Blackboard Version 8 Grade Center
(revised 7-30-08)

he Grade Center has replaced the previous version of the Gradebook. Most suggestions and
improvements that instructors wanted and lobbied for were included in this new software program. The
following is a detailed explanation of those new features and how they can be used in your classroom;
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The Grade Center toolbars: (top)

¥’ Add Grade Column | oY’ Add Calculated Column © %) Manage *  FizEmaj [l Reports [ Grade History

The grade center has three different working toolbars that instructors will interact with: All of them
have the chevron icon that hides a drop down listing of what can be done with each tool. The one
pictured above allows the instructor to interact with the grade center in a broad capacity and affect
large portions of the center itself.

Current View: Full Grade Center ~ [ Setas Defaut|  Sort Columns By: Layout Position

This toolbar is below the first one and allows instructors to affect the way the grade center looks.

™ Last ﬂamlr_» First Name Usemame Last Access Availability ‘ Total Weighted Total Who are you? -

This tool bar allows the instructor to directly affect the grades, the order of students’ names and
information, and how they are presented or modified
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The Basics (top)

(@) Grade Center

Grades can be entered directly from the Grade Center To enter grades, click on the cell, the value, and the Enter key to submit. Use the amow of the tab key to navigate thro
Uulbm“-lh -_;-.- lies and access g u.-'?" = e . - e -

i C N Manage ¥ Emsl Y e History
Current View: Full Grade Center * [SatssDefast]  Sort Columns By: Layout Position

I 1
/ 1 . 1
U 1 To enter grades, click | ag
’
"""" < N directly in the cell and : 500 z:g
0.00 3
\| type in the grade, then 1 500
. 1 :
> i ! hit enter
FEL 1 These are the options !
* Hide Users |/ '
. you have when you click Meo
* User Statistics . on the drop down --1 \X—~7===-—-
? i | |
gocm Rekeset chevron by a student
e i : ] If you enter a grade and
— , first name, Last Name, move off the cell
___________ 4 Username, Last Access without entering, you
and Availability will see this pop-up T T —

window and need to

? ——
confirm you want to N e N 17 U CE A B

save the grade C=1
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Grade Columns Toolbar Explanation (top)

@) Grade Centor

Grade Center. Use the contextual menus to modify column properties and access grade details.
< Add Grade Coumn 43 Add Calculated Column W Manage
Current View: Full Grade Center ** | | SortCols

iz Email
By: Layout Position

Grades can be entered directly from the Grade Center page. Tomm Muumwummmmwmmwm Use the arrow keys or the tab key to navigate throug

[ Reports (‘@ Grade History

e // You can only HIDE the
———————— -~ uncalculated columns such
as Last and First Name,
* Hide Column Username, Last Access and

Availabilitv

Close Menu

Set as External Grade will
show students their score for
that column in a module on
the Blackboard tab

Remove Column permanently
deletes the column and any
grades in it

Column information gives you

> Modify Column

* Column Statisti

” Set as External
—Grade

> Remove Column

information such as category,
Column

Information

whether it is included in the grade
calculations, and primary display

Hide Column

Modify Column allows you to change
important information and disolav

Close Menu

Hide Column removes it from the
grade center view. To show this
column again you need to go to the
organize grade center area

Column Statistics shows statistics,
status distribution and grade
distribution of that graded work you to
change important information and
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Organizations Toolbar Explanation (top)

@ Grade Center

Grades can be entered directly from the Grade Center page. To enter grades. chck on the cell, type the grade value. and press the Enter key to submit. Use the amow keys or the tab key to nawgate throug
Grade Center. Use the contextual menus to modify column properties and access grade details.

N Manage ©  Gigmal v [ Repots (% Grade History

i\
| 520599225 December 2. Available D\ f .

'
P
'
) [
Add Grade Column: is ,' | . . Grade History: acts like a log
similar to the ADD ITEM h \ == R file that records all of the
in the version 7 grade 1 ! P T - changes that occur to grades
I \ Download ;7 ~ L
book. This feature adds a b \ Calegories ' | within a Course
column where you can ,’ ‘| Smart Views : Email Selected Users 1
manually enter grades ! 1 Grading Periods | Email Selected USEfS\ !
e e —— - ~o Grading Schemas 1 and their Observers :
7
i \ Organize Grade Center 1 Email Observers for |
1 1 Show/Hide Users ! Selected Users
1 Weighted 1 1 Email Othy
Add Calculated | | | mail Other )
Column: a column e ! N :
: ’ .
i | Average 1 B A - Reports.
that will perform a | T YT 1 Instructors can
mathematical ! : create printable
function, mostly will l\ / Email: Email can Reports for their
add other grade i - be sent from the Courses and
Grade Center in Students like a
columns .
two different progress report
Manage: An Area that allows you to ways, depending that contains all
change the look and feel of the grade on whom the of the grades
center columns, up or download grades, Instructor would from a particular
freeze and unfreeze columns, etc like to contact. marking period
for a defined
group of Students
in a class
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View Toolbar Explained (top)

@’ Grade Center

Grades can be entered directly from the Grade Center page. To enter grades, click on the cell, type the grade value, and press the Enter key to submit. Use the arrow keys or the tab key to navigate throug

Grade Center. Use the contextual menus to column and access mm
G Add Grade Column 4G Add Calculated Column /% Manage | FzEmail [ Reports [ Grade History

Current View: Full Grade Center /[ Setas Defaut|  Sort Columns By: w&m ¥
R R ——m——————————S ..,

1
1 |
|
Full Grade Center I | Categaries
(Default) I | Due Date 1
Smart Views : 1 Creation Date :
I 1 Points Possible
7 | Display Name !
_______ - . !
\
N e

You can view the grade center
with all students and grade
columns or customized SMART
views
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You can change the layout of the
grade center view by choosing
one of these options. The column
order will change.



Section 1

Blackboard Version 8 Grade Center

Working within the Grade Center: Adding columns

Adding a weighted column; Return to TOC

Weighting means you are going to place more emphasis on certain grade categories, such as exams and

written work over others like Discussion Board Posts or quizzes. The first section ois common to all

columns when adding.

@ Column Information

" Column Name

Grade Center Display Name

Description

Primary Display

Secondary Display

@ Dates

@' Add Weighted Column

—

Displays as (T column faader in e Grade Center and cennod mceed 15 charsctes

“homd [d 3L TmeshewRomn fd B F U & % 2  EEW SRR
‘i@ ® o gOLAY TeoW

L

[ Path: body

Caselapted graces will Puplay n iy fomal in the Jrade Cenie pnd Uy drades

None |~
Thig o8 an sooinonsl 'WW

1. Click on the Grade Center link from your control panel

2. Roll over the Add Calculated Column link Y Add Calculated Column

Weighted name and click on it
3. Fillin the information in section 1 (one) above

/‘ Type in a column name

Type in a Grade Center name. This
appears as the column header in the
Grade Center. This field will accept 15
characters in the column header. The
Grade Center is the only area where
this name is used

Type in a short description for the column

Choose how you want to display the
grade, either percentage, score, text,
letter or complete/incomplete

Choose a secondary display for the
same column, maybe a score if you
chose percentage as a primary display

Move your mouse to the
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Select Columns or categories to weighte. Selecting Categories allows you to drop the lowest
score(s) and/or highest score(s). Keep in mind whatever combination you choose the total weighting
should equal 100% even though it is not mandatory to do so.

