
Adding a Column for Grades

1. Login to Teacher Entry
2. Click the Closed Blue Book icon.
3. Choose the GradeBook
4. With the GradeBook open, you click on the Green Plus Sign icon to add a 

column.
5. The Add a column window opens.

6. Fill in the spaces for . . . 
a. Category -- Select the Category
b. Column Heading  -- (keep it short)
c. Detailed Description  -- (if you want to see more info on a column, 

use this field)
d. Item Date  06/06/06   
e. Possible Points
f. Click on the lower Blue Floppy Disk Icon to add the 

column 

Remember Every time you click on the lower Blue floppy 
disk you will be adding a column.
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You can copy the information from a column in one GradeBook into another 
GradeBook.

At the top of the Screen (directly under the words, “Add Column”)
7. Use the drop down list to choose the GradeBook that has the column you 

want to use. 
8. Use the next drop down arrow  (“Column to Copy/Edit”) to see all the 

columns from the GradeBook you selected in Step seven. 

9. Click the lower Blue Floppy Disk to add the column 
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You can add multiple columns quickly by clicking on the icon (green plus with a magic 
wand).    

The following screen apprears.   

Filll in        Heading, Description, Points, and check yes or no to Show on Parent 
Connect.    

Click the icon (green circle with white check mark) when you are done.   

All columns will be added to the gradebook.
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