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Teacher Access Center 

Defining Categories 
 

 

Before creating assignments and entering scores, you must first set up or define your grading categories.  Your categories and their 

weights determine how your students’ marking period averages are calculated. Teacher Access Center will not allow you to enter 

assessments or enter scores until categories are defined. This must be done for each class that you teach.  Teachers in grades PK-08 

will only need to do this once per school year.  Teachers in grades 9-12 will need to define their categories each semester.  

 

Please Note: When choosing your categories and weights, you must select those that have been agreed 
upon by your campus and your department, subject, or grade level.  See your department head or grade 
level/team leader for information on the categories and weights that you need to choose. 
 

 

From the Home screen, under Graded Courses, in the Actions column, click the Define (Def) link, or open a class and click Define 

Assessments in the panel at the left side of the screen.  
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• In the Include column, place a check in the box of the first category you would like to use.  

• Enter the weight of this category.  If applicable, enter the number of lowest grades to be dropped.   

• Determine if missing grades will count as zeroes, or will not count toward the students’ average. Missing grades are averaged 

as zeroes on the due date. 

• Then click Save. 

•  

 

DO NOT  place a check in the Total Point box.  
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Continue on with the next category until your weights equal 100.  

:  

IPR and Report Cards Averages 

It is possible t record categories in your gradebook, but not have al of your categories report to the interim progress report and report 

card averages.  

 

By default, all categories will average in to the IPR and report card averages. 
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Choose the IPR Averages or Report Card Averages tab. 

Place a check in the Override box. 

In the Include column, place check marks in the categories that will be reported to the interim progress report.  

 

If needed, you can repeat the process with the Report Card Averages tab.  

 
 

  

 

 

If you teach multiple sections of the same course, or use the same grading categories and weights for multiple courses, you can copy 

the categories and weights from one class to other classes.  

 

After setting up the categories for one class, choose the Copy button at the bottom of the screen.  
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• Copy Direction:  To Courses 

• Copy Type:  Categories Only 

 

• Include Marking Periods: check all 

  
 

 

 

Place a check in the Include column for all courses that will be using these categories and weights.  
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Place a check in the Include column for all categories. Then click the Copy button.   

 

 
 

 

Note #1: If you need to make a correction to your categories or weights during the year, you may do so.  The students’ averages will 

be automatically recalculated for the current marking period based on the new weights.  However, the change will not apply to 

previous marking periods in which report cards have already been issued.  

 

Note #2: You will not be able to delete a category if you have used it for an assessment. You will need to delete the assessment(s) 

using that category to delete the category.  

 

Note #3:  If using the Overwrite Categories option when copying categories, the previous weights will be overwritten.  However, a 

previously defined category cannot be deleted in the copy function.  You will need to visit the Define Categories page and delete the 

undesired category manually.  

 


