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Blackboard Version 8 Grade Center

he grade center has replaced the previous versions Grade book. 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;

Library Resoarcos

TFA_TT_184_80) 5 CONTROL PANEL & (RADE CENTER

@ Grade Center

Grades can ba enteved dewctly from the Grade Conter page To enter grades. chek on th oall type the jrade value. and presa the Enter kiy to submd Use the arow kirys of the (b kiy Lo niagate thicugl
Grade Corfer Use the contextual mens to moddy column properiars and access grade detals

<l Add Grade Columen o s Calculated Column © % Manage ©  Bopeay [ Repons (g Geade Hastory
Current View: Full Grade Conter ~ | SatanOetest | Sort Columns By: Layout Postion

4500 500 500 0.00

Hasen Shannon ocalabie

I |abane: ma 50125020 Decernber 20, 20| Auadabie 000 000 0.00 0.00

I |aias ot J90STZ6TE Decermber 9, 2007 Aalabie 1400 500 300 0.00

™ |Bants veute V60596280 Decernber 22, 200| Avalabie 15,00 17.39% 500 10.00 0.00

I |oeny Sancra 0566121 December 26 200] Aueatabie 17700 7 68% 500 500 15.00

T |Bim |stacy 260600305 October 28, 2007 | Avadable 004 0.00% 0.00 0.00 0.00

I~ |Bemomes (Manane e Decermber 5. 2007 Auadabie .00 17.39% 00 10.00 0.00

I |Coronade |Emmanust 0520453 Decemmber 2. 2007 Avalabie 10900 26.86% 500 10.00 o

I |Donahoe Hancy 05972 Decermber 18. 200| Avalabie 20500 45 80% 500 10.00 1200

I |Gomaz |sabador *g0IaT128 Decornber 19, 200] Analabie 20500 4187% 500 1000 15.00

I |umen Roberto A0575442 Docoenbar 25, 200| Avadabie 150,00 10.14% 000 000 15.00

T |Morates Btz bm0SITI82 Noweenber 8, 2007 | Aucadabie 15,00 17.39% 5.00 10.00 0,00

I |Reyes Jerndee F0429000 Decuerbae 18, 200] Aundabie 21000 47.4% 500 10.00 15.00

r |Rose Kate k0540793 Decerrbar 18, 200| Avadatie 17800 37 65% 500 10.00 15.00

I |Tapawan Jarmie 0528564 Decernbar 21, 200| Avadatie 153,00 7 5% 500 10.00 1500

r Liisn ha058305T Decarnber 19, 200| Audable 200,00 41 83% 500 10.00 15.00
bﬂ_ 5]
i ade Informaton Bar L]

This is an overview of the
grade center as it appears

in your Blackboard course
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The Grade Center toolbars: (o)

9 Add Grade Column | o Add Calculated Column %) Manage ©  RigEmgji -~ [ 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 -~ | Set as Default Sort Columns By: Laya.lt Position ~

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

™ Last Name First Name Usemame 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

Seton Hall University
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The Basics (top)

EEFA_TY_184_551) » CONTROL PlNEL » GRADE CENTER.

@mm

Grades can be entered deectly from the Grade Center page To enter grades chck on the cell, yTs the rade valos and preas thie Enter kiry 1o submd Use the smow keys of the Lab kiy to naagate thiougl
Grade Certer Use the contntual menus 1o modty column propertes and SCceis grade detals

| G Add Grade Columnn | L pg Calculated Columa © % Manage ©  Bapmas [ Repots (g Grade Hastory

