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StarStudent Instructions: Gradebook Portal 
 

1. Log into the portal at http://bbc-ssp.danbury.k12.ct.us/pls/portal 
 
2. Bookmark this site so you can easily return next time. 
 
3. Your user name & password have been sent to you through email (don’t want to leave 

this info lying around, but don’t delete it from your email in case you forget!) 
 

4. Click on Teacher. 
 

 

 
 
 
 
5. Click Gradebook:  
 
 

 

We’ll also use these 
when it is time for 
Interims and 
Grades; they will 
not be available 
until the window of 
time when you’ll 
need them…. 

We will set these up in this order, 
left to right: 

This shows which 
quarter you are 
looking at. 
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You will need to fix this screen first. We will add a row at the bottom: 
 
 
 

 
 

 
 

 
 
 
 

Be sure to click        at the bottom. 
 

Submit Teacher Valid Grades 

Add this whole row, typing it exactly. This will tell the Portal to NOT count a 
grade. Also, if you use this option for grades not in yet (student absent that 
day, etc), the portal displays a more accurate average for a student. 
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 On this screen, you set up the Categories for your grades for this class. 
This is where you weight your grades as well. 
 
 
 

A Sample Screen: 
 
 

 
 
 
 

• Be sure to click 
 
 
 

• You have the option of copying these categories to as many other classes as you wish. 
 At the bottom of the screen, see: 
 

 
 
 Use the drop-down menu to choose which classes to copy the categories to. 
 
 
 
 
 
 
 
 
 
 
 
 
 

Be sure to click both of these columns for each category, or your 
categories will not be submitted; you will have to re-do it. 
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“Assignments” refers to everything to be graded, including all categories 
you have set up. 
 
 

 
To add Assignments: 
 

• Choose a Marking Period. 
• Type the date given, including the full year. 
• Assign points 
• Choose a Category for each. 
• Put a description. 
• Choose “Extra Credit” Yes or No (Yes for “Extra Credit” allows you to give an 

assignment but NOT penalize students who do not do it. You can think of it as a global 
way of giving the X we set up in our Valid Grade Tables) 

 
Sample screen: 
 
 

 
 
 

 
Be sure to  

 
You can copy these assignments to other classes: Use the Drop-down menus at the bottom of the 
page: 
 
 
 
 
 
 
 
 
 
 
 

Be sure to click one of these for every assignment., 
or your assignments will not be submitted! 
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To use your Gradebook: 
 

1. Add grades by typing them in. You may use letter or number grades. 
2. When you first add an assignment, the students’ averages will drop, since they will all 

say “0” as a default. 
3. Click “Submit” at the bottom of the page to submit each column as you do it. 

 
Note: none of the Reports at the bottom of the Gradebook page are working at this time. 
 
 
 
Interims/Report Cards: General Info 
 

• You will also use this portal to do Interims and Report Cards. (Right now, neither link is 
working) 

 
• Pete will open up a window for a period of time where the Interim and Grades links on 

your main Portal page will work. 
 

• For Interim Posting, the grade showing in the Gradebook Portal will flow through, but the 
grade will not appear on the Interim Report. 

 
• Grade Posting, the grade showing in the Gradebook Portal will flow through. You will 

have an opportunity to override this grade. 
 
 
 

 For more help, email Barbara at myersb@danbury.k12.ct.us  
 
 


