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A S S I G N I N G  G R A D E S
You can record grades in the following ways: 

From within Assignments•	

Assign Grades in Assignments
 In the 1.	 Assignment list, select the assignment whose scores you want to record. 
 On the menu, click 2.	 Scores.
 Click the 3.	 Total box corresponding to a student whose score you want to enter.
 Type their score and then press the 4.	 TAB key to move to the next student.
 Continue this process until all scores are recorded.5.	
 Click the 6.	 Save Changes button.
 If you are ready to publish the grades so they are available to students, click the 7.	 Post Grades Now link. 

Notes:
The •	 scores are not saved until the Save Changes button is clicked. If you click another link or close your browser before  
clicking the Save Changes button, all of your changes will be lost.
If you selected the property •	 Reveal grades in the student gradebook as they are entered when you created the assignment,  
as soon as you click Save,  those students that you entered a score for will be able to see their score in their Gradebook.
The •	 Save Changes button cannot be clicked while you are still inside of someone’s total box. You must click outside of the 
total box in order for the save option to be available.
You can publish grades from any of the following locations:•	

Scores page•	
Assignment Settings page•	
Dates & Status tab on the Assignment Listing page•	

Assign Grades in the Gradebook
On the 1.	 Course Tools page, click the Gradebook link under the Assessment Tools section. 
Click the name of a student whose grade you want to enter. You can do this from either the raw scores or adjusted score page. 2.	
Enter a grade under the appropriate assignment title.3.	

 Click 4.	 Save or Save and Next Student if you want to continue entering grades for the rest of your students. 
Note: The scores are not saved until the Save button is clicked. If you click another link or close your browser before  
clicking the Save button, all of your changes will be lost.

Import Scores
In order to import grades from documents outside of K-State Online, you must have a file saved in .csv (comma separated value) 
format which includes the students’  WID (Wildcat ID) and their scores.

In the 1.	 Assignment list, select the assignment whose scores you want to record. 
On the menu, click 2.	 Scores.
Click the 3.	 Import Scores link.
Select the order in which your file contains information.  4.	

For example: if the Student ID #s  
are in the first column of your  
document and scores in the second,  
select 1 for Student ID and 2 for Score. 
 

 Next to the 5.	 Upload box, click the Browse button, select the file you want to upload and then click Open.
 Click 6.	 Import.
 Click the 7.	 Save button to save the imported scores.

From within the Gradebook•	 By Importing Scores•	


