
Adding a grade item to the gradebook 
 

1.​ Click on Grades 
 

 
2.​ Click on Gradebook setup 

 

 
3.​ Click Add a grade item 



 
 

4.​ Name the item, and then Save changes 
 

 
 

Manually entering the grade 
 

5.​ When it is time to grade, click on Grader Report 



 
 

6.​ If editing is not turned on, grading window for the item can be accessed by clicking on 
the pencil icon next to the item name. Grades can then be entered in the next window. 
Be sure to SAVE! 

 
 



7.​ If editing is turned on, then grades can be entered directly onto the gradebook from the 
Grader Report window. 

 

 
8.​ Be sure to click SAVE! 

 
9.​ If you want to add comments to the grade, click on the pencil to go to the next window.  

 
 

10.​If there is no space to enter the grade, turn editing on. 
11.​Enter the grades and comments, click Save
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