
Course Exams: Set Up And Procedures 

This guide is for those who wish to have a final course exam included in a Final Mark which is 
distinct from the term mark on the report card. The outline which follows is a basic set up. 

To begin with, the Preferences Options can be set up as shown below. 

 

 

The example I am using has the following Preps setup: 

 

 

 

It doesn’t really matter 
what you make the Final 
Exam worth in Assignment 
Types; however, it is 
necessary that the rest of 
the assessment types 
excluding exam total 100. 

Categories must include 
Final Exam and be set to 
the value you wish it to have 
on the course. 

Total of the weights must 
equal 100.



I created the scenario below which shows the  marks and all reporting periods. The exam 
assignment will be created after we Post the final term mark. 

 

If you create an exam assignment, do not enter any marks for Exam until after final term marks 
have been posted. If you do so, it will skew all of the marks. (This is only if you want your term 
marks to calculate without the exam, so that it can be incorporated into the Final separately.) 

 

Final Report Card Process 

Once all marks except exam have been entered, Post to the Final Reporting Term. 

 

Now go back to the Gradebook and create the exam assignment in the Final Reporting Term. 
Both Category & Assignment Type must be set to Final Exam. The exam can be out of what 
ever you choose. 

 



 

When the exam marks have been entered and saved, the Tavg mark will be the calculated total of 
the Coursework 70% and Final Exam 30% as set up in the Prep Categories (example above). 

 

 

Exam Grade and Final Grade need to be manually entered in the Reporting Term Marks screen 
under the Post column and saved. 

 

Below is the resulting report card with the exam results as well as a distinct term and final mark. 

 

 


