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Teacher Access Center 

Editing Categories 
 

Changing Category Weights 
 
From the Home screen, click the Def link. 

 
Click the Categories tab. 

 
Click the Edit link for the category weight you wish to edit. 

 
 

 

Change the weight, then click Save. 

 

 

Repeat this process for other categories if necessary. The students’ 

current marking period averages will automatically recalculate based 

on the new category weight. 

 

Be sure that your total percentage weights add up to 100.  
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Adding a Category 
Place a check in the box. 

Choose weight and other options. 

Then click Save.  

Be sure to edit the percentages of the other categories so that the total percentage 

weights add up to 100.  

 

Deleting a Category 
Uncheck the Include box.   

Be sure to edit the percentages of the other categories so that the total percentage 

weights add up to 100.  

 

 

Delete Category – Used Category 
If you have used a category for an assessment, you will not be able to uncheck and delete 

the category.  

 
Visit the Assessment page. 

 
Click the Edit link. 

 

Use the drop down menu to change the category type, then click Save. 
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Editing Categories Using the Copy Feature 
After successfully editing your categories in the original marking period, you can copy 

the changes to other courses and/or marking periods. 

 

On the Define Categories page, click the Copy button. 

 
 

 

Copy Direction:  To Courses 

Copy Type:  Categories Only 

Include Marking Periods: check all 

 
 

 

To replace the old category weights with the new weights, place a check in the 

Overwrite Categories box.  

 
 

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:  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 for each course 

and marking period and delete the undesired category manually.  

 


