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The Manage Students tab will display all students in a selected gradebook. Click the mouse on Manage 

Gradebooks from the Details button on the dashboard page. Click the mouse on the Manage Students tab. 

The following page will display with the selected gradebook name on the top of the form. 

 

 

The Manage Students tab will display all students in a selected gradebook. The Custom Sort and Transfer 

options (if applicable) are available on the Manage Students tab. 

 

The Action dropdown will allow you to Drop or Delete a student from the selected gradebook. To Drop a 

student, click the mouse into the Action field and select the Drop option from the dropdown to the left of the 

Student’s name. The End Date will be auto populated based on the student’s class leave date. 

 

The students End Date will ensure that the student is not responsible for assignments with due dates after the 

students End Date. 

 

 

https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/14018403359/original/jRpkJscGJrqiM9_Eb0oVRmzA4keXKmiONA?1500583572
https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/14018403369/original/_6URb4IyKehfowBRLqMw_JZjIWAussnkIg?1500583627


 

Dropped students will display hi-lited in yellow at the bottom of the student list. 

 

 

 

To Delete a student, click the mouse on the check box at the top of the form. The check box at the top of the 

form MUST be checked. 

 

  

 

Select the Delete option from the Action dropdown to the left of the Student’s name. The student and their 

scores will be deleted from the gradebook. 

 

NOTE: Deleting a student will delete a student’s scores and must be done with caution. 

 

CUSTOM SORT 

 

The Manage Students form display’s a Sort field. The default sort number is alphabetical by the student’s last 

name. A Custom Sort Order can be assigned to students. 

 

https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/14018403379/original/v2eMFGBIdwl3AC1JTvDtCMppdv0nMHyKBQ?1500583664
https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/14018403410/original/JNKdf5T3SimX9bh0EXbRf4E1PKwJRhh5Tw?1500583726


 

 

To change the sort order, click the mouse in the Sort field and type over the sort number or use the up and down 

arrows. 

 

The Scores by Class page has a Sort By Custom Student Sort option. If the option is selected the students 

will display by the Custom Sort Order on the Scores by Class. 

 

 

 

The Scores by Assignment page has an option to Sort Students by Custom Sort Field Instead of Name option. 

If the option is selected the students will display by the Custom Sort Order on the Scores by 

Assignment page.  

 

 

 

https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/14018404268/original/VUKP0AAA_wnrDQjlQwTHvHErzyGF-Z1xXA?1500585766
https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/14018404277/original/BbY5ME9mS51n28dBne8EIRWxsqkBADu5XQ?1500585808
https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/14018404281/original/Y4dB1MnV3jFKrysOF6FHewiaudlt2PT_NQ?1500585835

