
 Gradebook Tutorial #4: How to enter student marks. 
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#1: Select the course for which you wish to enter marks. 

#2: Select the “Scoresheet” tab. 

#3: Note that several assignments have been entered. 

#4: Also note that some assignments have marks entered while 

others do not. 

#5: Select the assignment you wish to enter student marks in. 

#6: Select the entry box adjacent to the appropriate student and enter a mark. As 

you hit the “enter” key on your keyboard you are automatically taken to the next 

student. Continue the process until you have entered a mark for every student. 

Remember that if you leave a field empty the student will be exempted from that 

assignment. 

#7: If you right-click on the mark entry box this dialogue box will appear. This will 

allow you to enter the following notations: collected, late, exempt, or missing. You 

can enter more than one notation if you wish. (See #7a on Page 2) 
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#15:  The “Comment” tab may or 
may not contain, 

#16: “school” specific comments. 

#17: If it does you can select a 
comment from the list provided. 

#18: Click on “Insert Selected” and, 

#19: The comment is added to the 
window below.  You can repeat        
Steps 17 & 18 to add additional 
comments. 

#20:  A running total of the 
number of characters used is 
provided. You have a total of 
2048 characters. 

#21: Once you have finished 
selecting the comments, or 
writing some of your own, click 
“Close” to save the comments. 

#22: A small “c” will appear to 
the right of the student mark to 
indicate that a comment has 
been entered for that mark. 

#23: Once you have completed 
entering all your marks and 
comments don’t forget to click 
“Save” to save the changes you 
have made. 
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 #8: Alternatively, you 
can select “Show Score 
Inspector” to enter student 
marks and/or comments. 

#9: The “Assignment Score” 
dialogue box appears. 

#10: You can navigate from 
one student to the next using 
the “up” and “down” arrows. 

#11: You can navigate between 
assignments using the “left” 
and “right” arrows. 

#12: You can select a notation 
to further describe the mark. 

#13: You can enter a student 
specific comment, or 

#14: You can select the 
“Comment” tab and enter 
additional comments. 

 

#8 

 

#22 

 

#17

7 

 
#19 

 

#12 

 

#16 

 

#20 

 

 

 