€ Select Columas
‘Salact the colunns andior catsgones to inclide In this weghted grade. then set the waght peicentages
Include n Weighted Grade
Columns to Selact: Sabcted Columns: Type the
Totsl B Enter the waight percentsgs for sach item Pescantages should addup to 100%.
\Weaghted Tatzl ® percent
Select the grade ~ Soflnien . 5 Columi: Plagiadsm Test L
columns you [~ fCront 2 7 5 you want
y lAud % Column:; Who are you? - (5 paints) .
A Chapters 415 to weight
want to weight Extra Credit o ; % Catagory: Discussion th
jCotuma informaton ] ) €
Wha ars you? . (5 points): Category: Forum Gradel g s & Equaty OF
Points Poagitle 5
(& Drop Grates O Use onlyihe
Categories to Select Dreo hihest arades Lowes value b caloulale T h
Highestvalue o calcuiate e the percent
Select the \ iztmc;fm ® Brep lowest grades yp p
) Witing Total Waight: 0% you want to
categories you ~ Cass Panicpmion L
) orviows weight the
want to weight | tg Thi
Descussion: category. IS
includes all grade
Caleulate as nningtotal @ Yas O Ho .
Lz . ot st i o o s - » work in any
) / @ Cpdoss : column done in
choosmg YES on Select No for the first option o exclude thes Grade Center Swect Nofor
oftion to Suplay column statistics in My Grades B
this category
calculate as Include this column in Grads Center calculatiors ©ves Oo
running total will Show this column in iy Grades @ ¥ae Ol
| . | d h Show Sutistics [average and median] fof this column in My Grade:  Civas GNg
only include those O Submit Choose whether
grade items which Clek Submit to frush. Click Cancel o quit you want to drop
" Ruquired Fiald
have been graded. the lowest or
highest grade(s)
or only use the
high or low grade
for the

ochoosing Include this column in
Grade Center calculations will show as part
of the aggregate score, Show this column
in My Grades will allow students to see it,
and Show Statistics (average and median)
for this column in My Grades will show all
students statistical data for the grade column

4. Click on the SUBMIT button —248™t ) o the bottom right of the page to complete the process
5. The column will show in your grade center now
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Choose whether
you want to
select ALL
columns or
selected ones
and/or
categories

Select columns
and/or
categories
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Adding a Total or Average Column (top)

Adding a Total column will simply total the aggregate score of either all columns or individual

columns or categories of grades. Adding an Average column will show the average of all selected

items Adding a Total or Average column is similar to adding a weighted column;

1.

Hover over the Add Calculated Column and click on TOTAL in the drop-down menu

2. Fill out Section oof the form as you did in weighted column

3. Proceed to section 9 of the form;

N

€ Select Columns
and sebact the appropriate Grading Pericd. To mnclude
maove them to the Selected Columns list

Include in Total
© Al Grade Columns

Columns to Select:
Total

=]
Weighted Total
Who are ym‘? {5 points) I

Caleulate as running total (& ves O No
a

;‘

To include all grade columns n the tofal, choose the all grade columns option, f Grading Peniods wast, imit the columns included in the total by choosing the all grade columns in E‘sadhu Flliud oulr.m
option, select th

specific columns or categories in the total, choose the selected grade columns, columns and

& Selocted Grade Columns, Calculated Columns and Categanes

Selected Columns:
® | Column: Seif interaew
Category: Forum Grade
@ Drop Grades O use onlythe
Drop highest graces. Lowest valus o caloulate
Drop lowest grades Highest value 1o caloulate

Category: Class Participation

© Options

option to display column statistics in My Grades
Include this column in Grade Center calculations

Show this column in My Grades

© submit

4.

Click Submit to finish. Chck Cancel to quit
" Required Field

Select No for the firat option to exclude this Grade Center column from caleulations. Select No for the

Show Statistics (average and median) for this column in My Grades () yes &) Na

(&) Drop Grages oR Cusze only e
Drep highest graes Lowestvalue 1o calculate
Drop lowast grades Highestvalue 1o calculabe
®
iams hat Iy nchudes i mems —y

@ Yes OMo
@ Yes ONa

i

_Wmmmmmwam Select Yes for the third

If you choose
categories to
include
remember, you
can drop or only
include some
scores

e Complete

your choices
here

Click on the SUBMIT button —=45M%_J o the bottom right of the page to complete the process
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Adding a Minimum/Maximum Column

1. Hover over the Add Calculated Column and click on Minimum/Maximum in the drop-down
menu

2. Fill out Section oand section e of the form as you did in weighted column

3.

Proceed to section 9 of the form; It is almost identical to that of the other columns with the

exception that you must choose either a minimum or a maximum which to calculate the score
and you cannot drop the lowest or highest score(s)

@ Select Columns

9 Select
Calculation Type @ Minimum O Maxirmum .
Ta find the maximum or minimum value within the defined set of columns, choose the appropriate calculation opticn. To include all grade columng in the defined set choose the all grade columns option. If minimum or
Grading Penods east, lime the defined set of columns by selecting the all grade columns in Grading Period option and choosing the approprate Gradang Pariod. To include only specific columns or maximum to work
categones in this set, choose the selected grade columns, calculated columns and categories option. select the columns, and move them to the Selected Columns kst
Include in Minimum/Maximum
© All Grade Columns

with the column
(% Selected Grade Columns, Calculated Columns and Categornes

Columns to Selact: Selected Columns:

Self Interview [~
Client 1 ®
Cliant 2

Audio

[Extra Cradit I
Term Paper
v

Column: CHapters 4143

Category: Discussion

Paper 4
Assessment training

N
f | ™ Youcan remove
| CHapters 41-43: Category: None! Points Possible: 75 | any of the items
by clicking on the

red “X”

Categories to Select:
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Managing the Center

Uploading grades from an external source
Formatting the external grade files:

Each data file uploaded to the Grade Center requires a header row with one record per line subsequently.

The format of the data file uploaded to the Grade Center is determined by the type of delimiter that is used to
parse the data into separate columns. Data files can be tab delimited with a file extension of .xIs, or comma
delimited with a file extension of .csv.

Data in each column of comma-delimited files (file extension of .csv) must be contained within a quote character,
the most common being quotation marks (" " ). Data in each column of tab-delimited files does not require a
quote character.

In the sample files below, columns that already exist in the Grade Center have a Column ID number as part of the
column name. The column Attendance does not have a Column ID so it will be created as a new column in the
Grade Center. There is also no corresponding data for the new column, represented by a double set of quotation
marks in the .csv file. Entries for attendance can be added manually from the Grade Center, or can be uploaded for
another file.

