
Modify Course Category Weighting

1. Select Course to 
modify

2. Click on Settings

3. Click on Grade Calculations
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Calculation Type should be set to Category Weighting

1. Click on arrow for TM1

2. Click on Calculation Type drop down menu, select 
Category Weighting 

3. Update %’s (refer to slide #4) 
for guidelines on weighting
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Change Weighting from Subjective to Category Weighting

4. Repeat the process for TM2, TM3 & TM4

5. After the course weighting has been set, 
you can choose to Copy Gradebook Settings 
to Other Classes or manually repeat process 
for each course



4. Click on arrow to 
expand Term (TM1)

5. Modify course weights 
Summative (60%), Formative 
(40%)* for Reading Workshop, 
Writing Workshop and 
Mathematics 

Each category name has an (s) to 
the right of it indicating 
Summative, (f) formative

6. To copy to other 
terms click on Copy 
Grade Calculation Setup
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7. Copy to T2, T3 & T4 (click on 
each box)
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8. To copy the settings to other COURSES

Go to Gradesheet – Settings – Grade Calculations

Click on TM1 arrow

Click on Copy Gradebook Settings to Other Courses

9. Select Default

10. Click on Copy Grade 
Calculations

11. Click on Course(s)

12. Next
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Courses to be copied

13. Click Next

14. Select Terms (1,2,3,4) for each course that the weighting 
is copied
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15. Run Process
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