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Follow the steps 
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Column Organization: 

• On the Column Organization page, the rows are organized in tables. 

You can move most rows to any table, and you can reorder grading 

period tables. 
 

• Hide, show, or move columns. Select columns' check boxes and 

make a selection from a menu. Hidden columns don't appear in the 

Grade Center grid, but all data is retained. 

 

 



 

 

 

 

 

 

 

 

 

 



 

 

Reorder grading period tables and columns: 

Use the drag-and-drop function. Expand and collapse the contents with the 

plus and minus icons. For column reorder, select columns' check boxes and 

select from a menu. 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 



 

 

Working Offline:  

After you download the file and open it in the appropriate editing software, 

you can make changes. If you download the full Grade Center, you can change 

and add grades, and save the file for uploading. If you downloaded a single 

column, you can add or change grades and comments, and save the file for 

uploading. 

 

 

 

 



 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 