Tab Delimited .xIs File Sample

User NameLast Name First NameHomework]188 Project]190 Final]191 Attendance
aanchorAnchor Anne 10 25 5

Col
bbutterworthButterworth Bob 7 20 12 olumn names

must match
ccharterCharter Chuck 3 23 2 EXACTLY asiin

the grade center
ddoongDoong Dan 9 17 19

Comma Delimited .csv File sample

"User Name",''Last Name',"First Name","Homework]188"," Mid-
term|189","Project]190","Final 191", ""Attendance"

"aanchor","Anchor®,"Anne","10","25" 25" ,"25" """
"bbutterworth","Butterworth","Bob","7","20", 12" ,""24" """
""ccharter”,"Chuck",""Charter","3",""20","23","22" """

"ddoong","'Dan","Doong",'9",""15" ,""17", " 19", """

Return to TOC
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To upload a file to the Grade Center, follow these steps:

1. Click Manage in the Action Bar of the Grade Center.

FEUTD G GLLTIS WIeUT UELNS
“%/ Manage Mz Email
- Upload

| Download

f| Categones

Smart Views

| Grading Penods

Grading Schemas
1 Organize Grade Center [ ¥
Show/Hide Users

o Select browse to

2. Select Upload from the Action Link menu. find the data file on

@ Upload Grades your computer
© Choose File

When uploading grades, first download the Grade Center. and then modily the file with the data to This will help ensure that the data in the upload file is formatted comectly.

Attach local le —  Itis recommended to

Delimiter Type  ® Auto O Comena O Tab _ / leave the default
Sjsak choice to AUTO

Click Submit 1o Snish. Chck Cancel 1o guit

o) (Clsmal)

3. Browse for the file. Files can be uploaded from a local computer or if available, from the Content System.

4. Select the Delimiter Type, Comma, Tab, or Auto. Auto will attempt to automatically detect the delimiter
used in the selected file.

5. Click Submit Mto upload the selected file.

6. Review the list of data from the file to be uploaded. Use the check boxes to de-select any data to be
excluded from the upload. Using this method, it is possible to upload only the desired columns of data
from the file.

Review the Data Preview Column to ensure the correct data is being uploaded. Data that appears incorrect can
denote an improperly formatted file. The Data Preview will only show a sample of the data in each column in the
file.

Large files take significant time to process and a warning message will be displayed for any files that need extra
time to process. To avoid long processing times, break up large files into separate uploads.

7. Click Submit to confirm and upload the file.

Downloading your Grade Center

Instructors have the ability to download Grade Center data as a delimited file that can be used in other
applications such as Spreadsheet programs or statistical analysis programs. Instructors can select specific data to
download, or download the complete Grade Center data set. Downloaded files can be saved on a local computer
drive and is recommended to preserve student grades in case the need arises where they need to be reviewed.

Return to TOC
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Instructors planning on uploading Grade Center data from an external application such as a grading tool or
spreadsheet may wish to download Grade Center data first in order to have a delimited file that is formatted for

uploading.

Please review the next figure to download the Grade Center:

@ Download Grades

the appropriate cptions. Select the check box to include comments when downloading a single column.
© Data

Select Data to Download @ Full Grade Conter

O Selected Column | Total
thig column

a [ Include comments for

© User Information Only

files { XLS) have data
in most editing software.
10 be imported for use

XLS tab-delmited files can be opened directly in Excel. CSV comma-delmited files
in Excel.

Delimiter type

O Comma @ Tab
Include Hidden Information () Yes @ MNo \

© Submit
Click Submit to finish, Click C

o quit.

Download data from the entire Grade Center, a specific Grading Penod or Column, or the user information by selecting

Choosing YES to hidden information:
Hidden information includes columns
and students that have been hidden
from the view being downloaded.

As you did above click on the MANAGE
in your Grade Center and then choose
download to get to this screen

oChoose how much or how little of the grade center
you wish to download:

Full Grade Center: Contains all columns and associated
data

Selected column: Using the drop-down menu, select one
column and its data. Check the box to include comments
for the column. Select to Include comments for this
Column if desired.

User information only: Only columns containing student
data such as User Name are included

You can also choose grading periods and Smart View
downloading if you use those features

echoose what format you want to download the
grade center into: Comma delimited files contain data
surrounded by quotation marks (quote character) and
have the file extension .csv. Comma delimited files will
not open directly in Microsoft Excel.

Click on the SUBMIT button —=4bmit ) ¢4 complete the download process.

@’ Download Grades

Instructions:

The data has been saved to a delimited fle. Download this file and view it using any software that ac
In order to successfully upload preserve the file format upon saving to your deskiop.

Click on Download with the right mouse button and select Save As to

o) R
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Click DOWNLOAD MJ and save the delimited file

to your desktop in a folder for safe keeping. You may need to
RIGHT-CLICK the download button and then choose SAVE
TARGET AS depending on your computer
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Adding and Managing Grade Categories

A Grade Center Category is a classification of a Grade Center column of a Course. For instance, “Homework,”
“Test,” or “Quiz” are possible Categories that may have Grade Center columns associated with them.

Categories are helpful in organizing and utilizing the Grade Center. An Instructor may sort the Grade Center by a
specific Category to compare how all the Students scored in the "Homework" Category, for example. Categories
may also be used when creating Smart Views (a saved view of Grade Center data) comprised of columns associated
to specific Category or Categories.

Categories can integrate with Grade Center columns such as Weighted Grade Column, Total Points Column, or
Average Grade Column. For example, an Average Grade Column is created to calculate statistics for all Columns
that are in the "Homework" category. Gradable items added to the course that are categorized as "Homework" will
automatically be included in the average calculation.

Categories can also be used in the creation of a Report. An Instructor may create a printable Report that displays
Statistics of performance for all of the columns in a certain Category. This information can be used by instructors to
make decisions about instruction, planning, and assessment.

@ Categories
Create an unlimited number of Categones, View the columns which haw been associated with each categony in the list below, Defauh categories
cannol be modified or removed.
F Add Categary
Class Paticpation class added imvobrement [Modity | | Ramove |
Discugsion
Forum Grade Whi are you? - (S peants)
Intepdews Client intendews Sell Inferdiew , Cliend 1, Client 2 [ Modity |
Test Aszesszment training
L)

To create a new Category, follow these steps:
1. Click Manage in the Action Bar of the Grade Center.

T A aveEss yieus usan
‘% Manage M Emai
| Upload
| Download

% Categories

Smart Views ;

Grading Periods\
Grading Sch
Organize Grade Cenler
Show/Hide Users

=

URIR121

2. Select Categories from the Action Link menu.
Return to TOC
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3. Click Add Category.

@ e " Click ADD CATEGORY

Create an unlimited number of Categonies, View the col which have been i - B0y in the list below. Default categories
cannot be modified or removed.
5 Add Category

Title Descriptson Columns

Class Participation class added imvoverment [mesity | [Remeve |

Discussion

Forum Grade Who are you? - (5 points) [woaity |

Interdews Client interdews. Self interview , Client 1, Client 2 [ Moaiy |

Test Assessment fraining

Wriing wiiting assignments [ Mosity | | Remove |
)

4. Enter a Name for the Category.

TRANEL—SCORACIFIC, ASIA DRIENT (STFA_TT_14_531) > CONTROL FAMEL = GRADE CENTER = CATEGORIES = ADD CATEGORY |

@' Add Category

@ Category Information

o Enter the NAME and DESCRIPTION for the

Description
© submit ' . |
Click Submit 1o finish. Click Cancel to qud
" Required Ficld
) )
5. Click Submit.

Modifying a Category

Default Categories cannot be modified. However, any Categories the user creates can be modified. To modify an
existing Category, follow these steps:

In the Grade Center page, in the Action Bar, click Manage.
Select Categories from the Action Link menu.

Find the Category to change and click Modify.

Change the Category Name or Description.

Click Submit.

