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Instructions for Creating a Gradebook: Middle and High School Teachers 

Navigating your Home Screen 

 
 
1. Log into Aeries using 
your AUSD account and 
password. 

 If this is your first 
log in, the password 
is “welcome”. 

 
 
2. From your home screen, 
click on the gradebook tab 
to begin setting up your 
gradebook, and take you to 
the gradebook 
“dashboard”.  
  

 

 

Adding a Gradebook 

Gradebook “Dashboard” 

 
 
1. The initial gradebook 
“dashboard” will have four 
buttons: 
Add Gradebook, Mass Add 
Gradebook, Link Gradebook, 
and Copy Gradebook. 
 
2 Click Add Gradebook. 

 

 

 

 

 

 

 

Question: What does the “Mass Add Gradebooks button” do on the dashboard? 

It allows you to add all of your class periods gradebooks at once, HOWEVER, you will still 

have to make custom changes to each gradebook individually (as described in the manage 

gradebook screen instructions to follow).   
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New Gradebook Screen 

 On the New Gradebook 
screen: 
 

1) Name your 
gradebook (ex: 
Algebra, 
Chemistry, etc) 
and give it a 
period number. 

 

 

 
 

 
2) Select the term of 

the gradebook.  It 
should reflect the 
grading cycle of 
your school, and 
will make it easy 
to generate a 
report card. 

 
 
 

 
 

 
 

 

Middle School 
  Click Quarter 1, Quarter 2, Quarter 

3, and Quarter 4 so that your 

gradebook is sectioned according to 

your grading cycle. 

 

 

High School 
  Click Fall and Spring if you want your 

gradebook to be a running total until 

the end of the Semester. 

 Or click Quarter 1, Quarter 2, Quarter 

3, and Quarter 4.   

 

 

3) Select the sections 
or periods 
associated with 
your gradebook.  
If this gradebook is 
period 2, then 
click every section 
for period 2. 

4) Click save 

 

Tip:  For High 

School Teachers!  If you 

choose to set up your 

gradebook by Quarters, 

at the end of the first 

Semester you can tell 

the program to average 

your Quarter 1 and 

Quarter 2 gradebooks 

for a final grade. 
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Manage Gradebook Screen 

 
 
1. On the manage gradebook 
screen: 

 A grey toolbar will be 
used to navigate 
within the gradebook 
to customize it with 
features like 
weighted grading. 

 
 
 

 

Manage Gradebook Screen 
 

 
 
Options Tab:   
 

1. Click “Weight scores 
of assignments by 
category”. 

 This will tell 
your 
gradebook 
that some 
assignments 
take up a 
larger 
percentage of 
a student’s 
score. 

2. Click display final 
mark, so the grade is 
visible to parent and 
student portals. 

 

 

Tip:  If you ever make a mistake, you can 

change your gradebook at any time. Just remember 

to save any changes   

Tip:  If you want to keep your gradebook as a running 

total of points, leave the “weight assignments by category” 

option blank.   
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Categories Tab:   
 

1. Click “Add New 
Category” 
button. 

2. Give the 
category a 
name, and a 
percentage. 

3. Continue until 
all categories 
have been 
made, and the 
total is 100%. 

 
 

 

 
 
Example categories and 
 percentages. 
 
(You can make as many 
categories as you want, 
 but the total cannot  
exceed 100%.) 

 

 

Question:  What does it mean to link a gradebook? 

Linked gradebooks are useful if you teach the same class for multiple periods, and plan to have identical 

gradebooks for each period.  If you make an assignment in one period’s gradebook, the assignment will 

appear in all linked gradebooks. You can only link gradebooks once they are made for all class periods. 

Go to the “Link Gradebook” button on your gradebook dashboard.  You can link gradebooks based upon 

subject or based upon the day the classes are taught.. 
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Congratulations!  You have successfully completed one subject specific gradebook.  Repeat 

the steps to create more gradebooks or follow the next instructions to Copy a gradebook. 

 
 
Manage Students Tab:   
 

1. To add your class into 
the gradebook, click 
the “Add Students” 
button. 
 

2. Click save. 
 

 

 
 
Final Marks Tab:   
 

1. You should not have 
to change anything in 
this tab. 
 
 
 

2. This will show you the 
default settings for 
the percentage range 
of each final mark. 

 
 
 

 

Tip:  You can copy a gradebook for the following reasons: 

1. To copy a colleague’s gradebook set up this year, that is identical to yours (this is great if 

you teach as a team of teachers.).    

2. To use the gradebooks set up this year, for next year’s classes. 

Tip:  The blue tool bar at 

the top of the page can also help 

you navigate back to the 

gradebook dashboard, access 

other gradebooks, and manage 

individual gradebooks.   


