
WebCT Grade Book 

Updating Grades in the Grade Book 

Students will only be able to see their row of grades and nobody else's. To edit a 
grade, you can either click the hyperlinked student name to see that 
student's Grade Book entries, OR you can click on the Actions 
Menu link at the top of a column that you created (alphanumeric 
or numeric). 

 

 

 Select an individual student 
record to edit a grade or use 
the column Action Menu link 
to edit a grade. 

 
Note: Columns that are associated with online quizzes (which are automatically 

graded) can be edited in the Grade Book. 
 

Modify a single student's grade(s) 

Step 1. Click the Teach tab. 
 

Step 2. Click the Grade Book button in the menu bar. 
 
Step 3. Click a student’s name and then select Edit Member. 
 

 

Click on a student’s name 
and then select Edit 
Member to modify a 
student’s grades. 
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Step 4. Modify the grade(s) you wish to edit by modifying the text shown in the 
textboxes for the appropriate columns. 

 

 
 

Modify the student record 
(in this case grades) by 
editing the Change to text 
box. 

Click Save to record your 
changes. 

 
 

Step 5. Once the changes have been made, click Save.  The Grade book will now 
reflect your changes. 

 

Modify all students’ grade(s) 

Step 1. Click the Teach tab. 
 

Step 2. Click the Grade Book button in the menu bar. 
 
Step 3. Click a Column’s title and then select Edit Values. 
 
Step 4. In the Change to field enter a value. 
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Step 5. Click Save when are finished changing values.  
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