A
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Removing a Category

Default Categories cannot be removed from the Grade Center. Only Categories that have been created by a user
and that are not in use in a course may be removed. To remove a Category, follow these steps:

1. Inthe Grade Center page, in the Action Bar, click Manage.
2. Select Categories from the Action Link menu.

3. Find the Category to change and click Remove.

SMART Views

Smart Views are views of the Grade Center based on a variety of student criteria. This enables Instructors to create
certain views of the Grade Center—based on performance criteria for gradable items such as Assessments or
Assignments—that quickly track Students. There are four different Types of Smart Views that specify the Student
information:

Group allows the instructors to select a Group, which was created in the course Groups are subsections
created in the User Management Area of the Control Panel. They are a collection of students selected by
the Instructor

Benchmark allows the Instructor to select Students based on performance

Focus allows the Instructor to select individual Students

Investigate allows the Instructor to select from a full list of Student attributes; this is a combination of the
options of the other three Smart Views.

Once built and saved, Smart Views become a selectable list item on the Current View drop-down menu of the
Grade Center page, enabling easy navigation from one view to another. Any Smart View can be saved as the
default view of the Grade Center. The current default view can be changed at any time.

Add a Group Smart View: Smart Views of Grade Center data can be based on Groups that have been created in a
Course.

1. Click Manage in the Action Bar of the Grade Center.

FEUTD GIU OLLTID YIUT UTLaN

%! Manage Mz Emai
o Ll

Download

Categones

Smart Views
Grading Perods
Grading Schemas
9 Organize Grade Cent

Y4 ShowHide Users

i=]
0

12181

e

2. Select Smart Views from the Action Link menu.
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3. Click Add Smart View. I]} Add Smart View

0 Enter a Name for the Smart View. This
is a required field and will appear in the
Current View Action Link menu on the
Grade Center page. It will also appear as a
link to the Smart View on the Manage Smart
Views page.

TFA_TY_184_857) » CONTRGCL, Pal, » QRADE CENTIER » SMANT vilfws » ADC BUANT Vil

Enter a Description of the Smart View. The description
© Selection Criteria will appear on the Manage Smart Views page.

Typo of View @) Group (Sslect one or mare groups |
O Benchmark (Select waers based on thew pedomance )
O Fogun (Salact indnadiadl ubars |

) investigate (Buld a full query based on user attributes | 9
Selact Critaria Selectthe groups 0 nchade i hia Smar View.Held dounthe Cuf bton 19 selct il Kems rm one drop doun Select the Search Type Group by selecting the

corresponding radio button.

Group ] Equaito [ Group project 1

Filter Results  Cotuming to Display in Results

e g e i Select the criteria Condition for the Group. Selections

o include: Equal to Not equal to

Chck Submit to fresh. Chck Cancel 1o quit
® Requined Field

Select the value of the Group, which would be the
Group name.

To include hidden
columns, click the check
box to Include hidden
information

Select the Filter Results by picking which Columns to
Display in Results from the drop-down menu

Click Submit ﬂ) to save the Smart View.

Add a benchmark smart view

A Benchmark Smart View is a view of the Grade Center based on students' performance on a single
gradable item such as a mid-tern exam. The process is exactly the same as the Group Smart View

explained above, but the Selection Criteria e are a little different:

e Select the

@ Selection Criteria
BENCHMARK choice

Type of View O Group (Select one or more groups )
® Benchmark (Select users based on their performance. )
© Focus (Select indmdual users )
O Investigate {Build a full query based on user attributes )
Choose the criteria based on a

Select Criteria  Select the user criteria o include.

User Criteria Condition Value: GRADE for any columns in your
Grade on Total { Score ) B4 Equalto [~ grade center
Filter Results  Columns to Display in Results: . .
Al Coms B L) tnclude hidden information Choose the columns to display in
— — the results. Since this is a
SMART view you have many
choices
All Columns. "
Nong (Show user information only) Return to TOC

+All columns which are shown to users
All columns which are hidden from users
Selected Columns Only
Selected Categories Only
Selected Grading Penods Only
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Add a Focus Smart View

Smart Views of Grade Center data can be based on a simple selection of Students and columns of

Gradable Items. Again, the criteria echoices are a little different but the process is the same as the
other Smart Views noted above

@ Selection Criteria

Users

All Columng:

Select Criteria  Selact the users and columng to include in this Sman View. Hold down the Ctr b
drop-down list

Salected Users [ [Betty Sandea

9 Choose the FOCUS view

Type ol View O Group (Safect o or more groups |
O Benchmark (Select users based on their )
@ Focus (Select indnadual users )
O imvestigate (Build a il query based on user attributes. |

Use the radio button to Select Criteria for All Students or
Bantug Yirtto i _— Selected Students. If Selected Students is picked, hold the

Control Key down and click the Students to include from the
e darwr selection box.

DonabweMancy &

A Select the Filter Results by picking which Columns to Display

Filtor Resubs mmmm..m—.,/_// in Results from the drop-down menu

/\ & O include hidden information __|

You can choose to show the hidden columns in the results

All Columns.

Hone (Show user information only)

1Al columng which are shown 1o users
All colsmns which are hidden from users
Salected Columns Only

Salected Categonies Only

Selected Grading Periods Only

Add an Investigate Smart View

Smart Views of Grade Center data can be based on a complex query of student and column attributes.

@ Selection Criteria

Type of View O Group (Select one of mere groups )
) Benchmark (Select users based on their performance. )
© Focus (Select indridual users.)
® Investigate (Build a full query based on us

er attributes. ) i ,
Select Critoria  Seluct the users® grade crteria 1o benchmark / For example, “Grade on Midterm
User Critena Condition: Value:

1 |Last Name k4 Bognswin&d

eChoose the investigate option

____—— Select Student Criteria from the drop-down menu.

T Select a Condition from the drop-down menu. The
Formula Editor ‘:_I possible selections differ with each type of item.
ISR Y) cnoe For Names, the condition must be set to either
Filtor Rosults  Columns to Display in Results: Begins with or Contains.
Columns Used in Criteria &4 [ Include hidden information

Return to TOC

For Dates, the condition must be set as either
Before or After. For scores or percentages, the
condition must be one of a number of options, such
as Equal to, Less than, Greater than, and others.
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@ Selection Criteria

Type of View O Group (Select one or move groups.)
) Benchmark (Select users based on their performance. )
O Focus (Select indnadual users.)
@ Investigate (Build a full query based on user attnbutes.)

Select Criteria  Seloct the users” grade criteria to benchmark

User Critena Condition: Value:
1 | Last Name 4 | Begins with 5
Add User Crieria

Formula Editor

Filter Results  Calumns to Display in

Columns Used in Criteria
\

Include hidden infoemation

alen rhnnce tnincliide hidden raliimnce

Manage Grading Periods

9Enter a Value for the condition. The value entry
depends upon the criterion selected. Date criteria
require specific Date values; Name entries require
specific letter or name entries. A Value entry will specify
the Student Criteria for the Smart View. For example,
entering “60” as a value for a Midterm test would pull all
students who scored 60 or less on the Midterm test.

To add a second Student Criterion, click Add Student
Criteria, and make additional selections. Criteria are
always added as AND statements. The formula for the
query is displayed in the Formula Preview box.

Select the Filter Results by picking To edit the formula manually, click
which Columns to Display in Results Manually Modify and enter a new
from the drop-down menu. You can formula.

