
Step 1:
Select a class from list

(You will need to do the 

following for each of 

your classes listed, steps 

1 through 10)

Step 2:
Select “Grade Setup”

Step 3:
Select “Y1”

Step 4:
Select “Term weights.”

Make sure that each term 

weight is 100 with a 

percent of 50%.

Step 5:
Click “Save.”

Repeat steps 3 through 5 

for both S1 and S2.

Step 6:
Select “Q1”

Step 7:
Select either “Total points” or 

“Category weights”, depending 

on your method of grading.

Step 9:
If “Category weights” is selected, fill 

in the appropriate weight for each 

category by double clicking the 

number under “weight” 

corresponding to the category and 

typing in the weight value desired (in 

this example, “20” for 20%).

Step 8:
If “Category weights” 

is selected, and if you 

wish to add and 

remove categories, 

click on the + sign next 

to “add category” and 

check the categories 

you want and uncheck 

the categories you 

don’t in the pop up 

window. To create a 

new category, you will 

need to go to Tools 

Categories and add a 

new category.

Step 10:
Click “Save.”

Repeat steps 6 through 

10 for Q2, Q3, and Q4.