Current View: Full Grada Conter [ Satas Dotst | Sort Columns By: Layout Postion
a5 ¥H225 Aovdabie
|l' Anares lirma 128020 December 20, 200| Aunlabie 0.00 0.00% 000 0.00 0.00
| |anas iy BOSTIETE Decermber 9 2007 Auadatie 400 17.39% £ 00 900 0.00
T [ Bartug Yeuta yROs R Decomber 22, 200 | Avadabie 1500 17.39% 500 1000 0.00
I~ |Beay [Sanara sbOE6121 December 26, 200| Avaable [ T 6% 500 3.00 1500
[ |nem Tanaey 60600305 Octuber 28, 2007 | Avalable 000 0.00% .00 000 0.00
|~ |Bomomes. |Mariang mbOSE December 9. 2007 Avadabie 95.00 17.39% S00 10.00 0.00
| |coronage Emmanue ecOSTMEY Decembar 2. 2007 Avaatia 109,00 % 85% S0 10.00 14.00
I |Donahue |Haney na0saTHa2 December 18, 200] Avalabie 206.00 45.80% 500 10.00 1200
T |Gomez l&. g1 128 December 19, 200| Avadable 20500 ATEY% 500 10.00 1500
| |umen |Robena 057442 December 25. 200 Avalabie 150.00 10.14% o 000 15.00
r bmiL 37982 Movernber B, 2007 | Avadable 1500 1.3% £00 1000 0.00
|Uoraies [N
| |Reyes Jenndee FOLI5330 Decormber 18, 200| Auadable 210.00 AT 83% £00 10,00 1\ 1400
I |[Rose |Kate 0840793 Decomber 18, 200| Aadable 7800 6% 500 000 '\ 1500
I |Tapawan [ |iamie ] December 21. 200/ Availatie 153.00 21.54% S00 000 | [1500
ml’ Litan OS8805T Fuadatie 200 00 AT B 500 1000 \ | 15.00
T —
[ | N o
¢ 1 A N e -
1 ,° -
,/ ,’ This is the scroll bar to move back and forth 1
1
,l " To enter grades, click 1 2
g ‘\\ directly in the cell and : 500 ;:g
. 0.00 ¥
1 These are the options you type in the grade, then hit 1 oo
* Send Email / have when you click on the enter : '
* Hide Users 1 drop down chevron by a \
5 win 1 N
? User Statistics . student first name, Last Se--| emmmm e
* Adaptive Release 1
Eacopieraees 1 Name, Username, Last If you enter a grade and
Close M ilabili
—m e ,' Access and Availability move off the cell without
N e e e e 7 entering, you will see this
pop-up window and need G i o e——
to confirm you want to (D). et . ot i e
save the grade
=]
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Grade Columns Toolbar Explanation gon

A _TY v 85 COMTIR Paadi v GRAOE CENTER

@'mmm

Draden can be enfered deectly fom the Grade Conter page To erter grades. clck on the coll, type the grade walue. o press the Enter kry 1o submat Use the arvow ey of the Lab key (o nagate thioug
Srade Certiar Use the contextual manut to moddy column properes and 3ot grade detals

S Add Grade Colame O pgs Calcuisted Column =~ W MIRSGY ©  Fopeny o (0 Repoas (8 Grade Hatory
Current View: Full Grada Conter ~ | Satsatutat|  Son Columns By: Layoet Poston

Column information gives you

/,’ // You can only HIDE the information such as category,
g - ~q uncalculated columns such > lCqumn whethe.r it is |nc|ude.ed in thc.e grade
| . | as Last and First Name, nformation calculations, and primary display
: e | Username, Last Access and > Modify Column
X Close Menu X Availability > Hide Column Modify Column allows you to change
l\ /l > Column Statistics important information and display

” Set as External
[ Grade

> Remove Column

Hide Column removes it from the

Set as External Grade will grade center view. To show this

show students their score for column again you need to go to the

Close Menu f
that column in a module on organize grade center area

the Blackboard tab

Column Statistics shows statistics,

Remove Column permanently status distribution and grade

deletes the column and any
grades in it

distribution of that graded work you to
change important information and

Seton Hall University
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Organizations Toolbar Explanation op)

@mm

(TFA_TE_a_S0) » COMTIRCK, FaSEL » GACH CEMTER

Srades con be enlered dewctly bom the Geade Conter page To erted gradies chok on the coll, bype the grade valus, and press the Ender kory 10 submd Use the amow ks of the Lab key Bo naagate thioug
Seade Certter Lise the contextual manut to moddy column properes and sccesi grade detadi

G Add Grade Cokamn i Add Calculated Column © W Manage B gy [l Repots (g Grade Hstory