Grading Periods are user created segments that can help manage the Grade Center. Grading Periods, for example,
can be defined as Terms, Semesters, Quarters, Years, and so on, and can have date ranges that further define
them. Grading Periods are not created by default. If desired, they must be defined by Instructors.

Defining Grading Periods and associating Grade Center columns to a Grading Period allows Instructors to
effectively organize and report on Grade Center data. Instructors can filter the Grade Center by Grading Period to
display only the columns in the segment. For example, an Instructor may configure the Grade Center to display the

First Quarter columns, reducing searching and scrolling.

1. Click Manage in the Action Bar of the Grade Center.

FEUTD G OLLTID YIOUT UTLaND

) Manage M Email

:
Del_Smart Views _y:
od Grading Peniods  \
— Grading Sch

D_ Organize Grade Center
Do ShowiHide Users

2. Select Grading Periods from the Action Link menu.

3. Click Add Grading Period. @ Add Grading Period
Return to TOC
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°Enter a name for the grading period. This
will appear on the Manage Grading Periods page

Add Grading Period
®’ / Enter a Description. Adding a description to the

'@ Grading Period Information Grading Period helps to identify and organize
"‘“‘I_ m— different Grading Periods.

—
I ,_‘ 9 Enter a name for the grading period

© Range Start Date Select the Grading Period Dates. If a date range has
w @2Q2ego ’
been specified, checking Associate Existing Items will
End Date ;
~ g ngE associate all Grade Columns and Calculated Columns

that were previously created with Due Dates to the
Assoclate Columns [ Associate this Grading Period with all columns that have a Due Date within this date range.

e corresponding Grading Period
o Submit
Chick Submit to finksh, Chick Cancel to qut.
e Foko //< 9CIick on the SUBMIT button
[ ——a |
T R— S
| @ SUCCESS: Succsstuay modtied Grading Pesod:tost. e |

@ o e

Associste multiple columns with a Grading Period or change the order in which they appear in the Grade Center from the Organize Grade Center

| [ Add Grading Period 1
st test Jul 21, 2008 - Aug 29, 2008 [ Bamows |
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Managing Grading Schemas

A Grading Schema is a diagram based on percentage ranges that matches scores to specific grade displays. For
example, a student’s raw numeric score on a quiz that has 100 possible points is an 88. In a Grading Schema in
which a percentage of 87.5 to 89.5 equal a B+, this score results in a B+. If the grade display Letter option is

chosen, the B+ will display to the Student. Grading Schemas may be edited or added to an ongoing Course and
grades will be updated to reflect the changes.

When a Grading Schema is employed, and depending on the grade display option, the Grade Center will translate
the entry according to the Grading Schema and display the corresponding value. For example, if a column is
configured to display Pass for all percentages above 70%, then, when the Instructor enters 89%, the Grade Center
will display Pass. There is no limit to the number of Grading Schemas an Instructor can create.

Upon creation, a Grading Schema is included as an option in the Primary and Secondary Display option in creating
a Grade Column or Calculated item There are already default grade display options.

1. Click Manage in the Action Bar of the Grade Center.

FEIUTD GIR GLLEID YIOUT UTLanD

“%/ Manage Mz Email

Download
Categones
Smart Views

Grading Penods
Grading Schemas  \|
Organize Grade Center
Show/Hide Users

r—ri—=

JEIEIEIE .

2. Select Grading Schema from the Action Link menu.

3. Click Add Grading Schema. Ijh} Add Grading Schema

TRAVEL-SOPAZIFIE ASUA CRENT (A7FA TT 144 _831) » CONTROL PAMEL » AADE CENTER » GRADING SCIHEMAS » ADD

@' Add Grading Schema

© Schema Information
" Nama I

Description

@ Schema Mapping

(Grades scored betwsen st |

Click REMOVE ROW to
delete a row of schema

50 % and 100% E A 5
] % and less than 50% F F ] Eemcn How
€ Submit
Chick Submit to finish. Chck Cancel to quit
" Required Fald
ECineiE)

e ——

Grade Center columns that are sutomatically ge will be comerted 1o this display option according to the transiatons
provded below. In onder to enter grades in the Grade Center manually using this s from each symbal into a percentage of
pewls poasible must alao be prowded

|mﬂhm

oEnter a Name for the Grading Schema.
The name will appear in the drop-down
menu for Primary Display and Secondary
Display when adding an item to the Grade
Center as well as on the Manage Grading
Schema page

Enter a Description for the Grading
Schema. The description will appear on the
Manage Grading Schema page and can
assist with identifying the Grading Schema.

e Enter the Schema Mapping
information. By default, any new grading
schema will have two ranges of percentiles
from 50% to 100% and from 0% (zero) to
less than 50%.

9 Click the arrow to insert a new row
into the schema to enter additional
display values.
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50% and 100% Pass Pass 100%

0% and less than 50.0% Fail Fail 0%

Note: The dash symbol “—“cannot be used as an entry. The dash represents a Null value.
Each Display Symbol must be unique in the Grading Schema.

The percentage range given for each grade value must begin with the lesser value listed first. The values must also
overlap. For example A =90 — 100%, B = 80 — 90%, C = 70 — 80% and so on. Ranges must be set up in this way to
avoid gaps that could occur when a score falls in between numbers in the range. The range of 80 — 90% includes all
grades up to but not including 90%. The top range does include 100%.

Modify a Grading Schema

Once created, Grading Schemas can be modified. To modify a Grading Schema, follow these steps:

Click Manage in the Action Bar of the Grade Center.
Select Grading Schema from the Action Link menu.
Find the Grading Schema to modify and click Modify.

Make any changes to Name, Description or Display Symbols and their corresponding percentages.

LA S

Click Submit. Once submitted, all columns using the Grading Schema are updated to reflect the changes.

Copy a Grading Schema

Once created, Grading Schemas can be copied and used again. Upon Copy, the new Grading Schema name is
prefixed with “Copy of” followed by the name of the original schema. To copy a Grading Schema, follow these
steps:

1. Click Manage in the Action Bar of the Grade Center.
2. Select Grading Schema from the Action Link menu.

3. Find the Grading Schema to copy and click Copy.

Copied Grading Schemas may be modified by using the steps in eh sub-section above, Modify a Grading Schema.

Return to TOC
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Organize Grade Center;

The Organize Grade Center page aids in configuring the Grade Center display. The Grade Center display can be
customized to:

e Freeze or unfreeze columns. If a column is frozen, when scrolling through the Grade Center view, that
column will remain stationary.

e Hide or show columns.
e Modify the Categories of columns.
e Modify the Grading Periods of columns.
Some of these changes can be implemented through the drag-and-drop capabilities of the page.

Change the display of the Grade Center, follow these steps:

1. Click Manage in the Action Bar of the Grade Center.

FEUTD G OLLTID YIOUT UTLaND

) Manage M Email

'

Smart Views 1
Grading Penods
Grading Sch H
Organize Grade Center
Show/Hide Users

2. Select Organize Grade Center from the Action Link menu,

3. Select the Grade Center column (displayed on the screen as a row) to be moved by clicking and holding
any part of the row.
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@' Organize Grade Center

Columns which are Shown in all Grade Center Views will be visible in the Grade Center at all times. f no Grading Periods have been created all other
columns will be Shown in Selected Views Only and are only visible in the Full Grade Center View and all appropriate Smant Views, if Grading Periods
have been created columns which are not associated with a specific Grading Pesiod will be identified as Not in a Grading Period. Rearder columns by
dragging them to the desied location. f Grading Penods have

@ ShowHide © 5 Modiy Category ~ &9 Modify Grading Period -
= Shown in All Grade Center Views

been created, rearder them using the contexdtual menu. Add or madify Grading Periods on the
Manage Grading Periods page. Other bulk actions can be performed using the action bar options.

