
CONFIGURATION, WEIGHTING, ADD ASSIGNMENTS, AUTO-FILL POINTS, 
EXTRA CREDIT, STUDENT EXEMPTIONS AND GRADE BOOK REPORTS 

GRADES 6TH – 12TH  



Scenario 1:  ALL of Your Classes are ABCDF 

From the FOCUS Portal, click “My Information” and “Preferences” 

 

 

Make Sure  “Configure Gradebooks separately for each section” 
 is NOT CHECKED and click “Save.” 

 

Do NOT Check! 



Scenario 2:  Your Classes are ESNU AND ABCDF 

From the FOCUS Portal, click “My Information” and “Preferences” 

 

 

Check “Configure Gradebooks separately for each section” and click “Save.” 

This will enable you to have both numerical and ESNU gradebooks. 

 

Check! 



Set Gradebook Configurations 

• Starting with the first class from the drop down menu, select each class 
 and click “Grades” and “Gradebook Configuration” 

 

 

If Your Preferences Match Scenario 1, 

Settings in One Class will 

Automatically be Applied to ALL 

Sections. 

 

If Your Preferences Match Scenerio 2, 

You MUST Configure Each 

Gradebook Individually. 



Gradebook Configurations for ABCDF 

Check if Applicable! 

Do NOT Check! 

*All Other Settings are Optional 

*If you are unsure of whether or not 
to weight your gradebook, 

ask your school administrator. 

• ABCDF Classes should have the following Gradebook Configuration: 
Once Gradebooks are Configured, You are Ready to Add Assignments 

 

 

 



Gradebook Configurations for ESNU 

Do NOT Check! 

Do NOT Check! 

Check! 

*All Other Settings are Optional 

• ESNU and Behavior Classes should be Configured as Below: 

Once Gradebooks are Configured, You are Ready to Add Assignments 

 

 



Adding Gradebook Categories 

• Weighted ABCDF Class Category Example 

 

 

• Unweighted ESNU Class Category Example 

 

 

*The Sum of Weighted Categories MUST Total 100%! 



Most Common Gradebook Mistakes 

• These Mistakes Cause Inaccurate Gradebook and/or Posting Averages 

 

Due Date Outside of Marking Period (*Omits Assignment from Posting Average) 

Category Weights Do Not Total 100% (*Gradebooks will not Average Correctly) 

Assignments Worth “0” Points (*Any Score Entered will Count as Extra Credit) 

Too Many Assignments Dropped  (*Enter Quantity to Drop Here, NOT Score) 



Adding Gradebook Assignments 

• There are Two Methods to Add Gradebook Assignments 

 

1:  From the Gradebook Assignments View, Click “+” Below the Assignment List 

2:  From the Gradebook View, Click “Add an Assignment” 



Adding Gradebook Assignments 

• Enter Appropriate Information in the “Add An Assignment” Screen 

 
COURSE 1 

COURSE 2 

COURSE 3 

Section 1 
Section 2 
Section 3 

Section 1 
Section 2 

Section 1 

Enter 0-9999 for Number of Questions Here (Optional Field) 

Assigned/Due:  Defaults to Today’s/Tomorrow’s Date 

 

Enter Assignment Title Here 

Enter 0-9999 for Assignment Point Value Here 

Enter Assignment Description Here (Optional Field) 



Adding Gradebook Assignments 

• Enter Appropriate Information in the “Add An Assignment” Screen 

 
COURSE 1 

COURSE 2 

COURSE 3 

Section 1 
Section 2 
Section 3 

Section 1 
Section 2 

Section 1 

Choose Respective Gradebook Category Here 

For Assignments that You Assume All Students will Receive the Same Grade, 

You may Auto-Fill the Grade for All Students by Entering it Here 

NEW FEATURE! 

 

Teachers May Now Add an Assignment to ANY or ALL of Their Classes at Once, 

Regardless of Course Number! 

 

Check Any Class that You would like the Assignment Added to.  The Next Screen 

will Ask which Assignment Categories in Other Gradebooks to Add the Assignment 

to if an Identical Category does not Exist. 

 

This Feature also Allows Teachers to Delete Identical Assignments from more than 

One Gradebook Simultaneously if the Assignments were Added in that Manner. 



Awarding Extra Credit in the Gradebook 

COURSE 1 

COURSE 2 

COURSE 3 

Section 1 
Section 2 
Section 3 

Section 1 
Section 2 

Section 1 

Extra Credit Depends Solely on the “Points” Field! 

 

Two Methods to Award Extra Credit: 

 

1) To Give an Exclusive Extra Credit Assignment, create an Assignment with “0” 

in the Assignment Point Value. 

• Any Score Awarded Above “0” (e.g. “5”) will be Multiplied by the 

Weight of the Assignment Category and included in that Category 

Average. 

 

2) To Add Extra Credit Points to an Assignment, Simply Enter the Full Points 

Value of the Assignment (e.g. “100”) in the “Add An Assignment” Screen, then 

Include any Extra Credit that the Student Earned when Entering Student 

Grades for the Assignment (e.g. “104.”) 

• The Total Score will be Multiplied by the Weight of the Assignment 

Category and included in that Category Average. 

 

 



Exempting Select Student(s) from an Assignment 

Student Last, First * 

 On Occasion, it may be Appropriate and Necessary to Excuse a Student from 

an Assignment.  Perhaps you Graded a Group Activity One Day in which the 

Student had a Medically Excused Absence.  For Whatever Reason, 

 

To Excuse a Student from an Assignment, 

Enter * in Place of a Numerical or Letter Grade. 
This will Exclude the Assignment from the Respective Student’s Average. 