Current View: Ful c-rl‘l‘u’ [ et a Cmtmat | mcn—\\-. Layout Position = X\
C I | 80593025 Decmber 3 Funlatie
I \\
[ N
! N NN Grade History: acts like a log
Add Grade Column: is I | J A N ? :
- L S RN file that records all of the
similar to the ADD ITEM [ ' \ N N
. ) ! \ N changes that occur to grades
in the version 7 grade ' ! : Upload I _a | PSR -
1 ’
book. This feature adds a ,’ 1 1 ol : 1 \1 Reports:
column where you can I 'I : gatei"v"_es | : 'Email Selected Users | | Instructors can
manually enter grades ! 1 1 e : 1 Email Selected Users ! create printable
! 1 1 Grading Periods | and their Observers ! for thei
N e I Grading Schemas - ST = 1 Reports for their
.~ SO o P Iy Sn?a' tod f,em's . I Courses and
. i \ rganize srade Lenter 1 elec Sers 1 .
Add Calculated Column: | : ShowiHide Users ! Email Other | Students like a
a column that will 1 Weighted : . /, '\ ' progress report
perform a mathematical : Total 1 M~ ___ A Se ) that contains all of
function, mostly will add 1 Average : the grades from a
| = = ; )
other grade columns | Minimum/Maximum | Email: Email can parFlcdu:tar marking
1 | : period for a
‘o ! be sent from the defined group of
el Grade Center in

Manage: An Area that allows you to
change the look and feel of the grade
center columns, up or download grades,
freeze and unfreeze columns, etc

Seton Hall University
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two different
ways, depending
on whom the
Instructor would
like to contact.

Students in a class
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View Toolbar Explained: (op)

(ETFA_TY_¥8a_S54) » COMTROL PasEL » GRADE CEWTER

@mm

Grades can b ertered Seectly om the Grade Center page To enter grades. chok on the ool whﬁ__ e press the Enter oy 10 subrmad Use the amow irys o the Lab key 1o naagate thicug
Srade Contid Lise the contextual Menus 1o Modly ¢olum propetet Shd ScCeis grade Setals

G Add Grade Cokame | i Agd Calculated Colamn = % M3nage ©  Fopnn . [ Repots (g Grade Hatory
Comwes View: Ful Grade Conte /- [Sama et Sor Cobuman By: Layout Postion |

I'E E [ |m |D|n|-lfﬂ.!hllﬂll \ |&500 17.39% 500 500 000
1

1 \
- - | —— ~a

l/ \
i | R 1 You can chang.e the layout (')f the
! ! T j grade center view by choosing
: : Due Date : one of these options. The column
: : g;:::;if;,e 1 order will change.
\ : Display Name :

[
N N o

You can view the grade center
with all students and grade
columns or customized SMART
views

Seton Hall University
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Section 1

3.

Blackboard Version 8 Grade Center

Working within the Grade Center: Adding columns

Adding a weighted column; (top of document)

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 nis common to all
columns when adding.

Caalusres Hame
{nde Cenivr Diaplay Hams
[ e o g RS pr——
Description
“howad O 30 Temremtean S B S U & e | EEE|ZEREDE
*FihB % o~ RO0SAY ol
= Pal by
Primary Display Pz
S [ T = Ray SRy Na S S R ¥ S——
Secondary Display Mor =)
Trd | RO B AR G T =t B BT el
) Dates

Creation Date Jal 17, 2000

Click on the Grade Center link from your control panel

Roll over the Add Calculated Column link 5 Add Calculated Column
0 Move your mouse to the Weighted name and click on it
Fill in the information in section 1 (one) above

Seton Hall University
Teaching, Learning, and Technology Center

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

2008
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4. Select Columns or categories to weighta. 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 Columns

Include in Weighted Grade

Selact the columns andior categories to include in this wesghted grade, then sel the waight percentages.

Columns to Seloct: Selectod Columns:
Tolal [~ ® Enter the weight for each item. ‘should add up to 100%.
Wesghted T
Select the grade \\ m;;.:‘ I Columin: Plagianisim Test -
columns you Chent 2 ) =
Audsa % Column: Whao ae you? - (5 points)
want to weight e 4143
i it @ % Category: Discussion a
Jcotumn ntormaton |
| gr ® Equatty OF
Points Passile 5
() Drop Grades
Categories 1o Select Dirop. highest grades
Select the NN Fonum Grade Drop. lowest grades
. Test
categories you ™ g Total Weight: 0%
A Class Pastcapation
want to weight indarsioves
Joateaory informaton |
Descussion:

/Clleulamal running total % Yes O Mo

Choosing YES on © Options

calculate as opbon 1o drsplay column statistics in My Grades

. . I
running total will nclude this column in Grade Center calculations.

