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How to Weight Grades 
 
1. Click on the Control Panel. 

 

 
 

 
2. Go to the Gradebook. 

 

 
 

 
3. Click on Weight Grades. 

 

 
 

 
4. You can weight grades 
according to category. Select the 
radio box next to Weight by 
Category (if you choose to weight 
by item, skip to set 6). 
 
Set the categories to the preferred 
weight (total must equal 100%). 
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5. Click Submit to finish. 

 

 
 

 
6. If you chose to Weight by 
Item, type in the weight for each 
item. These must add up to 100%. 
 
Click Submit to finish. 

 

 
 

 


