
Instructor How-to Tutorial:
Gradebook: Instructor grading by individual
student

Activities that require manual instructor grading will have a red pencil icon next to them
in the gradebook.

You can either score by student individually (this tutorial) OR by activity meaning all
submissions for a specific activity in batches (all students at once) (see How-to Guide:
Gradebook: Instructor grading by activity).

Step 1: Accessing the Gradebook

You can access the GRADEBOOK in two different ways:
a. Go to theMENU on the top left of the screen and click on GRADEBOOK at

the bottom of the screen.

OR

b. Once you are in the Insights Page, click on GRADEBOOK on the top list of
options.



Step 2: Score an activity/assignment by student

1. Once in the gradebook, click on the score (usually a 0) with a red pencil icon for a
specific student on a specific assessment.

2. A new window opens.



3. Enter the score out of the given point values in the ADJUST SCORE section. Make
sure to scroll all the way down in the activity as sometimes individual questions
need scoring.

4. Check to see if there is more than 1 activity to grade at the top right of the window.
Use the forward arrows to navigate to the next activity.

5. Enter written and/or oral feedback in the appropriate boxes.
6. Click on SAVE SCORES/FEEDBACK button to save the score and feedback.

NOTE: If a student has submitted multiple attempts for an activity, in the pop-up window
(step 2), scroll to the bottom and select/click on the attempt you want to grade. Then
follow the steps above to grade that attempt.


