
Set up and edit your Moodle gradebook 

Additional help available at Open LMS Help. 

Gradebook Introduction 

It is best to set up your Moodle gradebook before you start adding graded activities to your course although it 

can easily be done afterwards. 

Most of the instructors calculate their grades by using weighted 

categories. This tutorial will demonstrate that method.  This is an 

example. (You should have included your grading method in your 

course syllabus.)  

For help with other methods of calculating grades, reference Open LMS Help. 

Instructions to set up the course for weighted categories 

 

 

The easiest way to access the 

Gradebook Setup is through your 

Course Dashboard. 

 

 

 

 

 

 

 

  

If you already have some graded activities 
in your course, you will see them here. 

To set weighted grades as your grading 
method for the course, click the Edit drop-
down arrow located to the right of the 
name of your course. Choose Edit settings. 

Name of your course 

Choose Weighted mean of grades and 
then click Save changes at the bottom of 
the screen. 

https://help.openlms.net/en/instructor/grading/get-started-with-gradebook/
https://help.openlms.net/en/instructor/grading/get-started-with-gradebook/


 

Instructions to add categories to the gradebook 

 

 

 

 

Repeat this process to add the each of the other categories (Assignments, Exams, Project, etc.) 

Recommendation:  Create a category called Non-graded activities so students aren’t confused when they see 

some non-graded activities in their gradebook. (You will be giving it “0” weight.) 

 

Instructions to set the weights for each category on next page. 

  

If you do not see a column called Weights in your 
Gradebook Setup screen, then you did something 
wrong on the previous page. Try again. 

Click Add category to add your first 
category and set the weight for it. 

Type the name of the new 
category and set Aggregation 
at Mean of grades. 

Click Show more if you want so many of the 
lowest grades in this category dropped when 
course calculations are made. 

 

Generally the maximum 
grades for each activity you 
will have in the category are 
set at 100. 

After setting minimum grade 
at zero, click Save changes. 
(There shouldn’t be any other 
changes needed.) 



Instructions to set weights for each category 

 

 

 

 

Instructions to place activities into the correct categories 

Once you create activities in your course content, you can place them into the correct category in either of these 

two ways:  

• Identify category in the activity itself 

• Move activity into the right category in the Moodle gradebook 

Identify category in the activity itself 

 

 

 

 

 

 

 

 

 

The second method is demonstrated on the next page. 

Type the weight percentage for each category 
in these boxes. Make sure they add up to 100% 

Example: Type 10 for a weight of 10%. 

Notice the Non-graded activities category 
is set at 0% so nothing you place in this 
category will be calculated into the course 
grade. 

Click the Edit icon below an activity. In the edit settings menu that appears is a 
place to choose the category. 

 



 

Move activity into the right category in the Moodle gradebook 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Continue moving the activities to the correct category for calculation purposes. Don’t forget to move non-

graded activities to the Non-graded activities category. 

Click the Move icon beside the 
activity. 

This will appear next for you to click 
under the category where you want 
it placed. 

It is then under the correct category. 

You can move multiple activities at the same time to 
a specific category by selecting them here then 
selecting which category to move them to at the 
bottom of the screen. 

 


