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How to drop the lowest or highest grade(s) in a grading category 
 
To exclude the lowest or highest graded items for learners, follow the steps below:  
 
 
1. Navigate to the "Grades" section in the Nav bar and select "Manage Grades"  

 
 
2. Select “New” and click “Category” 
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3. …or select an existing category and click “Edit” (in the screen shot below – the grade 

category “Knowledge Checks” is selected) 

 
 
4. Scroll down to “Distribution”, click “Distribute points across all items”, fill in the 

number of items to drop for each user (as shown in the screenshot below) and then 
click “Save and Close”.  

 

 


