
Creating a Class Step-by-Step

2) To create your class, please complete the following:

Type: Select ‘IB Diploma.’
Grade: Select the correct 
grade.
SL and HL: For a mixed-
level class, please select 
both.
Subject: If you do not see 
your subject listed, contact 
your system administrator.
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. Please note the Type and Subject may not 
be altered once the class is created.

Attendance settings will be visible only if these have been enabled on your account.
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1) Select the Classes tab to begin. On the right menu, click Add New Class.
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Confirm the Class List
Click the Students tab to view your class roster. Add Students directly via the right 
menu, or click Remove from Class to remove a student.

In a mixed-level class, individual student levels can also be set under Students.

Class Settings
Once a class has been created, Class Settings can be accessed 
under the Overview tab.

General: Class settings such as Grade and Description may be edited here.
Teachers: Add more teachers to the class.
Grades: Assign an automatic IB grade to term averages (e.g. 95% or greater => 7).
Assignment Categories: 
Create your assignment 
categories here and assign 
percentage weights (e.g. 
Homework => 20% of total 
grade).
IA Criterions: Available for 
customization in Group 4 
classes only. 

Grading Assignments and Submitting Term Grades

Quick Tip
To find students in 

the list, use the 
Quick search 

function

ManageBac.comCOPYRIGHT © 2013 FARIA SYSTEMS LTD.

http://managebac.com
http://managebac.com


Creating an Assignment
From the Assignments tab, click Add New Assignment on 
the right menu. Name the assignment, then select a Category 
and the maximum amount of 
points students can achieve. 

Enable Dropbox: Allow students 
to submit files electronically.
Enable TurnItIn: View originality 
scores and reports directly on 
ManageBac. 
(This is available only if an 
administrator has integrated your 
account with TurnItIn.)
Attach Files: Provide reference 
files for students. 

Once the form is complete, click 
Add Assignment.

Grading Assignments and Submitting Term Grades
Assignments can be graded by clicking on the 
Gradebook. Clicking on an assignment will 
allow teachers to grade and write comments. 
These will be visible to students and parents.

Click on Submit Term Grades to submit report 
card grades and comments. These will not be 
visible to students and parents until reports are 
generated.

Adding Events & Deadlines
Select the Calendar tab and click on Add 
Event or Add Deadline.
Fill in the form to add an event or deadline. 
These will appear in the class calendar.
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