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Teacher Tutorial: How to Customize your Gradebook Settings  
In Faculty Access for the Web, you can customize your gradebook. You decide what columns to include, 
how to sort assignments, and what helpful notifications to use. You can access the gradebook settings in 
both the gradebook student entry or the gradebook class entry. On the Home page, under Gradebook, 
click  Enter grades by class or Enter grades by student. 

To customize your gradebook, in the Grade Entry grid, click Settings. 

 

The Gradebook settings screen appears.  

 

Grade Entry Columns to Include 
Under Columns to include, select only the columns you need to see and use in your gradebook. The 

Grade entry grid loads faster without unnecessary columns.  



 
 

Assignment Sort Order 
You can sort the order assignments appear in the grid. If you select [None], the order you set up when 

you edited assignments is the order that appears. You can also sort by student date due and category. 

Gradebook Notifications 
When you use your gradebook, you can set notifications to alert you when dropped grades or comments 
are present. If you have dropped grades, the assignment grades appear in red. If you have grade entries 
with comments, the background color for the grade is green. You can also select to show a warning if 
you enter an assignment grade over the maximum points. 

Save Gradebook Settings 
To save your settings before you navigate back to the grade entry grid, click OK. The grid reloads with 

your new settings.  


