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Denver Public Schools 
Department of Tech Services 

End Of Semester Grading Step-By-Step Checklist For Composite Grading With A Separate Final Exam / Project 
 

Composite Grading (With a separate semester Final Exam / Project) - The following are the steps to setup 
your gradebook for posting grades at the end of the grading term when using the composite grading method.  Composite grading sets the gradebook to 
average the terms for the semester with a separate semester final test or project to calculate the semester final grade. 
 

Composite Grading with a separate Final Exam or Project 
 
Step 1 – Set Composite Grading Percentages 
 

1. Choose your Section from the pull-down, Click on Admin, then click on Composite Grading (click the name, not the icon). 
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2. Select the Sem Final (the Q2 label may be different in your school) from the list and fill in the box next to the terms you want to use to average 

the grades for the Semester Final, MINUS the percentage for the Exam / Project.  In this example the Sem Final grade will be comprised of 45% 
Q1 9 wks and 45% Q2 9 wks.  If your school uses 6-weeks grading then place the proper % next to each of the grading terms (example - 30% 1st 
6-wks, 30% 2nd 6-wks, 30% 3rd 6-wks).  The percentage is at the discretion of the teacher and administration at each school.  CLICK SAVE! 

 

 
 

3. After the setting are saved and the screen refreshes you should see the detail window with the percentages shown next to the Sem Final task  The 
total % shown is 90%, allowing 10% for the separate Final Exam / Project. 

 

 
 

 
4. Repeat 1 - 3 to set up Composite Grading for all of your sections (classes). 
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Step 2 – Verify Composite Grading, set Curve, and Weighting for Sem Final in Lesson Planner. 
 

1. Click on Lesson Planner.  If the composite grading is set correctly it will show the terms indented under the Sem Final.  Your view may have 
terms folders expanded to show groups and assignments, this example shows them collapsed for clarity. 

 

 
 

2. Click on the Sem Final task and select the Curve for the Semester Final from the pull-down, and check Use Weighting on Groups in the 
Lesson Plan Preference window.  CLICK SAVE!  

 
3. Repeat 1 & 2 for all of your sections (classes). 

 
Step 3 – Create Group and Assignment for the separate Final Exam / Project. 
 

1. Click on New Group, Name it FINAL, assign it the proper Weight (10% in this example), and assign it to the Sem Final. 
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2. Click on New Assignment, Fill in all the mandatory (red) fields such as the Name (FINAL TEST or PROJECT), Abbreviation, assign the points 

possible (100 in this example), Due Date, and assign it to the Final – Term Q2 Sem Final (your term may have a different label).   
CLICK SAVE! 

 

 
 

3. The Group and Assignment that you have created will now show in the Lesson Planner under the Sem Final, and in the gradebook on the Sem 
Final Task page (shown later in the document when posting grades). 

 

 
 
4. Repeat 1 – 3 for all of your sections (classes). 

 
Setup for Composite Grading with a separate Final Exam / Project is complete.  Please proceed to the 
next page for instruction on posting the End of term grade and Semester Final grade. 
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Composite Grading (WITH a separate Final / Project) –  Post your End-of-Semester Grades 
 

1. Open your Gradebook, make sure you are on the correct Task, and place your cursor over the % column of the green portion of the gradebook. 
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2. With a Right Click (PC) or Control Click (Mac) of your mouse on the % column and select Post Grades. 
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3. Verify your grades are all listed and click SAVE. 
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4. Change to the Sem Final Task using the pull-down menu, and verify your grades are calculating correctly.  Enter the scores from your Final 
Exam / Project in the column designated FINAL.  (The final scores can be added at any time after the group and assignment are created) 
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5. With a Right Click (PC) or Control Click (Mac) of your mouse on the % column and select Post Grades. 
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6. Verify your grades are all listed and click SAVE. 

 

 
 

7. Repeat for each of your sections. 
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To Add Comments, Alter Grades, or to Enter Grades Manually  
 

1. Click on the Grading by Task link in the navigation bar 
 

 
 
2. Select your section and select the grading term from the pull-down menus. 
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3. Verify that student grades are correct. 
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4. Click on the icon to the right of the comment field for those students for whom you wish to enter comments. 

 

  
 

5. Select the comment(s) from the pop-up window that opens and then click Update Comment. 
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6. Repeat this process to give comments to your remaining students and click SAVE when finished. 

 

 z 
 

7. Repeat for each of your sections. 
 

 
 

8. Repeat for Semester Final Grades for all Sections (Classes). 
 
 


