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TA Gradebook and Marks Entry

1. Enter the TA Gradebook by selecting the “Spreadsheet” button from the main
screen.
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a. Note the different colors and the Color Legend.
b. Add Assignment is the focus of this reference guide.

2. Selecting: Add Assignment opens the screen below.

Opens calendar

David's Example 15-0CT-2006 /

O Example 15-0CT-2006

Mureric Mark 15-0CT-2006

Save & Exit
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Be sure to give the assignment a name

Score Type gives 4 different options to choose from

Score Max (out of), Weight “1” if all marks to be given equal value
Category must be set. You will only have the one.

Assignment Type, use the “down triangle” to choose

Narrative if you wish a description

Dates should be set. The “+” opens the calendar which shows days in
session/not in session.

h. Save & Exit when done
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3. Options from the main screen:
a. Select Assignment Types
b. Select Reporting Ter
c. Select Class
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d. New assignment ready for mark entry. Must use “down arrow” keys when
entering marks here, not “Enter”.

e. Other options for mark entry from here include: Enter Mark/Comments
(use this to edit Lates & Exempts) & Condensed Mark Entry.

f. Select, View/Change Assignment in order to edit or delete an assignment
Don’t forget to Save often!



