Quarter Grades Tutorial: JMC Gradebook
Start by opening the JMC Gradebook.
Step 1- Finish entering assignments for the quarter

All the assignments for your classes should be entered into the Gradebook in the “Assignment Scores” window before you go into the “Course Grades” window.
Step 2- Open Course Grades



Window Map Step 2
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In the main Gradebook window 


open the “Edit” menu and select “Course Grades”. 

Step 3- Select class
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Place curser over Course pop-up menu and click once; the entire list of classes will appear. Scroll up or down the class list to highlight the class you want, and when it is highlighted, click to select it.

Step 4- Calculate Quarter grades from Scores…
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The JMC Gradebook will import the final quarter calculated quarter grades from the “Assignment Scores” page.
Open options menu and select “Calculate Q1       (or Q2, Q3, or Q4) Grades from Scores…”
Each student will now display a quarter grade.
Step 5 – Assigning grades manually







Window Map – Step 5
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Sometimes a student may need a grade assigned manually, such as a “P” for “Pass” if a student if taking a class Pass/Fail.
1. Click in the box where the grade will appear for the student.  For example, Q1.  The box will turn a solid blue.
2. From the Grade menu, click on the assigned grade.  It will appear in the student’s row of grades(the solid blue box)
3. Repeat step 5.1 to select a new student.

NOTE: To assign a “No grade” to a student, select “none” in the grade menu.


Step 6- Assigning Comments

Window Map- Step 6

1. For the student you want to assign a comment to, first click on the “Cm” box for the student.  The box will turn solid blue. 
2. Click on the comment, and the number of the comment will appear in the box.

NOTE: To deselect a comment: after the student’s “Cm” box is selected (turned blue) choose “no comment” at the top of the Comment window on the right of the screen.

Step 7 – Save Class


Click the save button to save changes 

to grades and comments.

Step 8- Select a new class

Repeat steps 3 – 7.
Step 9 – Exit “Course Grades” window
Click on the “Done” button.  If the Gradebook program prompts you with a window saying: 
“Do you want to save changes you’ve made?”; click “Yes”.








Window Map – 10.1
Step 10 - Sending Grades to Office

1. Open File menu and select “Teacher to Office”
2. Click “Okay”

   
 Window Map 10.2


Semester Grades
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Step 2- Open Course Grades 



1. Open “Edit” menu and select “Course Grades”




Window Map Step 2.1 


Step 3- Assign Quarter and Semester Exam Weights to classes

Window Map Step 3.1




Window Map Step 3.2
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1. Click on the Weights button

2. Fill in the boxes for the Quarters (either Q1 & Q2 or Q3 & Q4) and Ex for semester exam.  The three boxes should equal “100”. If a teacher does not use a final exam for calculating semester grades then he or she should use “50” for each quarter. When finished entering the weights, click “OK
The weights will now be displayed in the boxes to the right of the “Weights” button and above the grading periods.
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