4. Drag and Drop the row to the desired location.

The heavy black line
shows the new position

of the row. Let go of the
mouse button to set the
new position.

Click and hold in the gray
area and drag the row to
the new position

= Shown in All Grade Center Views

Grnding Pariod

Grading Period Due Date Creation Date
7
“ [ | Student ID (Hidden) Institution
| [ |Last Access ituti
o Availability Institution
= test
= Not in a Grading Period
1 Name B Grading Period category B Due Date B3 Creation Date B Points Possibie B2
| [ | Total (Extemal Grade) Nat in a Grading Calculated Grade Hone (]
% Period
| O |Weighted Total Mot in a Grading Calculated Grade Hone 0 ||
7 Pariod
[ O] who are you? - {5 paints) [Nt in a Grading Forum Grade None Sep 23, 2007 5 ||
7/ [] |Plagiansm Test Nt in a Grading Institution Oct 26, 2007 Oct 18, 2007 ] I
i Aasiaa

Return to TOC

In this example a row is
being moved from the

Sudent 10 (Hidden)

Mot in & Grading
e

Not in Grading Period

a
(5
& E!ﬂug:-ml Grade]

S ——

area to the Show in All

# tast

= MNot in a Grading Period

Z.acing Puriod Category

s Date B

Grade Center Views

5. Click Submit to save changes.

Once the display order of the columns has been changed, all new columns added to the Grade Center are added at
the end of the display order, unless associated to a particular Grading Period. If a Grading Period is associated to a
column, then the column will display in the Grade Center within the Grading Period range.

Hiding and Showing Grade Center Columns

Instructors have the ability to hide any columns from displaying within the Grade Center. Hiding a column from
displaying maintains all existing information associated with the column, but prevents it from being seen within

Multimedia Technology and Instructional Support- Blackboard Training Document 26



Blackboard Version 8 Grade Center

the Grade Center. Hiding columns that are not currently being used reduces the length of the grid, thus reducing
the need for continuous scrolling.

To hide a column, follow these steps from the Grade Center page:

1. Move the cursor over the column to be hidden.

2. Click the Action Link ' to display the contextual menu.

* Column
Information

* Modify Column
* Hide Column
* Column Statistics

Close Menu

3. Select Hide

Column.

Or:

1. Click

Smart Views

nage in the Action Bar of the Grade Center.

fous usiana

M Email

Grading Penods

Grading Schemas

—1 Organize Grade Center

Do ShowiHide Users

2. Select OrganizeGradeCenter from the Action Link menu. Return to TOC

Institution

s.ider:: ID (Hidden

nstitution

O
Lagt Access

6. Click Submit to save changes.

Hide Selected Columns

Institution
Awdilability Institution
'
1

3. Select the check boxes
of the Grade Center
columns to be hidden

4. Click Show/Hide. Hidden columns
will appear grayed out in the Grade
Center view

Show Selected
Columns

Show Selected
Columns in All Grade
Center Views

5. Select Hide selected
column from the Action
Link menu.

Instructors are able to reveal hidden columns along with all the associated data, restoring the display in the Grade
Center. To show columns, follow these steps:

1. Click Manage in the Action Bar of the Grade Center.

2. Select OrganizeGradeCenter from the Action Link menu.
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3. Select the check boxes of the Grade Center columns to be revealed.
4. Click Show/Hide.

5. From the Action Link menu, select Show Column.

6

Click Submit to save changes.

Making Columns Visible to All Views of the Grade Center

Grade Center Views can be customized using different criteria, one of which is Grading Periods. To maintain
consistency among different views of the Grade Center, some columns such as a final grade column can be
selected appear in every view of the Grade Center.

Columns listed under Shown in all views of the Grade Center appear in all views. To make columns visible in all
views, follow these steps:

1. Click Manage in the Action Bar of the Grade Center.

FEUTD G OLLTID YIOUT UTLaND

M Email

Smart Views
Grading Penods
Grading Sch
—1 Orgamize Grade Center |
De™ Showitide Users

2. Select OrganizeGradeCenter from the Action Link menu. 3. Select the Grade Center

Column (displayed on the

= Shown in All Grade Center Views screen as a row) to be moved
i Creason Daw Points Poasitie into the Shown in all views of
the Grade Center table by
clicking and holding any part
Elsa s of that row.
[ [Total 4Etumal Grade) Not in a Grading [Calcutated Grads fiono o
i mst 4. Drag and Drop the row into the
= Notin a Grading Period Shown in all views of the Grade Center
3 dhng Paio gory [ £ 3 ; 3 table. The heavy black line indicates
1| Total {Extemal Geade) Hot Calculated Grade Hene o . e
where the row will be positioned
[ | Weighted Total Mot in a Grading Calculated Grade Hene [
|| 07 |Whe are you? - (5 paints) E;.Z'“"‘“ Forum Grade Mone |5¢p7_12m\7 5

5. Click Submit to save changes.

To remove columns from the Shown in all views of the GradeCenter section, follow these steps:
1. Click Manage in the Action Bar of the Grade Center.
2. Select OrganizeGradeCenter from the Action Link menu.

3. Select the Grade Center column (displayed on the screen as a row) to be moved from the Shown in all
Grade Center Views of the Grade Center table by clicking and holding any part of that row.
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below.
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5. Click Submit to save changes.

Freezing and Unfreezing Panes

Grade Center columns can be frozen in place so they do not move while scrolling through the other data. The

columns containing students’ first and last names are frozen by default. Frozen columns remain in position on the

left side of the Grade Center while the rest of the columns can be scrolled through. This feature can be used for

example to easily match up individual students with their data across the length of the Grade Center. Instructors

can freeze and unfreeze any of the columns on the Organize Grade Center page.

To freeze or unfreeze a column in any of the Grade Center views follow these steps:

1. Click Manage in the Action Bar of the Grade Center.

2. Select OrganizeGradeCenter from the Action Link menulE'.

@ Organize Grade Center

@ ShowHide ©* FF Modify Category -~ &3 Modiy Grading Period
= Shown in All Grade Center Views

Grading Period

Category

Columns which are Shown in all Grade Center Views will be visible in the Grade Center at all times. If no Grading Periods have been created all other
columins will be Shown in Selected Views Only and are only visible in the Full Grade Center View and all appr
have been created columns which are not associated with a specific Grading Pesiod will be identified as Not in a Grading Period. Rearder columns by
dragging them to the desired location. If Grading Penods have been created, rearder them using the contextual menu. Add or madify Grading Periods on the
Manage Grading Periods page. Other bulk actions can be performed using the action bar options.

