Gradebook - Add, Delete, Reorder Columns

Access the Gradebook

1.Click Teach Tab

2.Click Gradebook
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Add Columns

1. Choose column type from the "Create column™
drop-down list at top of Gradebook
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2.Click the green arrow button

Delete Columns
Method 1

1. Click "Column Settings" button at top of
Gradebook

2. Click the "red x" icon for the column you [ ]
want to delete @
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Method 2
1. Click the check box at the top of the column d
(s) you want to delete
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2. Click the "Delete" button at the bottom of the T ooat e
gradebook. [: | Delete eleas




Reorder Columns

1.Click "Reorder Columns" button at top of Gradebook Bk L |

Move M Column
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2.Click the check box next to name of the column you
want to move. First Name
at | [ User Id
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3.Click the "above" icon next to the name of the column
that you want to appear after (to the right of in the First Name
Gradebook) the column you are moving. O] User 1d
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