
EXCUSED STUDENTS: 

GRADE BOOK 

…how to excuse a student from an activity in Moodle 



Overview 

 If you use your grade book in Moodle, you know 
and understand that it can often be confusing or not 
do what you want it to.  

 Thanks to Sarah Konschak, who has discovered 

a way to exclude students from certain assignments 
and other activities that they may miss because of 
travel, if they are an athlete, or another reason. 

 The steps that follow will walk you through the 
process of excusing a student from an activity 

or assignment. 

 

 



Step by Step 

 Step 1: Click Grades 

on the main Moodle 

page for your course. 

 

 

 Step 2: Click Turn 

editing on in the 

upper right-hand 

corner. 

 

 

 



 Step 3: Find the student and assignment that should 

be marked as excused. Click the small pencil icon 

to edit this item. 



 Step 4: In the Edit Grade 

screen, you will see a 

small box next the word 

Excluded. Click the box 

so a check mark 

appears as shown here: 

 

 Step 5: Click Save 

Changes. 



 You will now see excluded in red next to the assignment 
the student was excused from.  

 Moodle will NOT calculate those points into the 
student’s total for the course [i.e. Ima Comet will have 
145 points and the rest of the students will have 150 
points] 



Questions? 

Don’t 

hesitate to 

call with 

your 

questions! 

 Call or Email: 

sheena.moe@mayvillestate.edu  

or 3-4645 

mailto:sheena.moe@mayvillestate.edu

