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1. From the Teach tab, from the Discussions screen, locate the Title of gradable 
topic. To view the discussions posts, click the Title of the topic. 

2. To grade topic, click its ActionLinks icon and Click Grade Topic.  

 

 

 

 

 

 

 

 

 

3. To view the messages posted by a Student:  

a. Click the ActionLinks icon next to the Student's name.  

b. Click View Student Posts.  

Tip:  You can print or download all messages posted by the Student by 
clicking Print or Save as File. 

c. To return to the overview screen, click Discussion Activity Overview.  

4. Before you enter a grade, if you want to compare a Student's participation in the 
topic to other Students in the course, compare the values under Class Averages 
to the corresponding values for the Student under Discussion Activity 
Overview .  
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5. Look under Grading Criteria to determine whether you must enter a numeric or 
alphanumeric (letter) grade, or complete a grading form.  

6. Do one of the following:  
o To enter a numeric or alphanumeric grade, next to the Student's name, 

enter a grade and click Save Grades.  
o To complete a grading form:  

a. Next to the Student's name, click Complete Grading Form.  
b. Select a performance indicator for each objective.  
c. Enter comments.  
d. Click Save.  

The grade is saved here and in the Grade Book column.  
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