Creation Date

oprate Sman Views. f Grading Periods

Points Possible

Usemame

Institution

O |Student 1D (Hidden

[] |Last Access

Institution

[[] | Awaitability

Institution

= test

= Mot in a Grading Period

Grading Period Category Due D e Creation Dat + B Points Possible
[[] |Total (Extemal Grade) g:tﬁ;:a Grading Calculated Grade None o
[ [ [Weighted Total NotinaGrading |Calculated Grade Hone 0 ||
[] |[Who are you? - (5 points) :::?:a Grading Forum Grade None Sep 23, 2007 3 |'
--D_Fogiuim Test |§;§Ea Grading | Institution Oct 26, 2007 Oct 19, 2007 ] I
——

To freeze a column:

1. Drag the dark gray bar down below the desired row.

2. Dragarow above the dark gray bar.

To unfreeze columns:

Reverse steps 1 and 2 above

Click Submit to save changes.
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Show/Hide Users

Show/Hide users allows faculty to not see users that have not been dropped from the class permanently
in Web Advisor but have stopped attending the class. Show/Hide users removes them from the grade
center view only and will reduce the number of rows in the grid.

[F]
TRAVEL—SCPACIFICASIA ORIENT [B7FA_TT_104_501) » CONTROL PANEL * CRADE CENTER » USERS
@ Users
Selact the desired users and choose to Hide them from the Grade Center View. Show users who have been hidden by selecting them and clic . 3. Check the users to be
dg HideUsers  Jo Show Users hidden.
= AT 3ot I a
[ |Betty Sandra sb05E61, Shown
[ |Bantog Yvetto o5 56260 Shown
] | Alisea Shannon sal559225 Shown
0] |Ward Lilian ToOsEee__ Shown
[ [Moraies e bm0537982 Shown
Dlmm Stacy sb0600305 Shown
[ |Reyes Jannder 1433330 Shown . .
O [Gomez Sohvador SqeTIZe Stomn 4. Click Hide Users
[ | Tapawan Jammie 10528864 Shown
Dlﬂnnﬂml Hancy nd05579%2 Shown
[ |Asias Julie ja05T2676 Shown
] | Coronado Emmanusl ec0523453 Shown
0] [Rose Katie kr0540793 Shown 5. Click the SUBMIT button. The
8 e shetricnt student name(s) will turn gray
] | Limon Robero 0575442 Shown
[ | Avarez lrma 120125020 Shown

To hide users follow these steps:

1. Click Manage in the Action Bar of the Grade Center.

FEIUTD G SLLEID YT UTLaND

Mz Email

2. Select Show/Hide Users from the Action Link menu.

To Show users that have been hidden repeat step 3 above and click on SHOW USERS O show Users
Return to TOC
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Using Email:

Email can be sent from the Grade Center in two different ways, depending on whom the Instructor would like to
contact.

To send mail to a group of selected students, the students and their observers, or just the observers for the
selected students, follow these steps:

1. From the Grade Center page, select Students in the Grade Center by checking the box adjacent to their
names.

2. Click Email in the Action Bar. FE Email

r‘t@ Email {ih] Reports
Emali Selected Users

Email Selected Users
and their Observers Action link Menu

1 Email Observers for

Selected Users
Emall Other

3. From the Action Link menu, select the type of recipients, Selected Students, Selected Students and their
Observers, Observers for Selected Students, or Other.

oThe selected email recipients. Although an
email is sent to the selected group, each
individual recipient is not aware of any other

recipients.

@ Send Email 2. Add additional Blind carbon copy
recipients here in the form of regular email
Email Information
° / addresses i.e., johndoe@hotmail.com
To Betty, Sandra, Banlug, Yvetie, Alarez, Irma, Anas, Julio

Additional Recipients (Bec)

From Larry Lambert 3. The Senders name

Subject _ ]

Message 4. Fill in the Subject and Message
/ fields on the Send Mail page.

5. If a Return Receipt is desired, select
the check box.

Retum Rmip:_lﬂ/- 6. Click Attach a file to include an

Attachments Attach a file attachment to the message.
@ Submit
Click Submit to finish. Click Cancel to quit

A copy of this email ygl to the sender. /‘

Cmenl ) (_Subma DN

Return to TOC
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To send mail to individual students from within the Grade Center, follow these steps:

1. Move the cursor in the First Name cell or the Last Name cell of the mail recipient.

- Last Access Availabilty BT v Total B
[ |Alisea ¥ Shannon 1530599225 December 27, 200| Available 45.00
I |Aivarez plimhg |ia0125020 December 20, 200| Available 0.00 ]
Y
\

»
. Click the chevron Link menu ™ to display the drop-down menu.

* Send Email
* Hide Users
* User Statistics
* Adaptive Release

. Click Send Email.

Clese Menu

4. Repeat steps 4-7 above to complete the email process

Using Reports

Instructors can create printable Reports for their Courses and Students. For example an Instructor can create a
Report, like a progress report, that contains all of the grades from a particular marking period for a defined group
of Students in a class, such as special-needs students or transfer students. This Report can then be printed, and
handed out to each Student, Parent, or Guardian.

Reports can display all or a number of Students, Groups; and Grade Columns or Calculated Columns, a Grading
Period, or all of the columns in a Category.

Reports can be customized in a variety of ways, including Report header and footer information. Reports can also
include a signature line, date, Course Information, and so on.

Reports print one Student per page

To create and print a read-only Report, follow these steps:

1. Inthe Grade Center, in the Action Bar, click Reports. |I|-| Reports

@ Grade Center

Grades can be entered directly from the Grade Center page. To enter grades, click on the cell, type the gradq value, and press the
Enter key to submit. Use the amow keys or the tab key to navgate through the Grade Center. Use the cont al menus to modify
column properties and access grade details.

<4 Add Grade Column 4 Add Calculated Column “&] Manage Mz Email [ Reports [ Grade History

Return to TOC
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2. Select from the following possibilities to be included in the Header Information of the Report:

TRAVEL =0RALIFIC ASAA ORIENT (27FA_TT_404_301) » CONTROL FANEL » GRADE CENTER » GENERATE REPORTS

ef Generate Reports

Select the information to be included in the Report. Chck Preview to vew the report
selected data. Chick Submit to view the repor and retum to the main Grade

@ Header Information

changes to the

/‘ o Type the title of the report
/{ Displays the report date

Select what to inchude in the header of sach report |— Displays the school name from the first tab (can
[ Report Name be edited later)

O Date July 22, 2008

[ Institution Name | MY WELCOME PAGE /—{ Displays the course name and course ID

[ Course Information Travel-—Sopacific Asia,On . .

O Displays the instructor name on the report

[ Teaching Assistant Names
[] Custom Text

0 Users
Select the users for whom reports will

Al Ugars
Al Usars in Group

.

Displays any teachers assistants names on the
report

‘( Add any customized message here to be displayed in the report

eSelect the students to be included in the report. Group
names and a list of users will be displayed for you to view and
select from

@ All Users :n_Grn_up
|Group progect 1

3. Select the Students to be included in the Report:

Choose to include any hidden users in the report

o All Students This will include all students in the Course on the Report.

e All Students in Group Select a Group to be included in the report. A Group must be created before it can

be chosen when creating a Report.

e Selected Students Select one or more students in the course. To choose more than one students, press

and hold Ctrl + click the names.

Note: The Instructors can only choose students within the section being used.

