
Hand entering grades into the gradebook. 

1. After you login into your class, go to the Administration block and click on the Grades tab.

 
2. Click on the Edit button in the upper right hand corner of the gradebook. 

 
 

3. This will bring up the edit option within your gradebook.  Go to the ‘written assignment’ and 
click on the update option to hand enter your grades. 

 
 
 



4. After you click on the edit button for that individual grade, it will show the edit grade window.  
There are four steps within this window to enter your grades. 
1. Click on the Overridden box, make sure there is a green check within 
2. After the Overriden box is checked it will open the ‘final grades’ option, this is where you 

enter the grade. 
3. Click in the feedback area to give assignment feedback 
4. Click the save button at the bottom of the window.  This will save the grade into your 

gradebook. 

 

 


