
Tutorial for Instructors
Gradebook tool

• Manage grades
• Download grades



How do I use Gradebook tool?

• How to use
1. Scores of Assignments tool and Tests & Quizzes tool will be automatically 

imported.
2. Enter other grades using Gradebook tool of NUCT. 
3. Export grade list using Gradebook tool of NUCT.

You can manage student grades.
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Gradebook tool

• Manage student grades
• Add items to the Gradebook
• Export Gradebook as .CSV files

Click Gradebook

A list of student grades will be displayed.

Features of Gradebook tool are located on 
the top.
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• Manage student grades
• Add items to the Gradebook
• Export Gradebook as .CSV files

Each gradebook item will be shown in 
columns.

Click Add Gradebook Item
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Gradebook tool



Click the Create button.

Enter a title for the new item.

Set other features, such 
as release or hide the 
item from students.
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Gradebook tool

• Manage student grades
• Add items to the Gradebook
• Export Gradebook as .CSV files



Enter grades for each student.

A column will be added after 
you have added grade items.
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Gradebook tool

• Manage student grades
• Add items to the Gradebook
• Export Gradebook as .CSV files



Open the drop-down menu in each gradebook and click Edit Item 
Details. It allows you to make changes to item settings.

Click View Columns to show 
or hide items.
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You can check how students view the site 
by selecting View Site As “Student”.

Gradebook tool

• Manage student grades
• Add items to the Gradebook
• Export Gradebook as .CSV files



Click Import / Export.

Click Export Gradebook. This allows you to download 
your Gradebook as a .csv file.
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