Return to TOC
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1. Select from the following possibilities for the Student Information to be included in the report:

] . e The first and last names are included by default. Remove the
| @ Vssr itormarion checkmark from the boxes to remove the names
Slect whech user information to include in the
[¥] First Name o
[ Last Name Choose the columns you want to include in the report. You can
O Usemame also include hidden columns not visible in the grade center
[ Student ID
[ Last Access |m—mm e e e —m - = .
@O Columns Lt 1
Select the columes to inchude inthe rapots. _ _ _ — — =~ ~ 7 - @ All Columns in Grading Period :
@ AN Columns i e e e e [~ : et ' 1
© AN Columns in Grading Period . — :
© Al Calumns in Categery Ss~==o___ 1 .
O suoctoacoumms R
Dlinclude Idden columas n rpots Tt T TTee—o fo======--=—=- I
'@ Column Information e B Tt --s ! !
mnmmamhhmu}im::ﬂwnm. "“~~___~ 0%#% :
] Description \\\\\\\~\ F-—————————— : .‘I;;\;_ussion :
L] Due Date S~ Y : ! E."',..f"mm !
. O sutistics Medisn [ S~ o N @ Selected Columns I : |Intenviews :
@ Footer Information K Tw“?’ oot I 1
Salect what ta include in the footer of sach repot. X w:'?:m yw;'(s : """""""
[] Custom Text : Plagiarism Test :
¥ aSelect the column information to be included in the Report. This is
[ Signature Line the information that is associated with a particular Grade Column or
O D iy 22,2008 | Calculated Column. This information was created during the creation of
; 0 Course normation Trav—Sopeciic Asia.Or) a column. The Column Name and current grade will display
@ submit automatically in the Report, and these cannot be removed
Click Subemit to finish. Click Cancel to quit.
@ Select the Footer Information to be included in the footer of the report.

2. Click Preview _freview J to open the Report in a new browser window, leaving the Report creation browser
open as well.

3. Click Submit -ﬂJThiS will display the report in a new browser window, but the Report creation
browser will return to the Grade Center page.
4. Print the report using the browser window’s print function.
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This is an example of a completed report for one student. If all students are selected or there are multiple
pages you will need to scroll down to see the other student reports.

Click the PRINT button & Print
to print the report
Training Report fo r Southwestern College
from the webpage Instructors: Larry Lambert Larry Lambert Travel-—Sopacific Asia, Orient( 07FA_TT_164_501)
July 22, 2008

Grade Information

ltem Grade Median
Total 177.00 57.56
Weighted Total 37.68% 2213
‘Who are you? - (5 points) 5.00 5.00
Plagiarism Test 9.00 10.00
Self Interview 15.00 13.00
Client 1 25.00 0.00
Client 2 0.00 0.00
Audio

Interets Survey v 0.00
CHapters 4143 75.00 75.00
Extra Credit - 15.00
Term Paper 48.00 2250
End of class survey v 0.00
Paper 4 -

DLS 0.00 0.00

Assessment training

This line indicates a
page break will
happen here when o

Report Generated: July 22, 2008

printing Travel—Sopacific, Asia, Orient( 07FA_TT_164_501 )
Page Break
Grade History

The Grade History page in the Grade Center acts like a log file that records all of the changes that
occur to grades within a Course. The Grade History page displays all the data for grade submissions
within a set date range. It is possible to manipulate the view and export the information.

Altering the View of Grade History

The Grade History page can be filtered to display entries within a date range. It can also be sorted to display items
by column name, score, or date.

Return to TOC
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To display items within a date range follow these steps:

1. Inthe Grade Center, in the Action Bar, click Grade History. @ Grade History (if you have a large class with
a lot of grade activity it could take a while to show the results)

=,

8 U ACCT 301 PRINCIPUES OF ACCOUMTING || FINANCIAL RESU_ACCT_101_SUPTRCCURSE_K1_8D) » CONTROL PAMEL » GRADE CINTIR » ORADE MIFTORY

@’ Grade History

Click Enable Grade History 1o stan tracking grade changes. Clhick Disable Grade History to stop raclkang grade changes Chck Clear
Al Grade History to erase all existing entnes.

EDF Download [ Clear All Grade History [ Disable Grade History

Last

Column Modiied by Ussir Altempl Subwralloed Cormimenis
Jul 22, 2008 105 Twanya Attemnpt Grade Jul 22, 2008
11:08:41 AM Brass 10.799999999993999  11:08:41 AM
Jul 22, 2008 113 Veronica  Aftempt Grade 19.0  Jul 22, 2008
10:44:30 AM Garcia 10:44:30 AM
Jul 22, 2008 101 Veromca | Alternpl Grade Jul 16, 2008
10:34:19 AM Garcia cheared 8:21:35 PM
Jul 22, 2008 10-4 Twarya Adternpt Grade Jull 22, 2008
10:20:02 AM Brass B.ISTV4285T142858  10:-20:02 AM

2. Scroll to the bottom of the Grade History page.

e Select the data parameter from the drop-down menu Display Entries from Past

2008

17PM 7Days |
2008 |4 Days |
4 PM i

=|Eogs
=5
LS’

Display Entries from Past %ﬂ;—'

e Click Go.

To sort items to display by order of a column, click on a column heading. The column will display in descending
alphabetic, score, or date order, depending upon the column chosen.

Exporting and Downloading the Grade History File

The Grade History can be exported as a delimited file and downloaded to local machine.

To export the Grade History, follow these steps:
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BRI

1. Click Download from the Grade History page. E& pownload

285U ACCT 191 PRINGIPLES OF ACCOUNTIN |- FINANCIAL (H3U_ACCT_101_SUPERCOURSE_301_802) > CONTROL PAMEL > QRADE CENTER » GRADE oseIECt the delimiter (information separator)
Tab delimited is commonly used for Excel files.
@f Download Grade History

© Options
Comma-delimited Bles { C5V) have data items separated out by

Chose to add the comments included in the
grade history. This will add to the download
out by tabs. Both are commaon types of data files and can i .
opened directly in Excel. CSV comma-delimited i i - time.
Delimiter Type ©Comma @Tab
© submi /‘

Include Comments ) Yes & No
Click Submit to finish. Click Cancel to quit. g Click SUBMIT

EEEE) (SN

5. Click Download the save the file to a local machine.

Clearing Grade History

A Grade History can be cleared, flushing all the data, by clicking Clear All History. ﬂ Clear All Grade History This action
is final and cannot be reversed. To ensure that data is not lost, download the Grade History before clearing it.
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Disabling Grade History

The Grade History feature may be disabled, so that no data is kept in the Grade History report.

To disable the Grade History, click Disable History. @ Disable Grade History

TRAVEL—SOPACIFIC ASIA, ORIDNT (3TFA_TT_164_501) » CONTROL PANEL » GRADE CIONTIR » QAADY MIFTORY

IQJ SUCCESS: Grade History successiully disabled

=} |

@' Grade History

All Grade History to erase all misting entries

0 Total Entries
Dssplaying Only Entries from Past 14 Days

Click Enable Grade History to stat tracking grade changes. Click Disable Grade History to stop tracking grade changes. Chck Clear
ELF Download () Clear All Grade History (g Enable Grade History
Grade History is dissbled. Actions will not be logged e

Last
Date (= Modified by User Value Altompt Suteritied Comments

Display Enties bom Past | 14 Days |4 % |

e

To enable the Grade History, click Enable History.

“/‘ The ribbon will tell you of either success or failure

Click on Enable History to continue to record

grading history

Note: This is an Administrator setting as well, and may not be made available to Instructors.
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