook link beside the 
appropriate class. 
 

 
 
 
Teacher Gradebook 
 
Teacher Gradebook has a list of students, current Average, last posted Grade, and Extra 
Points field to add points, then a column for each assignment. 
 

 
 
To manage the Teacher Gradebook, teachers should use the Categories, Assignments, 
and Valid Grades links in the upper left hand corner of the gradebook. 



Categories 
 
Before entering assignments in the grade book, teachers must create grade Categories 
and assign values to each. To set up categories, click the Categories link in the upper left 
portion of the grade book. Once the categories are set teachers can add their assignments. 
 

   
 
 
To create Class Categories: 

1. Click in a blank row.  
2. Choose the correct Marking Period from the dropdown menu. (The current 

grading period will be the only option.)  
3. Enter a category abbreviation in the Category column. 
4. Enter a brief description in the Description column.  
5. Indicate whether the assignment category will be total points or percentage in the 

Grading Type column.  
6. In the % of Grade column, indicate the percentage of the overall grade that this 

category will count in grade calculations. (The total of this column should be 
100%. An error message will appear if this total is not 100%.) 

7. You may have the grade book drop the lowest grade in this category for each 
student by indicating yes in the Drop Lowest Grade column.  

8. The Valid Grade Table should be set to DEFAULT VALID GRADES. 
9. Click on Submit Gradebook Categories. 

 

 



To Copy the grading categories to subsequent grading periods of the current class: 
1. Select appropriate Marking Period from the drop down box beside Copy.  
2. Select other individual marking periods or All Marking Periods in the dropdown 

box beside Go.  
3. Click Go. This will set the same grading categories for the other marking periods. 

 

 
 
To Copy all of these categories to the grade book for other classes: 

1. Select the appropriate classes from the list and click Go. (You may select more 
than one class at a time by holding the Ctrl button and clicking each desired 
class.) 

 
 
 
 



Assignments 
 
After the categories are created for a marking period, assignment grades may be entered.   
To enter assignments click on Assignments in the upper left hand corner of the Teacher 
Gradebook. 
 

 



Before adding an assignment, confirm that you are in the correct Marking Period(MP) 
 

 
 
 
To add an Assignment: 

1. Select the current MARKING PERIOD 
2. Click in Date box and enter appropriate date. (This is the due date for the 

assignment. A blank space for the student’s grade on or after this date is 
calculated as a zero.) 
*Note: Subsequent boxes will be populated with the default; change as needed. 

3. Enter the number of Points for the assignment 
4. Select the assignment Category 
5. Enter a brief Description of the assignment 
6. Indicate whether it is an Extra Credit assignment or not (extra credit assignments 

can not lower student’s grade) 
7. If the assignment will be weighted more than 1, then indicate in the Weight Box. 
8. Click on Submit Gradebook Assignments 

 
 

 



Assignments continued: 
 

 
 
To delete an Assignment: 

1. Delete the due date beside the assignment that you wish to delete. Then click 
Submit Gradebook Assignments. 
 

 



To  AutoFill assignment grades: 
1. Select the assignment from the dropdown box beside AutoFill Assignment.  
2. Enter the grade to AutoFill in the with grade of box. 
3. Click Go. 

This will give everyone in that class the indicated grade on that assignment 
 
 

 
 
To Copy an assignment to other grade books: 

1. Select the assignment you would like to copy from the drop down box beside 
Copy Assignment. 

2. Select the grade book(s) to copy to for the list in the box beside to. (You may 
select more than one grade book by holding the Ctrl key while selecting with the 
mouse.) 

3. Click Go. 
 

This will copy the assignment to selected grade books. You then go to that grade 
book to enter the student grades for that assignment. 

 
 



To enter grades: 
1. Click in the box beside a student name in the column for the assignment. 
2. Enter the number or letter grade for the assignment.  
3. Navigate to the next student by pressing enter, or the down arrow key on the 

keyboard.  
4. Navigate to the next assignment for a student by pressing the Tab key or 

appropriate arrow key on the keyboard.  
 

*Grades will be calculated according to the rules set up in the categories in the 
teacher’s gradebook. If a letter grade is entered the grade will be calculated based 
on the numerical equivalent set in the valid grades table. (This has been set on a 
district level.) 

 
 

 



To add a comment about an assignment for a student: 
1. Double-click on the grade entered. A pop-up box will appear.  
2. Type the message in the pop up box.  
3. Click OK. 

 

 



To Submit Grades: 
 
When the user clicks on Submit Grade Book Assignments the changes will be saved in 
the gradebook.  For the grades to be entered into the official record the grades must be 
submitted while the Grade Posting Window is open. 

 
 
When the Grade Posting Window opens, a message is displayed to announce the window 
is now open. THIS WINDOW IS SET BY THE GUIDANCE OFFICE.  The 
gradebook averages will be automatically downloaded to the student’s grade record in 
Star Student the first time you click the submit button.  If a grade is changed after 
submitting during the grading window, the teacher must click the Update Gradebook 
button under the Grade column. (The Update Grades button only appears when the 
Grade Posting window is open.) The column labeled Avg is the current average of all the 
assignment grades. The column labeled Grade is the grade that was downloaded to the 
Star Student grade record (that Guidance currently has.) 
 
If a grade is changed after the grading window closes the teacher must contact the 
school’s guidance office to have that grade changed in the student record and on the 
student’s report card. 
 

 
The “M” next to the Grade column indicates the student’s average is different from the 
Star Student grade record. This is corrected by clicking Submit Gradebook, or Update 
Grades during the Grade Posting Window.  



To Submit Grades continued: 
 
If a student’s grade is changed manually in the Grade column after the first submission 
within the Grade Posting Window, the teacher will be prompted to enter a reason for the 
grade change. Simply type a reason into the pop-up box and click OK. Then click Update 
Gradebook. 
 

 



 
Comments and notes may be added that will appear on the students’ report cards 
and progress reports. 
 

 
 
The scroll bar at the bottom left of the gradebook will reveal the Comments and Notes 
columns.  
 
To enter Comments: 

1. Select a comment from the drop down box, or type in the appropriate comment 
number. 

2. Click Submit Gradebook or Update Gradebook. 
 



To enter Notes: 
1. Click in the box in the Notes column and type the notes. (There is a limit of 250 

characters for a combination of “canned” and narrative comments. Notes can be 
typed in Word (or other word processor) then pasted into the notes box.) 

2. Click Submit Gradebook or Update Gradebook.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



At the bottom of the grade book page there are options to print or export gradebook 
to Excel. 
 
To export the Gradebook to Excel: 

1. Click on the Download to Excel link.  
2. Choose the Save in the box that pops up. 

 

 

 
 
To Print Reports: 

1. Choose a Report to print. The three reports to print are:  
• Gradebook by Class 
• Student Progress Report for 
• Missing Assignment Report for 

2. Choose criteria in subsequent drop-down boxes. 
3. Click Go. 

 
The Student Progress Report and the Missing Assignment Report options can be 
printed for individual students or entire classes.  

 
 
 
 
 



Defining Valid Grades (Read-Only)

 
The valid grades for MCPS will be set at the district level. This link allows teachers to 
review the District Grading scale. The one adjustment teachers can make to this table is 
to color code grades when they appear in the gradebook. To Change the color code of 
grades in the gradebook, teachers simply pick a color beside a grade in the color column. 
Then click Submit Teacher Valid Grades. 

 
 

 
 


