1.

Login to GradeQuick.
Option 1: Click on the GradeQuick icon on your desktop

Option 2: Click on the Start button at the bottom of your
screen. Select Programs, then GradeQuick, then GradeQuick

Type your login. (ex: jmcelhany)
Type your password.
1* time login password: Do not enter a password. Click ok.

Follow the screen prompts to setup your unique password.

Use the password you setup in step 2 to login to GradeQuick
from this point forward.

Forgot your password? Contact the Director of Instructional
Design & Support — Julie McElhany
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It is advisable to name your file as you begin to build the grade
book. This will help ensure that you don’t lose your work.

1.

2.

Select File from the Menu Bar.

Click Save As from the drop-down menu.
A Save As window will be displayed

Name the file.
The GradeQuick program will add a .GRK 3-character
extension at the end of your filename.

The default path that the file is saved to is:
J:\faculty\grades\(your named directory)
Ex: j:\faculty\grades\jmcelhany

Click Save.




1. Click Edit on the Main Menu.
2. Click Class Information on the drop-down menu.
An Edit Class Information window will be displayed.

Important: The information that is entered on this screen will
appear on all student reports.

3. Enter available information.

4. Click OK to close the window.
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1. Click in the first column (to the right of the number 1).

2. Enter the student’s name in the format you want it to appear
(last name, first name OR first name, last name).

3. Press Enter.

The column will automatically adjust to the length of the
longest name and the cursor will be positioned at the next
available cell to enter another student’s name.

Hint: You will enter student IDs following these same steps. After
entering the last name or ID, press the up arrow key so that a new
row will not be created.

Name

1. Click in the cell in the top row to the right of the label
CCIDQ,.

A Quick Tips window will be displayed that reads,
“You’ve clicked to the right of the last test columns in your
class. Add test Columns?” Click Yes.
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2. Type the name of the assignment, exam or project.
The name can be only 8 characters long.
3. Press Enter.
Long Name
1. Enter the full description of the assignment or exam name.
The full long name will not fit within the column, but it
does appear in the row at the top of the screen below the
menu bar.
Term

Our terms are individual semesters. Semester grades are not
combined for a yearly grade so we can bypass this section.

Category

1. Click in the cell located to the right of category.

2. Enter a category type such as exam, assignment, project,
research paper, or final exam. If a category was previously
created, you can select it from the drop-down list.

3. Press Enter or the down arrow key.

Date
1. Click in the cell located to the right of date.

The date is set according to when this file was created.
Leave the date as it is or change it according to the
assignment due date.




Weight

You will not be able to enter numbers here unless you have first
selected a weighted mode on the Grading menu. The weight row
will be automatically removed from the screen when you open a
class file not using weighted modes. This row should be used to
enter weights for individual tests. Term and category weights are
entered in the Weighting dialog box.

Possible

1.

Click in the cell to the right of possible. This cell is for the
amount of possible points students will receive for their
assignment.

Hint: To enter additional test columns, press F6 or click
to the right of the last test column.

Click within the cell to enter the grade.

Enter the score and press the down arrow key to go to the
next student.

Note: The asterisks (**) represents exempt. To change to
zero, enter “0”.

. Press F10. The word ‘searching’ is displayed at the bottom

of the screen.
Click within the column that you want to enter grades.

Type the name of the student. The cell will automatically
move to that student’s grade cell.

Enter the grade. Press Enter or the down arrow key,
backspace to delete the last name, then type another
student’s name.

Note: Press F10 to disengage the function after entering
grades.
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Click Grading on the Main Menu

Click Weighting on the drop down menu.
A Weighting window will be displayed.
Click Weight Categories ‘On’

Enter the weights for each category.
Click change.

Click OK.
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The attendance chart is based on the computer’s clock. You will
not be able to enter attendance for days in the future, because these
days don’t exist yet. Set up your attendance section the first day
you record your attendance.

1.

2.

Click Edit on the Main Menu.

Click Attendance on the drop-down menu, and Set First
Day of Class on the sub-menu.

A Set Attendance Start Date window will be displayed.
Click OK to accept the current date.

An Edit Term Dates Window will be displayed.

Enter the date the term (attendance) will begin.

Click OK to accept.

Click Edit on the Main Menu.
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Click Edit on the Main Menu.
Click Attendance.

Click Seating Chart on the sub-menu
A For Your Information screen will be displayed.

Click OK.
An Arrange Seats window will be displayed.

Select the options you want included in your seating
arrangement.

Click OK.

The seating arrangement will be setup using the student
roster you entered into your grade book.

Note: Click Edit on the seating chart to make changes to
the chart.
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Using the Attendance Chart

1.

2.

Click Edit on the Main Menu.

Click Attendance on the drop-down menu.
Choose Attendance Chart...

An Attendance Chart will be displayed.

Enter T for Tardy and A for Absent for each respective
student.

Click File, then Exit Attendance to close the window.




Using the Seating Chart

1.

2.

Click Edit

Click Attendance

Choose Attendance via Seating Chart...

Right click on the Student’s ‘box’ on the attendance chart.
Select Present, Tardy, or Absent.

Click File, then Exit.
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1.

12.

13.
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Open the original file.
Click File on the Main Menu.
Click New on the drop down menu.
Name the new file by going to File, then Save As.
Click Edit on the main menu.

Click Gradebook to Gradebook Copy on the drop down
menu.

Highlight the original file in the Copy From box.
Highlight the new file in the Copy to box.

