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Training Goals: 

This training guide will equip teachers to assign their students to the appropriate sections of special 

classes like PE, Art, or Music. 

 

This guide was developed using GradeSpeed.NET 4.0 in conjunction with CourseLinks. Please see the 

GradeSpeed.NET 4.0 User Guide and http://support.gradespeed.net for further information. 

 

For technical support issues, teachers should always contact their school’s technology support office. 

Campusware works closely with specific school personnel to correct any problems or to rectify training 

issues promptly, but cannot provide support directly to teachers. 
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This document may be duplicated only by authorized personnel employed by schools using licensed copies 

of GradeSpeed.NET 4.0. Any other duplication or usage rights must be obtained by contacting 

Campusware directly. 

Getting Started with CourseLinks Collaborative Scheduling 

 

CourseLinks Collaborative Scheduling will be used at some elementary or primary campuses that only 

load class rosters for the homeroom teachers. Any teachers with classes other than the homeroom classes 

can create sections of the classes that they will teach. The homeroom teachers can then assign their 

students to these sections that the other teachers have created. 

 

To log in to GradeSpeed.NET 4.0 normally, open an internet browser and navigate to your school’s 

GradeSpeed login page. 

 

 
 

Select “Teacher.” The following page will appear: 

 

 
 

Select your campus and enter your teacher ID – leave the password field blank. Click “Sign In” to enter 

the gradebook. You will be prompted to create a password for the system. Enter and confirm a password 

that conforms to the requirements listed at the bottom of the dialog box. 
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If your school uses the collaborative scheduling tool, you will see the following page: 
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Create New Sections 

If you need to create sections that will be made available to homeroom teachers, begin by clicking 

Courses. The following page will appear: 

 

 
 

Click Add a New Section. 

 

 
 

This page allows you to create a new section of a course. First, select the report card group or RCGroup 

that your new section will belong to – the report card group is basically the Department that the course 

and section belong to. 

 

 
 

Once the RCGroup has been selected, the Course drop-down list will be activated. Choose the 

appropriate course from this list. 
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Next, define a section number and a name for the new section. Creating a section name will help you keep 

multiple sections of like courses straight in your gradebook. Enter the appropriate room number in the 

Room field. 

 

 
 

Use the drop-down list to choose the appropriate Period for the new section, and then use the check 

boxes to indicate which grade levels can participate in this section. 

 

 
Once the section is set up the way you want it, click Add Section to save the section and make it 

available to homeroom teachers. 

 

You can then create more new sections. Once you are finished, homeroom teachers can begin to assign 

their students to your sections. 
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Assign Your Students to a New Section 

To assign your students to a section of a class that you do not teach, click the Students link on the left 

side of the page. 

 

 
 

First, select the RCGroup (like a department) from the drop-down list at the top of the page. 

 

 
 

Once you have done this, the courses and sections will be activated next to each student. 
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If all these students should be assigned to the same course and/or section, you can choose a default 

course and/or section using the drop-down lists at the top of the page. 

 

Choose a Default Course and Section.  

 

 
 

Next, decide if this course/section should be assigned to all of your students, to all students who have 

already been assigned a class for this RCGroup, or to all students who have not been assigned a class for 

this RCGroup. 

 

 
 

Once you have decided which students should be assigned to the default course and section, click Load 

Default. The course and section will then be selected for each student. 
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As is noted on the page, you should click Update to save the course and section assignments you have 

just made. Once you click Update, a message will appear confirming that the students were successfully 

scheduled to their new section. 

 

 
 

You can then proceed to schedule your students for any other sections needed in other RCGroups. 


