Adding Z (NA) for a Grade

1.) Login to skyward and go to My Gradebook.

2.) Select the course you need to apply the NA comment to.

3.) You will need to create an assignment if you don’t already have one.

4.) Edit the assignment by clicking on the link to the assignment shown in the picture below. (see the bold highlight):
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5.) Click on the Mass Assign Scr button
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6.) Make sure Assign All Scores is selected and that it is set to 100 out of 100. Then click the Apply button. This will assign all your students a 100 for that assignment. Then click the Save button.
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7.) Click the Grade Marks button on the main Course screen
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8.)  Click the Assign Students button.
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9.) Click the Select All button to place a check mark in front of each student. Then click Save. This will apply the letter Z to each student that has a 100 for this assignment (you did this in step 6).
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10.) Go Back to the main Course window and all students will now have the letter Z applied to their grade. When the report card is run the letter Z will be replaced with NA.

