
Creating Assignments

Creating Assignments is both a required task (for Common Assessments) and a personal and 
customized task.  The assignments that you want to keep track of in your gradebook may differ from 
your team members.  Sapphireʼs Gradebook is a version of how you would keep track of grades on 
paper or in Excel.  The nice thing about Sapphireʼs Gradebook is that you donʼt have to worry about 
creating formulas and manually calculating grades since it does it for you.

To start creating 
Assignments, select a 
course (a subject) and click 
on Go to Gradebook. 

You will see your class roster.

Bring your mouse arrow over to 
My Class.  

Select Assignments.



Note that the title says “Create New 
Assignment.”  
Fill out the required information for 
your assignment: Assignment 
Name, Assignment Code, 
Category, Max Points w/o Extra 
Credit.

(This is why you needed a Category 
Code--so you can choose the 
Category from the drop down Menu.  
If you did not create custom 
categories, just choose the Default.)

The Date Assigned and Date Due is optional.  You can always go in and change that if you wish.

Click the Save icon when youʼre finished!

Why do I need an Assignment Code?
The Assignment Code is the short version of 
your title that will be displayed when youʼre 
looking at your Main Gradebook.  To view the 
full name of the Assignment, you can hover 
your mouse arrow over the Assignment Code 
(when viewing your Main Gradebook).

For kindergarten, since you have an 
AM and PM class needing the 
SAME assignment, click the 
“+Include other courses” blue bar 
to reveal your other classes.  You 
can check off the other classes the 
assignment applies to.  This will 
save you time so you donʼt have to 
create the same assignments for 
your other class.



You can see that I have created 3 tests (T1, T2, T3) and Iʼm working on creating Test 4 (T4).  If I want 
to edit any assignment, I just need to go to the Assignment screen and select the Assignment from 
that bank and then save my work.

Now, when I view my Main Gradebook (bring your mouse up to My Class, then select Main 
Gradebook)....

...I can see my Tests that Iʼve just 
created.  They are highlighted 
pink because thatʼs the color I 
chose for my Test Category.  
If I hover over an assignment I 
will see more information as seen 
on Test 4 in this image.  I can 
also click on it to edit the 
assignment.



You can see that Iʼve now created Homework assignments and they are highlighted in a purple color 
since that is the color I chose for my Homework Category.

Entering in Grades for Assignments

You can auto fill a grade for all the students and then go back and make changes to the students that 
need a change.
For example, I will give everyone a grade of 20 on the first Test since the majority of my class 
received 20/20.  Then go in back and make changes to the students that received a different score.
To do this, click the Fill Down Grade button (it has an orange arrow on it).



When I click the Fill Down Grade button, it will ask me what score to give.

Once entered, I can now make changes for the students that received a different grade.

I need to click the Save 
button in order for it to 
calculate the grade.  Right 
now, Iʼve only entered in 
scores for the first 
assignment so their grades 
are low.



Now that Iʼve entered in grades for all my assignments and saved my work, their grade total reflects 
the average of all the work.

For 3rd grade only, assignments that will count for the students overall grade need to 
be entered in the gradebook.  This is because Sapphire will pull their grade from the 
gradebook and transfer it into the report card.


