Manage Grades for Learners
The system allows you the flexibility to choose the type of grading system you want for the selected learner(s). This means that you are not constrained to a certain grade type for every learner in the class.
Access Grades for One Learner
The By Learner Name tab allows you to manage the grades and attendance for a single learner.
1. Navigate to Administration > Learning Activities > Gradebook.
2. Click the By Learner Name tab.
3. Search for and select the learner you wish to modify.
4. Click Edit.
5. Search for and select the course to which you want to apply the grade to.
6. Click the Grade button.
Apply a Grade to a Learner
1. Navigate to Administration > Learning Activities > Gradebook.
2. Locate the desired course and/or learner by using the tabs and search functions.
3. Click Edit.
4. Once you have selected the learner(s) you want to grade, click the Grade button.
5. From the Grade Scale Type drop-down, select the type of grade you want to use for the selected learner and course. Choose from the following:
· Percentage (0-100%)
· Letters (A-F)
· Pass/Fail
6. Click the Select button. This prompts the system to display a text box or option group where you can enter or select the grade.
7. In the Enter Grade or Select Grade area, type or choose the grade that you want to apply to the selected learner(s).
8. Click Save.
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Learners' individual SCO status and scores are hidden when their score is modified. However, if review mode is turned off and the learner retakes the course, and scores better than the modified grade, the higher score appears and the learner can view their progress and SCO details.
Update Completion Status for a Learner
1. Navigate to Administration > Learning Activities > Gradebook.
2. Locate the desired course and learner by using the tabs and search functions.
3. Click Edit.
4. Once you have selected the learner(s) who has completed the course, click the Mark as Complete button or the Mark as Incomplete button.
5. For the Mark as Complete option, you must enter a Completion Date:
a. In the Completion Date text box, type the date and time information into the text field or select information from the calendar and clock icons to reflect when the learner completed the selected course. If the system is passing a completion date in the case of an OLT, it appears here.
6. Click Save.
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In Standard and Custom Reports, the times are displayed in GMT (Greenwich Mean Time) for the sake of consistency. 
In Advanced Reporting, the times in scheduled reports and reports run in the background are displayed in GMT for the sake of consistency. Reports run in real-time reflect the time zone of the user running the report.
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