Highlight the area to copy in the Copy What box.
Click OK

Follow additional screen prompts provided.

Repeat steps 6 to 10 for each item that will be copied.

Save the new file.
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You may overwrite any test or assignment score you have
previously entered in your gradebook. You may also overwrite any
letter of numeric grade that has been assigned to a calculated
average for a Term, special score or overall average in your class
file. For example, you may want to overwrite a grade if a student
has not completed all their work and needs a grade of
“Incomplete” until the work is completed. Or you may want to
raise or lower a grade based on behavior or other work that has not
been calculated in the average.

1. Click the grade you want to change.
2. Type the revised grade. The new grade will be
displayed in green.

When a grade is overwritten, the average for the marking period
will continue to re-calculate should you add other scores, but the
grade itself will no longer be automatically assigned or updated.
The overwritten grade will remain until you decide to change it or
remove its overwritten designation.

To restore an overwritten grade:
1. Double-click the grade.

2. Press DELETE.
3. Press ENTER.
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You may make changes to rows, columns or the entire spreadsheet
with Global Changes.
1. Position the highlight in the row or column to which you
want the change to apply. If you want the change to apply
to the entire spreadsheet, it makes no difference which cell

is highlighted.
2. Click Edit.
3. Select Global Changes.
4. Select the desired option—find & replace, add, multiply,
fill, zap

5. Click OK to accept changes.

Find & Replace. Select FIND SCORE OR SYMBOL...AND
REPLACE WITH THIS SCORE OR SYMBOL...to change any
score or symbol to another score or symbol. For example, you may
wish to change all check-marks in a certain lab assignment, or
throughout the class, to the number 50. If most of the class
received the same grade on a particular assignment, you might
save time entering those grades by choosing to find **, and
replacing with the grade most students received, individually
entering only the few students’ scores that were different.

Add. When you select ADD...TO EACH SCORE, enter the
number you wish to add to each score in a row, column or the
whole spreadsheet. If you wish to subtract a number, enter it with a
minus sign preceding the number (i.e. -5)

Multiply. When you select MULTIPLY EACH SCORE BY...,
enter the number by which you wish to multiply. If you wish to
divide each number, you must enter a fraction in a decimal format
as a multiplier. For example, if you wanted to divide each score in
half, you would enter .5 as the number by which to multiply each
score.

Fill. Select FILL COL/ROW WITH... if you want to automatically
enter the same score in many cells without having to type it into
each cell manually. Enter the number of the text that you want to
use to fill the selected column or row.

Zap. Select ZAP COL/ROW to remove scores in the row or
column you have selected. In this way you can delete all scores in
a selected test column while retaining the test descriptions in the
header of the column.
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Click Grading.

Select Grading Symbols.

Double-click the symbol you wish to change.
Type a new value to replace the percent value.
Click CHANGE NOW to make revisions.

Click OK when you are satisfied that all of your
changes are acceptable.
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Click Grading.

Select Set Grading Symbols.

Select UNDEFINED from the bottom of the list. (You
can define up to 20 different symbols.).

Change the symbols name to whatever symbol you
want to use. The symbol may contain only four(4)
characters.

Assign the symbol its numeric cutoff value.
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Place the highlight bar in the column and student row
where you wish the check-mark to appear.

Press CTRL + C to insert a check mark. You may also
enter a check-plus or check-minus by typing a plus or
minus sign after the check.

The default numeric value of the check-mark set by
GradeQuick is 85%, a check plus=95% and check
minus+75%. To change them, click grading, then set
grading symbols. Be sure to set an appropriate value of
that test in the maximum points Possible row.

To print the check-mark you must be sure that the
special GradeQuick fonts remain chosen for the Score
column on your reports. You are free to redesign the
reports in any other style, just as long as you choose a
GradeQuick font for that column only. You do this by
dragging a box around that column in the Print




Preview/Editor and clicking the Fonts button on the
toolbar or clicking Options, then Fonts. If you do not
choose the fonts and are using check-marks, you will
notice strange symbols instead of the check-mark in the
Print Preview/Editor. The GradeQuick fonts are called
GRADEQUICK (proportional) and GQMONO
(monospaced).
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Use this feature to keep track of small assignments, like certain
homework, if you only want to see that the assignment was handed
in, but not to be counted toward the final grades.

I. Enter a “0” as the maximum points possible on the
Possible line when you set up this assignment column.

2. Create new grade symbols of “Yes” and “No”.

3. Enter the numeric value of 0 for both symbols. The
“yes” and “no” grades will not affect any student’s
average, but can provide useful information when you
look at your grade book.
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Following these procedures will raise the average of a student who
earns extra credit, but will maintain (not reduce) the final average
of a student who does not earn extra credit.

e Enter more points for a student score than is entered on the
Possible row for that assignment. If a quiz has 100 possible
points, you could give 110 to a student which will earn him
extra credit, regardless of your weighting system.

e Enter an extra credit assignment as its own test column.
You may count an entire assignment as extra credit only if
you are not weighting individual test or assignment
columns. (It is conceptually inconsistent to both weight an
assignment and also count it as extra credit.) Do this by
assigning it 0 possible points and then entering the scores
earned. You may use this method if you are weighting
categories or terms, but only if you have other columns that
have possible points in the same category and/or term as
the extra-credit column. You may not have an extra credit
column with 0 possible points if it is the only assignment in
a category and you are weighting categories because it will
not affect students’ averages.
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