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STARTING YOUR GRADE BOOK SET-UP 

Enter MiStar Grade book and Select a class. 

 
When setting up your grade book, start at the top of the menu on the left and work your way 

down. 

PREFERENCES:  
These are settings that apply to all of your classes. Your settings will carry over from one year to 
the next. 
 

 

Here is what the preference menu looks like. These settings are the ones that I use. 

 

 

  

I don’t display total 
points because I weight 
my categories by 
percentages. 

You can leave this on “Current Term.”  

This just applies to what your gradebook opens up to, it does not 
change what parents and students see. 

Having the 
newest 
assignment on 
top saves time. 

Click on Setup 

Click on Preferences 
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CLASS OPTIONS: This section sets how grades will be calculated and what information parents and 

students can see. This is specific to each class; however, you can apply it to many classes at a time. To 

apply these settings to other classes, place a check in the box in front of the class name. 

   

 

 

The assignment Publishing section controls what parents and students see when they check parent and 

student connect.  

 

 

 

 
  

If you weigh categories based on 

percentage, select Percentage Calculation 

You will need to change this 

each marking period. 

Do not set it to “Progress” 

Select 

Share  

and 

display 

Click on “Options” 

I suggest setting missing scores to count as zero vs. 
typing zeroes in for missing work, so they will 
appear as missing on reports. 

Select “Academic” for the default mark type 

I don’t display class averages. If any student 

hasn’t taken the test, it brings down the 

average. If the average is low parents 

sometimes think the test is unfair. 

I like to display the percent for assignments 

so parents and students know what the 

equivalent grade would be.  
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CATEGORIES: This is the section where you create categories. If you weigh your grades, this is 

also where you assign each category its weight. You must have at least 1 category.  

 

 

 

 

You will need to create a category for your exams and mark it as an exam mark. You can wait until closer 

to exam time, or set it up now. If you use point calculation, create 1 exam category. If you weigh your 

grades, you can create an exam category for each quarter and set the percentage for each to 50. 

 

I do NOT suggest that you use the Extra Credit Category unless you read and understand how it 

works. This will take each student’s average in the category, multiply it by the percentage that 

you set and add it to the overall percentage. 

 

  

Select “Categories” 
Select “Add” 

Give each category a name 

and select Academic Set the percentage 

Select the classes 

that use these 

categories. 

Make sure the mark type for 

your exam category is exam. 
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GRADING SCALE: There are two grading scales that you will need to set: Academic and Exams 
(Exam marks might not show up until you create an exam mark category) 

 

 

 

 

  

If you want to create your own grading scale, 

click “add” 

Click on “Grading Scale” 

Type the values in, give the grading scale a name  

Select all of the classes to 

which this scale applies 

When finished, click “Submit” 

Click on “Apply Defaults” 
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SCORING OPTIONS: Scoring options allow you to assign codes to common situations, like “Late 

Submission”. This is also where you can create a code to exclude a student from an assignment. 

 

 

 

 

 

Click on 

“Scoring 

Options” 

Type in a code, and the 

name of your scoring option 

If you don’t want an 

assignment to count 

towards a student’s total, 

click “Ignore Task” 

Click on “Add” to add a 

scoring option 

If you don’t want the option to alter the points 

that you type in, type in 100 for the percent. 

When you are finished, click “Submit” 

Add a check in front of all 

classes that will be using 

these scoring options. 
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