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Excluding Lowest Mark 

On the Teacher Home Page, below Administration, 

click Exclude Lowest Mark. 
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In the Select the Classes to Include section, deselect any classes for which you do not want to drop lowest 

student marks. (All Classes is selected by default.) 
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In the Select the Assignment Types to Include section, deselect any assignment types you do not want to include 

in the calculation for lowest marks. (All Assignment Types is selected by default.) 
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Click Next. 5 

On the Exclude Lowest Marks screen, in the Select the Grading Period drop-down list, select the reporting 

period for which you want to drop lowest student marks. 
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A grid for each class you selected displays on the screen. For each student, the assignment with the lowest 

mark displays along with the student average prior to exclusion and the student average after exclusion.  

(Traditional/Secondary Classes) 
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(Optional) In the Enter a mark comment field, edit the text as desired. 7 

In the Exclude? column, deselect the checkbox(es) for any student(s) whose lowest marks you do not want to 

exclude. The       column contains symbols for each student (see chart at the bottom of this page). 

Click Exclude Marks.  8 

A confirmation message displays. The column no longer displays, and the Excluded column now  

displays in place of Exclude?. The students’ lowest marks have been excluded unless otherwise noted in the 

Excluded column (see the chart below). 
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