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You can also modify the appearance of the Grade Book screen to suit your preferences. On each tab view, you can:

1. Hide or show columns (except Last Name and First Name). NOTE: Hide and Show settings only affect the
view in your Grade Book. If you do not want students to see columns in My Grades, you must set the
Released to Student option to No (See the "Releasing Grades" handout).

2. Sort columns in the reverse order in which they are currently sorted.

3. Unfreeze and freeze columns (Freezing columns, the default, allows you to see the user names that correspond
to the column data when viewing the Grade Book with numerous columns. You can unfreeze columns if this is

not necessary).

Hide One Column

1. From the Grade Book screen, locate the
column you want to hide and click the
View Options for This Column icon.

2. In the drop-down menu, click Hide
Column. The column is no longer visible.

Grade Book
Create Columa Impoet from Speeadsheet  Reorder Columns Grada Book Opuons %
. ‘j

[Grodes | Members | viw 22 Ayim view | SCORM Grades
4

[] % LastName = EistName % Projectl % Quizl % Eioal % Course Grad

Nphanument W Alghosvmery ummars Qv Covuete Laar Grad
O] % Stedent Debaran NA
0% Student tomare D @5 vee Comn o - WA
h: .-> —

0 % Sam o = TATRI - NA

0l % Zvesss I Column Statistics . ,
2 @ SendMal | Q Dxpoet 1o Speeadshaat W Grant Access T Deny Access

Hide Multiple Columns

1. From the Grade Book screen, click
Reorder Columns. The Reorder Columns
screen is displayed.
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Select Columns to Hide

1. Check the check boxes for the columns
you want to hide.

2. Click Hide.

3. Click Save. The Grade Book is displayed
and the selected columns are hidden (not
illustrated).

NOTE: Hide and Show settings only affect
the view in your Grade Book. If you do not
want students to see columns in My Grades,
you must set the Released to Student
option to No (See the "Releasing Grades"
handout).
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Show Multiple Columns

1. From the Grade Book screen, click
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Sort Columns

Columns if they are currently unfrozen.
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NOTE: You can also sort the entire Grade
Book by any column. For example, if you
want to see the grades for a quiz from
highest to lowest, locate that column and
click Sort Column.
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Your screens may look different depending upon your configuration.
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