[image: image1.png]Filling in Citizenship Grades

1. Open your gradebook
2. Click on the top tab labeled ‘Final Grades”





[image: image2.png]3. Right click on the citizenship column and choose grade O, S, N, U for each student or chose fill scores, use the drop down menu to
choose a grade, click ok and allthe students will be given that grade. You can then go up and change the few thefneed a different
grade.
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