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Create a Hardcopy 
1. From the drop down menus at the top, select Reports>Gradebook>Hard Copy.    

 
2. Select the features (students, assignments, date ranges, portrait or landscape) you would like 

your hard copy to show.  
3. Select submit.    

 
4. On the next screen at the bottom, select Create a PDF. Select create a text file if you would 

like to save a copy in Excel.  
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5. If the PDF copy is difficult to read, follow the steps (1-4) above except choose a shorter date 

range (maybe break it up by progress periods or quarters) and try a different orientation 
(portrait or landscape). You can also open the text file in Excel (right click on the file after you 
have saved it and select Open With>Microsoft Excel. This isn’t ideal, but this is the only 
solution Schoolmaster has for us at this time.  

 
Backup Your Gradebook 

1. From the drop down menus at the top, select Utility>Gradebook>Backup Gradebook(s).    
2. Select the class(es) you wish to back up.  
3. Select submit.    

 

 
4. A file will download.  
5. Open the downloaded file (this will appear in different places on your screen depending on 

your browser). 
6. Select File>Save As  

 
7. Select My Documents to the left.  
8. In the File Name box, title your file Sem#GradebookBackup.  
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Add a New Gradebook 

1. From the drop down menus at the top, select Module>Gradebook 
2. Select the plus sign next to each gradebook you wish to add. 

 
3. Repeat for the remaining classes you wish to add. 
4. Open the gradebook to update your rosters. 
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Import Assignments (optional) 

1. Go to Module>Gradebook>Assignments. 
2. From the drop down menu in the upper right corner, select the class you wish to import 

assignments to (your new class). 

 

3. Select the Import Assignments  button. 
4. From the drop down menu, select the class you wish to import assignments from. 
5. Select the assignments you wish to import. 
6. Select submit. 

 

 
*Note all calculated columns, weights, and dates will also transfer.  
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Import Configuration Settings (optional) 

1. Go to Module>Gradebook>Configuration. 
2. From the drop down menu in the upper right corner, select the class you wish to import 

configuration settings to (your new class). 

 

3. Select the Import Grandebook Configuration  button. 
4. Select the class you wish to import configuration settings from. 

 
5. Check or uncheck the Replace Groups button depending on whether or not you would 

like to replace existing calculations. 
6. Select submit. 
 

 
 

 

 Archive Your Gradebook 

1. Choose Module>Gradebook>Configuration from the menu. 

2. If necessary, from the drop down menu in the upper right corner, select the class you wish to 
archive. 

 

3. Locate the Inactive (Archive) checkbox in the Default Settings area. The checkbox is an on/off 
toggle; click to archive (check) and then click Submit. 

On the main menu, you can toggle the Hide/Show Archived  button at the top to hide archived 
gradebooks. 


