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In the staff view, Gradebook Top Tab, Select the course, Scores Side Tab 
1.  Change Grade Columns to Post Columns - Term and change term to ALL 

                        
 
In this view, you can see all of the marks collected to date.

 
 
2. Change Grade Columns to Post Columns - Term and change term to ALL Click Options, then Update 

Post Columns 

3. Click  
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Complete the 3 dialogue boxes 
4. Select the Grade Term and Click Next. 

 

 
 
 

5. The next window asks you to select which “mark” you want to Post Columns Term. 
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IMPORTANT: @KOOL COURSES MAKE SURE TO HAVE THE FINAL MARK AS (Do Not Update). 
 

6.  In the next window, confirm your choices, then click Finish 

 
 

7.  Change the status to withdrawn and adjust scores (change the value or remove marks) for those 
students 

 

8. Don’t forget to enter comments, effort grades (work habits)  and to  


