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How to Input Student Scores by Task 

This is the method that I use most often. 

 

 

 

1. Select a class  

Then Click on “By Task” 

You can give everyone in the class the same score by using “Fill Values” 

Type the score, or the comment, in the top box. Then 
click the down arrow to fill the values. 

Once the column is filled, you can go back 
and edit individual scores. 

2. Select the Assignment 
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When finished, click Submit 

 

 

 

Type in any comments. You can check 
whether or not others can view your 
comments. 

Once a column is full, you can empty 
it by deleting the number from the fill 
box and filling the column with the 
blank. 

Select any Scoring Options that apply 
for any of the scores. 
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How to Record Student Scores using the Edit by Student Method 

 

 

 

 

1. Select a class. Then click on “By Student” 

2. Select the Student whose scores you need to enter. 

3. Type in the scores, select your scoring option (if needed) 
and type any comments you would like. Then click “submit. 

4.  Select your scoring option (if needed) and 
type any comments you would like.  

5. Click “Submit” 
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How to Record Student Scores Using the Spreadsheet View 
 
Notice unlike edit by task, you cannot add new assignments in Spreadsheet view. 
You also cannot add special codes or comments. 
 

 
 
 
 
 
 
 
 
After you have typed in all of the scores that you would like to record, click “Submit”. 
 
 
 

1. Select the class. Then click 
“Spreadsheet” 

The spreadsheet 
view resembles a 
traditional 
gradebook.  
It will display 
current grades 
and percentage 
scores next to 
each student 

2. Click on the box that you 
want to record a score for 
and type in the score. 

You can quickly switch to 
“Edit by Student” mode 
by clicking on the icon in 
this column 

If you have set color codes for any 
of the scoring options, you will 
see the boxes with those codes 
outlined in the corresponding 
color. 
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