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GRADEKEEPER 

This is the new licensed copy of Gradekeeper for teachers in the English Department. 
This program is widely used in schools and universities in the U.S. It is similar in 
many ways to Engrade in that it enables teachers to upload class lists as CSV files 
(use the CSV class file--organized by student year of registration and number--rather 
than the student file which is by student number), to create categories of grades, to 
weight individual assignments, to calculate percentages, and to change the 
weighting of grade categories as well. However, to use the program, you must use 
the licensee name (English Department, Aoyama Gakuin University) and 
license code (714385) and download a copy of the installation software and install it 
onto your PC or MAC. If you wish to use it on a tablet, you will need to download an 
app and purchase this from the Android or iTunes stores.  
 
Please download the installation software from the following website: 
 
https://www.gradekeeper.com/download.htm 
 
Instructions 
Once you have the program installed, click it. It will produce a blank form.  
 

 
 
I found that the easiest way to create your class in gradekeeper is to log into the 
Aoyama Gakuin University site (http://www.aoyama.ac.jp). Then go to the bottom of 
the page, find the portal, click on it. 

 
 
A long menu of options appears. Go down the menu to the kyoin web  
(This is the same procedure you use for posting grades, and choosing a classroom).  

http://www.aoyama.ac.jp/
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A personalized list of options will appear. (Please note that the list includes English 
manuals for how to input grades, and syllabi). Choose “download class lists.” 
 

 
 
All your classes will appear. 

 
 
Click the button beside the class you wish to access then you get a list of students: 

 
 
You will be offered your class files organized by students’ numbers and in either PDF 

or CSV formats. Export that CSV file for class (CSV形式  クラス番号順) onto the 

desktop of your computer.  
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You will open it as an Excel file.  
 

1) Open the Excel CSV file. Delete the kana versions 
of students’ names and everything else except the student numbers and the 
students’ names. 
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2) Save the Excel as a txt.file on your desktop and exit it. The default name is Book1. 
 
3) Now go to the File menu of your Gradekeeper file and click on “Import.” The menu 
will ask if you wish an “import tab delimited text.” Just click and continue. 

 
 
Your students’ names will be imported from the text file with commas between their 
numbers and names. The new Gradekeeper class will look as follows. You can add a 
school name, subject, teacher or simply name the file as I have done – for my class.  
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4) Now move your cursor to the File heading and SAVE the file with your students’ 
names. You must always SAVE your work.  
 
5) You create Categories for grades and their weighting by clicking on Gradebook in 
the Toolbar. In this way, you might record a number quizzes under the category 
Quizzes as I have done below. You can determine how much your quizzes will count 
for your total grade, and you can even change this later, to increase the weighting of 
a hard assignment in terms of the percentage of a student’s grade. 

 
 
5) Remember to SAVE your file or you will lose these changes. 
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6) Now you go back to the gradebook and click on the upper box above the grades. 
To the left of the box, you will see Assignment: (Put in the name of the assignment, 
ie. Participation and it will appear in the vertical box as a name. My example looks 
odd because I only have 1 participation score for category, participation.) Go to the 
student name and move your cursor across to the number 1 below the Participation 
and add a score for each student for that assignment.  
 

 
 

7) Hit the return key after each item. When you are finished, again return to File, then 
SAVE, then EXIT to leave the program.  
 

8) Under Reports on the Toolbar, see Seating Chart to create class seating charts.  
 
9) Under that same Toolbar, see options such as Class Summary and Student 
Grades. These options enable you to see the students’ scores. You can print this 
form by going to File. Refer to it and enter your students grades into the AGU portal.  

 


