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MicroGrade Tutorial
Creating Assignments & Entering Grades

Lesson Objective:  Able to create and edit class assignments, take attendance, and view grades and 

attendance reports.

Review of Key Concepts: Electronic gradebooks are just like traditional gradebooks except that they are 

much more flexible, forgiving of mistakes, and powerful to use.

Entering/editing grades is applied only to selected students or assignments. To select a student or 

assignment, click on the appropriate name. To select multiple assignments or students, hold down the 

shift key and click on the desired names. Choose command (z)-A from the Edit menu to select all 

students or assignments. Use keyboard shortcuts whenever possible.

Creating Assignments

Once your gradebook is configured, using it is very easy. You simply add assignments, enter students’ 

scores, and take attendance just like you would in a traditional gradebook. To 

create new assignments:

Pull down the Edit menu and choose the desired category. (Recall that you 

defined these categories when you set up and configured your gradebook.) In 

this case, we are going to add homework assignments.

The Categories window opens (see below). Click the Add assignments radio 

button and then type in the name of your assignment, total possible points, and 

the due date of the assignment. Click Enter. Notice your assignment appears 

under the desired 

category in the left window and that 

MicroGrade keeps track of the total points to 

date, as well as categories and assignments 

used and available in the lower left corner of 

the window. In this case, two homework 

assignments have been added for a total of 

112 points. This includes the 100 point project 

created earlier. When finished adding 

assignments, click OK.

NOTE: You edit assignments in a similar fashion. Simply open the Categories window, click the Edit 

existing radio button, select the assignment you want to edit, make your changes, and click the Enter 

button to accept them. Click OK to close the window.
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To the right is another example of the kinds of 

entries that can be added to this window. 

MicroGrade uses these values and your 

students’ scores to determine their class 

averages and grades.

Opening & Managing Windows

Once you have created your class roster, 

assignment categories, and added 

assignments, it is time to enter your students’ 

scores. MicroGrade allows you to view your data in four different views (windows). You can open as few 

or as many windows (up to four) as you wish. The four different windows are:  (a) Class roster; (b) 

Student summary; (c) Categories & Assignments; and (d) Class scores.

The class roster window shows students’ names, IDs, total points and class 

percentage to date, and letter grade (if you chose this option in your preferences). 

You cannot enter scores in this window. To access the class roster window:

Pull down the Windows menu and choose Class roster (see right). The 

Roster window opens (see below).

The Student summary window 

shows each student’s scores on 

individual assignments along with his or her total grade 

percentage and letter grade. You can enter/edit scores 

from this window. Notes that you generated about 

students in the Student Record window also appear 

here. To access other students from this window, simply 

use the scroll bar in the top left corner of the window to 

scroll to the next student. Use the other scroll bar, if 

necessary, to see the other assignments. In this case, we 

are looking at Kitten Cuddly’s grade summary.

To access the Student 

summary window:

Pull down the Windows 

menu and choose 

Student summary (see 

right). The Summary 

window opens (see left).
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The Categories & Assignments window shows all of your defined categories, individual assignments 

under each category, the assignments’ due dates, and whether the assignments are completely or partly 

scored. Use this window to see which assignments are partly scored and help identify those students who 

need to turn in assignments. You cannot enter scores in this window.

To access the Categories & Assignments window:

Pull down the Windows menu and choose Categories & Assignments 

(see right). The Cats & Assigns window opens (see below).

The Scores window shows 

a summary of your students’ 

performance on individual 

assignments and assignment 

statistics (if you chose to 

display them in your 

preferences). Use this window to quickly enter/edit 

scores for newly-created assignments and to see which 

students need to turn in that particular assignment.

To access the Scores window:

Pull down the Windows menu and choose Class scores (see right). The 

Scores window opens (see below). In this case, notice that Terry Tooney 

needs to turn in the 

Seligman article. Recall too 

that since we chose to have 

MicroGrade count unscored 

assignments as zero, in 

effect, Ms. Tooney has a 

zero on this assignment.

Tiling Windows

To see all four windows simultaneously:

Make sure that you have opened all four windows. Pull down the Windows 

menu and choose Tile windows. Your four windows are tiled (see next 

page). To save this arrangement, choose Save window arrangement… 

under the Windows menu. To work in a particular window, simply click on 
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it to make it active. In this case, the Scores window is active.

Entering Scores

Once you have created assignments, you need to enter students’ scores.

Make the Scores window active and scroll to the 

newly-created assignment. Notice that each student 

has a question mark (?) by his or her name. Click on 

the question mark (?) beside the appropriate 

student and then simply enter the score (see right). 

Notice that MicroGrade computes the student’s 

average for that assignment and assigns a letter 

grade (if you chose that option in your preferences). 

Notice too that statistics for the assignment appear 

in the top part of the window and are updated after 

you enter each student’s score. That’s all there is to 

it! When finished, SAVE YOUR WORK and back up your files to a floppy disk once a week.

NOTE: You can also enter scores in the Student summary window.
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Marking Scores Late, Excused, or Incomplete

You can mark scores as late, excused, or incomplete.

Select the student whose score you want to change 

(see right). Pull down the Scores menu and choose 

the appropriate option (see below). In this case, we 

have marked Sigmund Fraud’s score as being late and are marking Su 

Spender’s late score as being excused. Notice that Ima Goodboy’s score is 

incomplete. This option can only be used for unscored assignments. If the 

Incomplete option were chosen for a 

student who already had an 

assignment score, the Alert window 

to the right would appear. Click OK.

NOTE: You can have MicroGrade compute and display each 

student’s class rank in the Summary window. Simply pull down the Scores 

menu and choose Compute rank in class (see right). The student’s class rank 

appears in the Summary window (see below).

Taking Attendance

To take attendance:

Pull down the Students 

menu and choose Mark 

attendance…(see right). 

The Mark Attendance 

window opens (see next 

page).
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If the student is present, simply press 

RETURN to advance to the next 

student. 

If the student is absent, open the 

Codes pop-up menu and choose the 

appropriate code. (Recall that these 

were previously defined.) Once the 

code is chosen, you are automatically 

advanced to the next student. In this 

case, we are marking Jack Ripper 

truant.

You can quickly go to any week in the grading 

period that you choose. (Recall that you 

previously identified the length of your grading 

period.)

Open the Date pop-up menu and choose 

the desired week. In this case, we are 

choosing the week of May 1st.

NOTE: When you first open the Mark 

Attendance window, you see the current 

week’s attendance. In order for this feature to work properly, the correct date must be set in either the 

Date and Time (System 7.5) or General Controls (System 7.x) Control Panels Device located in 

the Control Panels folder!

Next: Making and Printing Reports
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