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Denver Public Schools 
Department of Tech Services 

Beginning of Term Setup Step-By-Step Checklist 
 

Composite Grading - The following are the steps to setup your gradebook at the beginning of the grading term when using the composite 
grading method. Continuous Grading instructions begin on page 7. 
 

Step 1 – Set the Preferences 
 

1. Choose your Section from the pull-down, Click on Lesson Planner, then click on the correct Term (click the name, not the icon). 
 

 
 

2. Select your Curve from the pull-down menu and check the box next to Use weighting on groups IF you weight your grades.  Click SAVE! 
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Step 2 – Set Up the Groups 
 

1. Click on New Group 
 

 
 

2. Fill in the Group Detail window including:  A) Name  B) Check mark for correct Term/Task  c) Value of Weight IF weighting groups for 
grades. Click SAVE 

 

 
 
 
3. Repeat #1 and 2 to create all of the groups for this section (class). 
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4. Repeat Steps 1 & 2 to set up Preferences and Groups for all of your sections 
 

 
 

Step 3 – Set Up the Assignments 
 

1. Choose your Section from the pull-down and click on New Assignment.  Fill in the mandatory fields:  A) Name  B) Abbreviation (5 characters)  
C) Select Group from pull-down  D) Total points possible  E)  Due Date  F) SAVE 

 

 
 

2. Repeat for other assignments in preparation to copy to another section (Class). 
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Step 4 – Copy Assignments to Other Sections (Classes) 
 

1. Select the Group that contains the assignments you want to copy.  Click on Copy Group.  NOTE - The terminology can be confusing but this is 
the sequence to copy your assignments from one class to another. 
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2. In the Copy Group window:  A) Select the assignments to copy  B) Click the + next to the section(s) where you want to copy the assignments.  
C) Notice that all terms assigned to this class will appear  D) Put the check mark in the correct Group  E) Click the “Copy Assignments to 
Selected Groups” button. 
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3. Switch to section(s) where you copied the assignments to ensure they have been copied 
 

 
 

4. Repeat #1 – 3 for all assignments that need to be copied to other sections. 
 

 
Step 5 – Enter Scores in Gradebook 
 

1. Select Gradebook, Check to make sure correct Task is selected, enter scores for the assignments you have created. 
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Continuous Grading - The following are the steps to setup your gradebook at the beginning of the grading term when using the continuous 
grading method. 
 

Step 1 – Set the Preferences 
 

1. Choose your Section from the pull-down, click on Lesson Planner, then click on the correct Term (click the name not the icon). 
 

 
 

2. Select your Curve from the pull-down menu and check the box next to Use weighting on groups IF you weight your grades.  Click SAVE! 
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Step 2 – Move Groups from 1st Term to 2nd Term 
 

1. Click on + next to the 1st grading Term and then click on one of the Groups in that term. 
 

 
 

2. In the Group Detail window, click on the pull-down menu and change the Task to the next term.  This will move the group and all of the 
assignments in that group to the next term. 

 

 
 

3. Repeat #1 and 2 for all groups in this section. 
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4. Repeat Steps 1 & 2 for all your assigned sections 
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Step 3 – Set Up Additional Assignments 
 

1. Choose your Section from the pull-down and click on New Assignment.  Fill in the mandatory fields:  A) Name  B) Abbreviation (5 characters)  
C) Select Group from pull-down  D) Total points possible  E)  Due Date  F) SAVE 

 

 
 

2. Repeat for other assignments in preparation to copy to another section (Class). 
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Step 4 – Copy Assignments to other Sections (Classes) 
 

1. Select the Group that contains the assignments you want to copy.  Click on Copy Group.  NOTE - The terminology can be confusing but this is 
the sequence to copy your assignments from one class to another. 
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2. In the Copy Group window:  A) Select the assignments to copy  B) Click the + next to the section(s) where you want to copy the assignments.  
C) Notice that all terms assigned to this class will appear  D) Put the check mark in the correct Group  E) Click the “Copy Assignments to 
Selected Groups” button. 
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3. Switch to section(s) where you copied the assignments to ensure they have been copied 
 

 
 

4. Repeat #1 – 3 for all assignments that need to be copied to other sections. 
 

 
Step 5 – Enter Scores in Gradebook 
 

1. Select Gradebook, Check to make sure correct Task is selected, enter scores for the assignments you have created. 
 

 
 


