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Window Information 
Accessing Classroom Grading Options 

 

1. Select the School and Section for which to 
grade tasks by choosing from the drop-down 
list that appears above the welcome screen. 

2. From the Index tab, expand the Instruction 
folder by clicking the plus (+) sign. 

3. Select the Grading by Task or Grading by 
Student folder. 

Grading by Task 

 

1. After selecting the Grading by Task option 
in the Index tab, select the task to be graded 
from the drop-down list. A list of students will 
appear. This list will be all students in the 
chosen section. 

2. If desired, enter the student’s Percentage in 
the Percent field.   

3. Select the score to assign to the student by 
clicking in the drop-down box. 

4. Enter any comments to attach to this score in 
the Comments field. If Canned Comments 
have been chosen, there will be a notepad icon 
after the comments field. 

5. Click the Save icon when finished. 
Grading by Student 

 

1. After selecting the Grading by Student 
option in the Index tab, select the student to 
be graded from the drop-down list. Available 
tasks for grading will appear. 

2. If desired, enter the student’s Percentage in 
the Percent field.   

3. Select the score from the drop-down list to 
assign to the appropriate task. 

4. Enter any comments to attach to this score in 
the Comments field. If Canned Comments 
have been chosen, there will be a notepad icon 
after the comments field. 

5. Click the Save icon when finished. 
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Notes on Grading 

 
 

• Grades assigned by the teacher will be 
available for viewing on the administrative 
side of Campus on the students’ grades tab 
was soon as it is saved.  

• Teachers can change the score as often as 
needed, as long as the task is still available in 
the drop-down list. 

• Grading tasks can also be graded from the 
Gradebook by selecting the tasks and entering 
scores in the green columns. 
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