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Directions Diagram

1.  From  the                  tab, 	
        	     

2.  Click on  .
    

3.  Select , 
    then select column settings.

4.  Find the column you wish to 
     change.  In the row named 
    ‘Type’ click on the Link in  	
     the column.

5.  Select the drop down menu
     title  

6.  Select ‘Yes’

7.  Click the green arrow         	
    next to the drop down menu.

Make Column A Grade Column



ALL RIGHTS RESERVED Copyright © 2009. The contents of this document, or any part thereof, may not be reproduced or transmitted in any form 
or by any means, electronic or mechanical, including photocopying, recording, storage in an information retrieval system or otherwise, without 
prior written permission of the copyright holder. Contact the Office of Educational Development, University of Arkansas for Medical Sciences for 
permissions.

Directions Diagram

8.  (Note: If you do not want the
    column to be a grade 
    column, repeat the process
     but select ‘No’ instead of 
     ‘Yes’.)

Make Column a Grade Column