. Shaw this column in My Grades
only include those Show Statistics (average and median) for this column in My Grades
grade items which © Ssubmit
have been graded. Click Submit to finish. Click Cancel to qui
" Requred Finkd

Select Mo for the firat option to exclude this Grade Center column from calculations. Select Mo for the second option 1o make this Grade Center column unavadable in My Grades. Sslect Yes for the

@ Yes ONo
@Yes DN
OYes @o

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

5. Click on the SUBMIT button _ Submit_) on the bottom right of the page to complete the

process

6. The column will show in your grade center now

Seton Hall University
Teaching, Learning, and Technology Center

Type the percent
you want to weight
the column

Type the percent
you want to
weight the
category. This
includes all grade
work in any
column done in
this category

Choose whether
you want to drop
the lowest or
highest grade(s) or
only use the high
or low grade for
the calculation

2008



Blackboard Version 8 Grade Center

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;

© Select Columns
Choose whether g
o includa all grade colimns in the total, choosa the all grade columns option. If Grading Periods exist, lm:u-mn-uu-clum-\n-|uawcmn;uua1lmcomhmaingp-ducoum
MSMIMWQMF‘UM Ta include specific calumns or categories in the total, choose the selected grade columns, option,
you want to mave them to the Selected Columns list
If you choose
select ALL IS S H e .
© Al Grade Columns categories to
columns or ® Saloctod Grade Columns, Calculated Columns and Catogories .
Columns to Select Selacted Columns: include
selected ones e - remember, you
and/or \Weighted Total ® | Column: Seif interaew , Y
f¥ba 06 your (5 sk can drop or only
. agiarism Test Category: Forum Grade
categories Cliard 1 .
Cliert 2 ©® Dvop Grades include some
Audio Dvop highest grages
CHapters 4143 teop] B scores
ks (&) Dvop Grades. OR
Catogories to Select: Drop | mighest graes.
Select columns | st Orop| |lowest grades
and/or \ Witing a
. intpeiang Complete
categories .
T — your choices here
Class Participation: ‘
Caleulate as running total (& ves O No N
A T b
© Options
Select No for the first option to exclude this Grade Center column from caleulations. Seiect No for the Jecond 1o make this Grade Center column unavalable in My Grades. Select Yes for the third
option to display column statistics in My Grade
Include this column in Grade Center calculations @ Yes O
Show this column in My Grades @ Yes ONa
Shew Statistics (werage and median) for this column in My Grades (7 Yes ) Na
O submit
Click Submit to finish, Chick Cancel to quit.
| " Required Field

4. Click on the SUBMIT button M on the bottom right of the page to complete the process

Seton Hall University
Teaching, Learning, and Technology Center 2008
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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 a of the form as you did in weighted column

Proceed to section a 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

Calculation Type @ Minimum O Maximum Select
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, limet the defined set nfonlmnsbysdoumgﬂual Mmhmlnﬁndhgwmdmmmmmm Grading Period, To:moﬁyspoaﬁcomnau

categones in this set, choose the selected grade columns, Columns

option, select the columns, and move them to the Selected maximum to work

with the column

Include in Minimum/Maximum
© Al Grade Columns

® Selected Grade Columns, Calculated Columns and Categories
Columns to Selact:

Selected Columns:
| Self Intervew |
Client 1 L (® | Column: CHapters 41-43 o
Cliant 2
Audio Category: Discussion og
Extra Credit N
Term Paper A
Paper 4 N

‘CHapters 41-43: Category: None/ Points Possible: 75

I

1

| |
| I
Categories to Select: 1
Forum Grade :
I

'

You can remove
any of the items

by clicking on the
Test ® red “X”
Flass Participation

(top of document)

Seton Hall University
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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 .xls, 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
qguote 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", """

(top of document)

Seton Hall University
Teaching, Learning, and Technology Center
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To upload afile to the Grade Center, follow these steps:

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

FEUTD @I OLLTID YIOUT UL

“%/ Manage Mz Email

Smart Views
Grading Periods
Grading

Organize Grade Center
Show/Hide Users

eI

2. Select Upload from the Action Link menu.

o Select browse to

TRASL —EPACIC A T VS, TT M O+ CONTRCA, RS ¢ GRECK CINTEN ¢ UPLOAS- SRADEE

@ tpss s

computer
) Chosss Fie
ity ey vp e bl ] TP e D el e v Tk b el D sl 1y R Thord el Pas iy Tl T (Lo o Do ] i o Wwnalland vy |
Anach kel He CBern | It is recommended to
Dlloines Typt 15 futs ) Comena O Tk leave the default
Subemit ;
- choice to AUTO

i Sbernlt 13 Bt Dok Ciminl 1 sl
el iy

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
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saved on a local computer drive and is recommended to preserve student grades in case the need arises where
they need to be reviewed. (top of document)

