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Re-Grade Students 
 

1. Select the assessment that contains the student‘s grade you want to re-grade.  
 

2. Click Edit  in the Reports group . The CPS Assessment 
Options window appears.   

 

3. Click the Re-Grade Students button . The CPS Edit Session Students 
window appears. 

 

 
Edit Session Students Window 

 
4. Find the box that corresponds to the question number and student name for which 

you want to change the mark. If a checkmark is in the box, the question is marked 
correct. If there is no checkmark in the box, the question is marked incorrect. 

 
5. Click OK to save your changes and return to the CPS Assessment Options window. 

 
6. Click OK in the CPS Assessment Options window to return to the Report>Reports tab. 

 
 


