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Grade Book: Letter Grade Schemes 
 
 
For letter grade columns, you can change the range of numeric grades that each 
letter grade represents. 
To edit a letter grade scheme: 

1. Locate the letter grade column you want to edit and select Edit Column 
Letter Grade Scheme from its View Options for This Column menu.  

 
The Edit Letter Grade Scheme screen appears. 

2. In the Grade and Range text boxes, enter the letter grade and the range it 
represents. 
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• Click Save or Save and Set as Default. If you click Save and Set as 

Default, new letter grade columns will automatically use the same grade 
scheme. 

Delete unnecessary 
grade rows, e.g., “E” 


