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It may be necessary to change a student’s grade in the grade center, such as if the 
incorrect grade was originally entered. 

Instructions 
1. In the Course Management area of the course menu, click on Grade Center. A drop 

down menu appears. Click on Full Grade Center. 

 

2. In the Grade Center, navigate to the appropriate student name and Grade Center 

column. Click on the cell to edit as this will highlight the cell. 

 

3. Type in the new grade over the existing grade and hit the return or enter key when 

done. A new grade has been entered and is automatically saved. 
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