
Editing a Column  
1. Login to Teacher Entry 
2. Click the Closed Blue Book icon. 
3. Choose the GradeBook 
4. With the GradeBook open, you click on the File Folder icon 

to edit a column.  This icon is to the right of the Green Plus 
icon used for adding columns. 

5. The Edit a Column window opens. 

 
6. Use the drop down list at the top of this screen to choose the 

column you want to edit.       
If you skip this step, no column will change will take effect.   

7. Make any changes necessary for the column and  
8. Click on the lower Blue Floppy Disk icon to save 

the changes.   
9. Click on the lower Green Arrow icon to exit the Edit Column 

window. 