 

 



Gradebook Reports 

• To Access Gradebook Reports, click “Grades” and “Gradebook Reports” 

 



Gradebook Reports 

• Grade Breakdown Graphs:  Choose this to view graphs representing 
students’ performance by grade, including a bar chart, pie chart, or 
simple list.  

 

Use this pull-down 

menu to select 

breakdown totals 

for a specific 

course, 

for categories of 

assignments, 

or individual 

assignments.  

These graphic representations are a great way of assessing student performance that saves paper. 



Gradebook Reports 

• Missing Grades:  A Breakdown by Student, Assignment Name, Points, 
Grade, Dates Assigned and Due, as well as Teacher Comments. 

Grades may be Easily Entered from within this Screen. 



Gradebook Reports 

• Failing Grades:   This also Reports by Student, Assignment Name, Points, 
Grade, Dates Assigned and Due, as well as Teacher Comments. 

 

You May Adjust the Threshold to 60%, 70%, or 80% and Include Missing Grades in this Report. 



Gradebook Reports 

• Extra Credit Grades:   This Report Shows All Students Enrolled in the 
Current Class Who Earned Extra Credit on any Particular Assignment. 



Gradebook Reports 

• Highlighted Grades:   Details all Students Who had an Assignment 
Highlighted by Double-Clicking on the Assignment Grade, then Checking 
“Highlight” and “Ok.” 



Gradebook Reports 

• Excused Grades:    Includes All Assignments Graded with * or a Custom 
Excluded Grade from the Gradebook Configuration Screen. 



Gradebook Reports 

• Custom Grades:  This Report Details all Students and the Assignments in 
which They Received a Custom Grade that You have Created in the 
Gradebook Configuration Screen. 

 

 



Gradebook Reports 

• Transferred Students:  Includes a list of students added or dropped from 
your class, an overall grade from the gradebook at the time of the 
transfer as well as a detailed breakdown of assignments and grades from 
the gradebook. 

• Use These Steps to Access the Transferred Students Report: 

 

1. In the Student Search Box, check “Search All Sections” and click “Search.” 

 

 

 

 

2. Select the Student You would like to View Grades for. 

Use this Report when a Student is Added to Your Class in the Middle of a Quarter and You Need to Enter the 

Student’s Grades from the Previous Class into Your Own Gradebook for a Cumulative Average. 

Student Last, First 1234567890 



Gradebook Reports 

• Transferred Students, continued 

 

 

3. Select the Class You would like to View Grades for. 

Use this Report when a Student is Added to Your Class in the Middle of a Quarter and You Need to Enter the 

Student’s Grades from the Previous Class into Your Own Gradebook for a Cumulative Average. 

Class, Teacher Grade 

Class, Teacher 

Class, Teacher 

Class, Teacher 

Class, Teacher 

Class, Teacher 

Class, Teacher 

Class, Teacher 

Grade 

Grade 

Grade 

Grade 

Grade 

Grade 

Grade 



Gradebook Reports 

• Transferred Students, continued 

4. Review Grades, Print, and Copy into Your Gradebook Accordingly. 

*If Your are Unsure of which Grades to Copy, Check with Your School Administrator. 

Points      Grade 

Points      Grade 

Points      Grade 

Points      Grade 

Points      Grade 

Points      Grade 

Points      Grade 

Points      Grade 

Points      Grade 

Grade 

Grade 

Grade Grade 

Grade 

Grade 



Gradebook Reports 

• Progress Reports:   You can send home Progress Reports any time that 
display categories, assignments and scores, as well as comments in 
exactly the same way as your Gradebook does. 

• Use These Steps to Print Progress Reports for Students: 

1. In the Student Search Box, Select any Special Options You would like to 
Show on the Progress Report and click “Continue.” 

  

To Avoid Parent Confusion with District Progress Reports, do not Select a Letterhead Template. 



Gradebook Reports 

• Progress Reports, continued 

Breakdown of Progress Report Options: 

To Avoid Parent Confusion with District Progress Reports, do not Select a Letterhead Template. 

Only Shows Students’ Percentages in 

Assignment Categories and Final Weighted Grade 

Includes Student Assignment Notes with 

Assignment Information if a Note was Added 

by Double-Clicking the Assignment Grade 

Includes the Description if One was Added 

via the “Add an Assignment” Screen 

Includes an Attendance Summary 

of the Current Course  

By Using These Options, You may print 

a Progress Report only Showing Missing, Failing, 

or Excused Assignments, Respectively. 



Gradebook Reports 

• Progress Reports, continued 

2. The Next Screen will Show a List of All Students in the Course.  Select 
which Student(s) You would like to Print a Progress Report for and click 
“Print.”  You will then be Taken to a PDF Preview of Progress Reports 
that You may Print or Download. 

  

In Accordance with Florida Privacy Laws, We do not Email Grades to Students or Parents. 



Gradebook Reports 

• Blank Gradebook:   This Report Automatically Sends a Blank Gradebook 
to Your Web Browser’s PDF Viewer for Printing or Downloading.  

 

Use this Report to Print Class Rosters to Use on Field Trips, etc. 



Gradebook Reports 

• Gradebook Audit Trail:   This Report Shows Grade Changes in the 
Gradebook, Including User Names and Date/Time Stamps. 

 

You May Adjust the Report Timeframe and Include NG Grade Changes in this Report. 
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