
GRADEBOOK 
•  Create categories before creating 

Gradebook items 
 
•  Create Gradebook items manually 

or via upload 
 
•  Release each individual grade and 

the course final grade independently 
 
•  Customize grades schema 
 
•  Import grades from a spreadsheet  

	  



Enter	  the	  Gradebook	  tool	  by	  clicking	  the	  Gradebook	  link	  in	  the	  course	  
menu.	  	  
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The first page of the Gradebook is the Gradebook Items page. You can 
create items manually using the Add Gradebook Items link or upload 
items by using the Import gradebook link.   
 

Manually  Upload 
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Above is an example of what the Gradebook Items page looks like once 
the Gradebook items are created. From here, you may also edit or 
reorder items. Notice that this page only shows Gradebook Items, NOT 
student grades.   
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To see the list of all students and their grades for each Gradebook 
item, click the All Grades link.  
 
Notice that this page does not show the student's final grade. To 
see the final grade for each student click the Course Grades link.  
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Click the Course Grades link to see the final grade for each student. 
Note that this page does not show grades for individual Gradebook 
items, but rather the final grade for each student listed.  

 Final 
grade 
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Under Gradebook Setup you can create your categories and weighted 
totals.  

Select	  

	  Create	  categories	  

NOTE: It is recommend that you create the categories before creating the 
Gradebook items. This way you will be able to assign items to categories 
at the time when you create the items. Otherwise, you will have to go 
back to the Gradebook Items page to edit each item. 
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    Grade schema 

	  	   Release final grade 

Under the Course Grade Options link, you will also find the option to release students' final 
grades. However, the option to release grades for each individual Gradebook item is found during 
the Gradebook item creation. You may change this setting later by editing the item under the 
Gradebook Items option.  
 

The Grade schema is also customizable under the Course Grade Options link.  
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