
 

Getting Started with GradeXpert version 5 

 

Introduction 

Congratulations on your choice of GradeXpert Student Assessment Tracking Software. 

Follow these steps after downloading and installing GradeXpert, to ensure that you set up your users, 
classes and assessments correctly before starting to enter student details and assessment results.  

By taking some time beforehand to plan out the setup of your data in GradeXpert, you will be well placed to 
get the most value out of the software.  

Please consult the easy to use GradeXpert help system within the program for detailed descriptions of 
functions and step by step instructions. 

After logging in to GradeXpert, click on the “Settings” menu button to access the individual settings described 
below.  

Items in each tab are entered or edited directly in the grids, by clicking “Add” to create new items, or by 
pressing Enter on a cell to start editing. 
 

 
 



Users 

GradeXpert Users (as opposed to teachers) are staff members who require access to GradeXpert on a 
regular basis, usually the administrator of GradeXpert, school IT staff and any teacher that needs to log in to 
GradeXpert. 

Remove or rename the default “demonstration user”, otherwise other users will be able to log in to 
GradeXpert as this default user, with access to all functions. 

Add each user into GradeXpert, by selecting “Add” on the Users tab in Settings. 

Access level 3 allows access to all functions (i.e. highest access level), while access level 0 for a user only 
allows access to basic functions.  

See the “Access Levels” tab for details on preset access levels for GradeXpert functions, which can be 
modified if required. 
 

 
 



Classes 

Before you can enter student details and assessment results, ensure you have your school’s class structure 
set up in GradeXpert.  

Select “Classes and Years” from Settings, and then ensure you set up the grade (from prep to grade 12) and 
each class within that grade. 
 

 
 



School Years 

Ensure that the school years that you want to store results for appear in the list of years available. If you 
want to start storing results from 2005, for example, ensure that 2005, 2006, 2007, 2008, 2009 and 2010 
appear in this list.  

Before the current year rolls over, ensure that the next year appears in this list, i.e. 2011. 

 

 



Teachers (optional) 

Enter teacher names and an optional comment against each teacher in the “Teachers” tab of Settings. 

A teacher list is a list of teachers who can be assigned to an assessment/class/year combination, to indicate 
which teacher taught which assessment and class for a specific year and optional term.  

This list is different to and separate from the User list, as no login information (e.g. username/password) is 
required here and these teachers do not have access to GradeXpert, unless set up separately in the “Users” 
tab. 

You can copy your existing User list into your Teacher list by clicking “Copy from User List”. This will only 
copy user names into the teacher name list. 

 �



Assessments 

On the “Assessment” tab in Settings, you can set up your own assessments (tests) or modify the existing list 
of assessments to suit your requirements. 

It is a good idea to map out your assessments that you would like to store on GradeXpert before setting up 
those assessments in GradeXpert, so that you have a clear idea of how you want them to look beforehand. 
 

 

 

Assessment Header 

An Assessment Header is a heading you can define for a number of similar assessments, e.g. LITERACY, 
NUMERACY, MUSIC, etc., allowing you to logically group assessment types together.  

You can add any number of assessment names under an assessment header. Assessment Headers make it 
easier to create reports on specific groups of assessments.  

Create new assessment headers by clicking “Add Header”, and then typing the name of the new header into 
the grid. 

Assessments 

Assessments are the actual assessments, or tests, that students are marked on. Assessment results are 
added to GradeXpert later by selecting an assessment you have set up here and entering a result. 

To add a new assessment, select any assessment below the assessment header in which you want to add 
the new assessment and then click “Add”. 



Type in the new assessment name, optional assessment code and optional extended description. 

You can then select up to 5 different predefined result types that will be allowed for this assessment. This 
allows teachers to enter up to 5 different results for one assessment, e.g. 95% and A+. To select a result 
type, double-click (or press space or click the “…” button) on the first empty result type column for the current 
assessment and select a result type from the list. You can also create your own result types or modify the 
default values for these result types. 

You can set up the access level required for each assessment in the system. Simply enter a number 
between 0 and 3 (0=everyone has access, 3 = limited access). Only users with the correct access levels will 
be able to view these assessment results.  

Each assessment can be set up to allow attachments to be saved with each assessment results. 
Attachments work just like email attachments, by selecting one or more different files, e.g. JPEG, Excel, 
PDF, MP3, to attach to a result. 

Tick the "Allow Attachments" box to enable attachments to be added to these results. If this box is unticked, 
then no attachments can be added to results for this assessment. 

In addition to allowing attachments, you can specify if you want the attachments to be stored in the 
GradeXpert database by ticking the "Store Attachments" box. This ensures the attachments are always 
available to all users, but increases the size of the database. 

You’re ready to go! 

You have now set up the basic structure of your GradeXpert database system and can now begin entering 
student details and assessment results in “Students & Results”. 

You can come back to these Settings at any time to add or edit assessments, users, student indicators, 
teachers, school logos for reports and so on. 

See the online help in the GradeXpert program for more information. 
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