
 

 

 
Grade Book Setup Instructions 
 

 
From the CLASSES tab of SchoolTool, pick a class to get started and click on the 
Grades icon 

 
 
STEP 1 Enter a Name for the Grade Book and click Start Fresh, then select NEXT 

 
 

 
 
 
STEP 2 Choose an averaging method and click NEXT. 



 

 

 
Grade Book Setup Instructions 
 

 

 
●​ Points: Averages are based on the total number of points achieved out of 

points possible 
●​ Percent: Average of each assignment, divided by the total number of 

assignments.  
 
To learn more about averaging methods, click here.  
 
STEP 3 Choose how you would like to weight categories, then click SAVE.

 
 

●​ Unweighted - Categories do not get assigned weight.  
●​ Fixed Weights - Weighting is the same for each grading period. The total 

weight of all categories must add up to 100.  
●​ Variable Weights - Allows different category weights for each grading 

period. Weights must add up to 100 for the total number of grading 
periods. 

https://help.schooltool.com/help/21.3/OnlineHelp/Module/Topics/Content/GBSetup-AvgMethod.htm?skinName=Topics


 

 

 
Grade Book Setup Instructions 
 

 
Congratulations, on setting up your Grade Book! You are now ready to 
create Categories.  Click here to learn how to set up Categories.  
 
You can make changes to the averaging method by doing the following:  

 
●​ Click on a class from the SchoolTool landing page 
●​ Click the GRADES tab 
●​ Change the View drop down to Grade book setup 
●​ Click the edit icon next to the Grade Book Name 

 
 
Click the CATEGORIES Tab to change the weighting.  
 

Notes: 
1.​ Your averaging method in SchoolTool must match the averaging method 

in Schoology in order for grades to sync correctly. 
2.​ It is not recommended that you change category weights or the 

averaging method once assignments have been graded as this will 
impact past student grades.  

 
 
 

https://docs.google.com/document/d/1D1l68RM1NeEUQ8oL4qgAitvRUeGB_Yde8Ho2SdYNXt0/edit?usp=sharing

