
Creating a Class Step-by-Step

Confirm the Class List
Click the Students tab to view your class roster and set phases for individual students. 
Add Students directly via the right menu, or click Remove from Class to remove a 
student. (Their records will not be affected.)
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2) To create your class, complete the following 
steps:

Type: Select IB Middle Years.
Grade: Select the correct grade.
Subject: If you do not see your subject listed, 
contact your system administrator.
Phases: For Language B classes, the phase(s) 
of the class can be indicated. 
Section: Labels such as A, B, or C can be 
used to differentiate classes.
Class ID: This may be any unique combination 
of numbers and letters.
Teacher: Select the teacher from the drop 
down menu. More teachers can be added to 
the class later.
Lock Class: Restrict students from joining or 
leaving the class.

Once finished, click Create this class.
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1) Select the Classes tab to begin. On the right menu, click Add New Class.
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Create an Assessment Task
From the Tasks tab, click Add New Task on the right menu. To add a task that was 
previously created on your system, click Add Resources. 
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Name the task, link it to an 
existing unit, and select its Type 
and Category. 

You may select default criterion 
descriptors, which are built-in 
from the MYP subject guides.

The criterion descriptors may also 
be modified by clicking Task-
specific criteria. 

Other features include:
Enable Dropbox: Allow students 
to submit files electronically.
Enable TurnItIn: View originality 
scores and reports directly on 
ManageBac. (Available only if your 
account has been integrated with 
TurnItIn.)
Save as Draft: Hide the task 
from students until you are ready 
for them to view it.
Attach Files:
Provide reference files for your 
students.

Once the task is complete, click 
Save and Add Another Task or 
simply Add Task.
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Assessing a Task
Under the Tasks tab, select the Gradebook. 

Select the relevant task. Tasks will be assessed against the criteria chosen. Once you 
select an achievement level, the corresponding descriptor will appear automatically for 
the student.

Students and parents will be able view personalized assessment feedback by task, 
including the achievement level and criterion descriptor.
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Submitting Term Grades
Under the Tasks tab, select the Gradebook and then Submit Term Grades.

Within the MYP, students are evaluated based on a best-fit judgment. This is not an 
average; it is an assessment of where each student stands at the end of the term 
based on their summative performance.
Please review each student's progress before setting their final achievement levels. The 
achievement levels will then be automatically summed and converted into the IB 1-7 
final grade. The system will automatically save the grades as they are entered.

If your school uses the 
Reports feature, students and 
parents will be able to view 
generated report cards online.
Report cards will show 
criterion achievement levels 
alongside personalized 
descriptors.
The IB 1-7 final grade, options 
& rubrics, narrative comments 
and grade boundaries may 
also be shown.
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