
Creating a Gradebook 
 

Setting up a gradebook can be challenging, but the following  
four step process can simplify that task.  Note, this covers the 

basics but we can meet for a consultation for help with any 
more specifics you need. 



To begin creating a new gradebook, click ‘Grades’ in the 
administration block.  Then, use the dropdown menu to select 

‘Categories and Items: Simple View’. 



Step 1 
 

Set the course level ‘Aggregation’ to ‘Weighted mean of 
grades’ which will allow you to weight your component 

categories.  For example: quizzes at 10%, paper at 30%, etc. 



Step 2 
 

Create your categories by scrolling down and clicking the ‘Add 
category’ button.  Enter a title and select your desired 

aggregation type.  We already set this at the course level.   



Step 3 
 

Weight each category.  We suggest ‘Weighted mean of grades’ 
again here at the category level.  Also, make sure to scroll to 

the bottom left of the screen and save your changes. 



Step 4 
 

Create your grade items.  This can be a combination of manual 
grade items, or Assignments, Quizzes, or Forums that you set 

up in your course.   
 

Use ‘Add grade item’ for things like participation where you 
will be entering a grade without grading a specific piece of 

work. 



Step 4 Continued 
 

Assignments, Forums, and Quizzes can be linked to your 
gradebook and categorized by expanding the ‘Grade’ section 
when in ‘Edit settings’ for the particular item.  The categories 
that you created will be available from the dropdown menu.  

Be sure to save your changes. 



Additional Gradebook Hints:  Discussion Forums 
 

Discussion Forums may occasionally pose a challenge.  The 
option to set the ‘Grade category’ and link the item to the 

gradebook may only be available if you have set a ‘Scale’ and 
an ‘Aggregate type’.  If you don’t see the ‘Grade category’ 
option, enter a ‘Scale’ and an ‘Aggregate type’, save and 

return.  The ‘Grade category’ option will now be available. 



Additional Gradebook Hints:  Moving Grade Items 
 

Individual gradebook items or assignments can be reorganized 
into different categories (or assigned a category after the 

fact).  Use the ‘Select’ column to pick an item or several items.   



Additional Gradebook Hints:  Moving Grade Items Continued 
 

Scroll down and use the ‘Move selected items to’ dropdown 
to pick the category you want the items to move to. 



Additional Gradebook Hints:  Editing Existing Categories  
 

Note, you can edit existing categories.  Look for the 
gear/cogwheel in the ‘actions’ column.   

 
You may want to consider dropping lowest grades, or whether 

or not to average in ungraded items.   



Additional Gradebook Hints:  Editing Existing Categories 
Continued  

 
Click the ‘?’ to learn more about options. 