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:

As you did above click on the MANAGE
Sarsas in your Grade Center and then choose

51
Py, ol ke, Ol ratfa, 7T wa_im o Cowitecy, Fasils, + SR CiwTiln - BOweaCad SAadid

@ Downlosd Grages

download to get to this screen

Dorwrinad dats om the entie Jrade Corter, 8 apacilic Qradheg Pescd of Columin, of the uler information by
e aporopnate optsons Select the check box 1o iciude comments sfen dosnkcading 5 ungls column
) Data

Select Omis io Downlosd 5 Ful Geade Corter

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

O Selected Column | Total H O inchude comments for Full Grade Center: Contains all columns and associated
thes cokumn

data
Lt Irebarrrattan Chriby

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.

© Options

Commu-debmeied fhes | C5V) fave dals dems separaed o By Commas T abooebmeied Ses ( 0L5) have
s saparaied il by iabs Bloth e Common Types of dats B and) Can b opned i mos sdivg sobeans
WL tmbecberreind fhes can e opened dewctly 0 Encsl C5V comma-dsbmeied s nesd b b mponed i ese

o Bl User information only: Only columns containing student data
Lselimiter Tppes O Corma 3 Tab

such as User Name are included

Pl £

You can also choose grading periods and Smart View

B Submit
downloading if you use those features

Gl Sulbmst b fresh. Click Cancel to

Choosing YES to hidden information: 9Choose what format you want to download the

grade center into: Comma delimited files contain data
and students that have been hidden surrounded by quotation marks (quote character) and
from the view being downloaded. have the file extension .csv. Comma delimited files will
not open directly in Microsoft Excel.

Hidden information includes columns

Click on the SUBMIT button —S4b™_J +5 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

Click DOWNLOAD 22%Noad ) e 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
Dowrknd) (K ) 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.

TR, BTG Ak SRRINT ETT_TT, 54 T s AR, RRA, SO SN - CATNGGRNE
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Create an unkeubed ramber of Cabegones Veew the colemng whch hae besn sasooiaied wih sach Catugony = fhe bt below Defall Cabtegones

canaol b modilied of resdeed
B A Cotmgary

Ciass Parsopass B 5. M DTk Bty | A |

Desnis 0N

F orum Crase Wi e ypu? (5 poanis) C= )

Flufd Chrd ndeties Sl inlerdew , Chant 1, Chant 2 ety |

Tt ek S STl Wi

] TG AR digrTents gy | Bamaa |
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To create a new Category, follow these steps:

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

i ain auEa i us
%) Manage M Emai

.| Upload

Download

Categones

Smart Views

Grading Periods\

Grading

Organize Grade Cenler

Show/Hide Users

1212121

2. Select Categories from the Action Link menu.

(top of document)

Seton Hall University
Teaching, Learning, and Technology Center 2008



Blackboard Version 8 Grade Center

3. Click Add Category.
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Click ADD CATEGORY
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By A Category
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4. Enter a Name for the Category.

Y Emppeeee—

Al RGNS GTTE, TV RIY § COATECH ARG, ¢ GRAST SINTTE 1 CATICEED = A5G FATISONT

@ Add Categary 0 Enter the NAME and DESCRIPTION for the

@ Categary information
" Mams |
Cheacrigatican

B ietmi
e Sabevh ro Rrwah Clok Candl m gt
" egeed Fabd
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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.

A A

Click Submit.
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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:

e 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
e Benchmark allows the Instructor to select Students based on performance
e Focus allows the Instructor to select individual Students

e 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
—-1 Show/Hide Users

i=]
0

12181

e
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2. Select Smart Views from the Action Link menu.

(top of document)
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—
3. Click Add Smart View. L£¥ Add Smart View

n 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.

]
P Ao e, o T, o8 S o (PR, Pase, « A DA  fnaa] et « 4D AR

Enter a Description of the Smart View. The description
’ .

will appear on the Manage Smart Views page.

B Selecsion Criteria |
Tpps of WViesw (& D (et ora o i gFoged |
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Saker CRRBAS St Wt oingi S ks 1 T8 S Vb Ml i ot 10 bt o ] Pl 4 Wi 084 Vi corresponding radio button.

