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Moving	  Items	  in	  Gradebook	  
Moving  a  Single  Item  

If	  you	  have	  an	  item	  in	  the	  gradebook,	  but	  it	  is	  not	  in	  the	  appropriate	  category	  you	  can	  move	  it	  by	  following	  these	  simple	  
steps.	  	  

1. In the course, find the Gear icon and choose the Gradebook Setup link:

2. Once on Gradebook setup page, click	  the	  Arrow	  icon	  of
the	  item	  you	  wish	  to	  relocate.

3. Next,	  click	  on	  the	  à	  to	  choose	  the	  destination	  for	  the	  selected	  item.
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Moving  Multiple   Items  

If	  you	  have	  multiple	  items	  in	  the	  gradebook	  that	  need	  to	  be	  moved,	  follow	  these	  steps:	  

1. Access	  the	  gradebook	  Setup	  page	  (instructions	  above).

2. Underneath	  the	  Select	  column	  (far	  right),	  check	  the	  boxes	  of	  the	  items	  you	  wish	  to	  relocate.

3. At	  the	  bottom	  of	  the	  page,	  use	  the	  “Move	  selected
items	  to”	  drop	  down	  box	  to	  choose	  the	  appropriate
category	  for	  the	  graded	  items	  selected.


