Directions for X2 Grade book
Login to staff view

Click on the Grade book tab

Set preference for your grade book first


Shade lines, Change settings for tabs, weighting by, decimals and grade scale

Click on a course

Click on Details tab to see specifics for class

Click roster side tab to see student list. 
Good place to print quick report.

Click on Reports, Quick report


Select fields you want listed


Click Next, and Finish


File, Print

Click on categories side tab, Options, Add

Add a type of assignment, change grade scale to Middle School, weight this category ie. 10 %

Click Save

You can delete an entry by selecting the category and going to Options, select Delete.

Options Add and continue to add all the types of assignments you use.
Go into Assignments side tab. Options, Add

Category code is pop up from list you created, Unique Code is short no spaces found in header, Fill in assignment name, a description if needed, sequence number is for multiple assignments due on same date, the dates assigned and due, term it is in , will default to Middle School scale, the maximum points is a restraint on the size of the number that can be entered, any extra credit points. Always check “is numeric allowed”

It doesn’t assign 0(zero) to an empty place. You must give the student a zero for that loss of credit to be calculated. Weight can be 1, 2, 3 or 25, 30, 40. Use total points and weight to be the same number.

To post the grades for assignments go to the Scores side tab. Select the assignment type from the Grade Columns pull down list. You can control the order of the categories based on what you use most. You will now have your list of students and the column or columns to type in the grades. Click in the box to put a grade. Use the down arrow key the go through your list of students. You can also use the right arrow to do multiple grades for each student if you wish. You use the arrow keys to move through the boxes. Once the grades are entered you must click The Green √ Box. Grades with a line under them have not been saved.
Tip: type a lower case t in any date field and you today’s date.

Tip: You can use options to copy assignments to create multiples

Tip: Under options is a Fill Down Values, if most kids got the same score use fill down then change the other grades.
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