Set Up a Weighted Gradebook
This guide explains how to set up the Gradebook with calculated columns to
create a weighted gradebook.
A weighted gradebook calculates an overall, semester, or term grade and
displays it in the Gradebook. By default, the average grade column in the
Gradebook gives equal weight to every graded activity. However, many
teachers assign a percentage of the overall grade to specific types of activities,
such as homework, assessments, and projects.
For this example, homework comprises 50%, assessments 40% and the group
project 10% of the overall grade.
Here is an overview of the process:
The steps include creating calculated columns for each activity category, such
as homework, that have more than one activity grade. Each calculated column
tallies the activity grades. Then, a percentage of the overall grade is applied to
the column. For this example, a calculated column is created for homework and
assessments. Since the group project is a single activity grade, a calculated
column is not required. If an activity category, such as the group project,
contains more than one activity grade, then a calculated column is required to
add the group project grades. The final step is to create a total column and
assign a percentage to each activity category or calculated column. The total
column calculates and displays the overall grade.

Follow these steps to create a weighted gradebook:
1. Create calculated columns for each assignment category that have more
than one grade. For this example, first create a calculated column for
homework. Click Create Column and select Calculated.
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2. Name the column. For this example, the column is for homework
activities, so the column name is Homework Total.
3. Select the calculation. For this example, the calculation is to add all
homework grades so select Sum as the operation.
4. Select where to insert the column. For this example, 11 was entered to
place the column to the far right of the existing columns. See image below
for completing steps 2, 3 and 4.

5.

For the Homework Total column, place a checkmark next to all
homework assignments to include them in this calculated column and
click Add.
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6. The homework activities now appear on the right. Click Save.

The column now appears in the Gradebook with a strikethrough on the
column name, which means it does not appear for students. To display the
column to students, click the down-arrow to the right of the column name
and select Show for Student.
7. Repeat the process above to create a calculated column for assessments.
For this example, the column name is Assessment Total and all quizzes
and tests were selected and added to the column.
8. Create a numeric column to manually enter grades for the group project.
Another option is create the column by importing grades. This guide does
not explain how to import grades.
To manually enter grades, select Create Column and select Numeric.
Name the column and enter a column number for the column location. For
this example, the column name is Group Project. Click Save.
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9. Click the down-arrow next to the column name and select Edit Grades.

10. Enter the total number of points earned and the total number possible
for each student and then click Save. As an option, enter comments.

11. Check to see that all columns are in the Gradebook. For this example,
there are two calculated columns, one for homework and the other for
assessments, and the group project numeric column.

Set Up a Weighted Gradebook, page 5
12. Now create a total column to assign a percentage to each column that
factors into the overall grade. Click Create Column and select Total
Column. Name the column and type in a number for the column location
in the Gradebook.

13. Select the columns that factor into the overall grade and click Add. For
this example, Homework Total, Assessment Total, and Group Project are
selected. Type in the percentage for each individual column. For this
example, assessments are 40% of the total grade so 40 is entered for the
Assessment Total column. Group Project is 10 and Homework Total is 50.
Note that the numbers you enter must add up to 100. Now click Save.

14. To display the overall grade, click the down-arrow next to the column
name and select Show for Student.

15. Students now see the overall grade for the grading period.