It

iha Crtms Coedaan Wik

gl E S | o poogect 1 |5 - e .
== Select the criteria Condition for the Group. Selections
Filmr Rewsls  Cgigmen o Dimplay o Ry

include: Equal to Not equal to
A Cobgrren (= e e

B Submt
Cuch Skt 1 gt Gk Camnce 12
- Select the value of the Group, which would be the Group
i~ ]
name.
Select the Filter Results by picking which Columns to
Display in Results from the drop-down menu

To include hidden
columns, click the
check box to Include

hidden information

11. Click Submit M 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 g are a little different:

@ Selection Criteria e Select the
Type of View ) Group (Select one or more groups.) BENCHMARK choice
® Benchmark (Select users based on their performance. )
© Focus (Select indnidual users.)

© Investigate (Build a full query based on user attributes.) |
Select Criteria  Select the user criteria to include. Choose the criteria based on a

User Criteria: Condition: Value: GRADE for any columns in your
Grade on Total ( Score ) 2 [Equalto Vi grade center
Filter Results  Columns to Display in Results:
A Columns ) O includa hidden information
Choose the columns to display in
the results. Since this is a SMART
RS = view you have many choices

| ¥
|None (Show user information only) |
+All columns which are shown to users

|Adl columns which are hidden from users
Selected Columns Only

Selected Categories Only
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(top of document)

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 gchoices are a little different but the process is the same as the
other Smart Views noted above

© Selection Crherla g Choose the FOCUS view
Type of View (O Growp (Select one or more groups |
) Benchmark (Select users based on their
@ Focus (Select indnidual users.)
O imvestigate (Build a il query based on user attributes. |
Select Criteria  Select the users and columns to inchude in thes Smart View. Hold down the Cir by
Users: Use the radio button to Select Criteria for All Students or
v e ] Selected Students. If Selected Students is picked, hold the
R I Control Key down and click the Students to include from the
el selection box.
Gomez, Sakador
l'm:‘n::; a
e Select the Filter Results by picking which Columns to Display
Filtar Results mmbnw-vnﬁm_n/_/ in Results from the drop-down menu
Al Columns. /\ & £ include hidden information __|

You can choose to show the hidden columns in the results

All Columns.

|Nona {Show user information only)

1Al eoluming which are shown 1o users
All colsmns which are hidden from users
|Selected Columns Only

Selected 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.

eChoose the investigate option
@ Selection Criteria

Type of View O Group (Select one or move groups.)

O Benchmark (Select users based on their performance. )
(oCEEr T et ey | Select Student Criteria from the drop-down menu.
@ Investigate (Build a full query based on user attributes.) “ . "
Select Criteria  Seluct the users’ grade criteria 1o benchmark / For example, Grade on Midterm
User Critena: Condition: Value:
1 [Last Name i Begnswan |
T Select a Condition from the drop-down menu. The
Formula Editor : possible selections differ with each type of item.
[SSRRUGRT| crange Pe counicm sad s g e  For Names, the condition must be set to
Filtor Results  Columns to Display in Results: either Begins with or Contains.
 Calumns Used in Critenia 8 O include hidden information

. 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,
(top of document) such as Equal to, Less than, Greater

than, and others.
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g Enter a Value for the condition. The value entry
depends upon the criterion selected. Date criteria require
specific Date values; Name entries require specific letter
@ Selection Criteria or name entries. A Value entry will specify the Student

Type of View O Group (Select ane or more groups.) Criteria for the Smart View. For example, entering “60” as
g :;um%;dmu:‘m;:o:mmmme.) a value for a Midterm test would pull all students who

© Investigate (Build a full query based on user attributes.) scored 60 or less on the Midterm test.
Seloct Criteria  Selact the users” grade criteria to benchmark

User Critena: Condition: Value:
1 |Last Name Bogins with [
P To add a second Student Criterion, click Add Student
Formula Editor I:_I Criteria, and make additional selections. Criteria are

P ] always added as AND statements. The formula for the

. query is displayed in the Formula Preview box.
B O Include hidden information

Filer Results  Columans to Display
Columns Used {| Critenia

To edit the formula manually, click
Manually Modify and enter a new
formula.

Select the Filter Results by picking which Columns to
Display in Results from the drop-down menu. You can
also choose to include hidden columns in the results

Manage Grading Periods;

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

Smart Views

Grading Peniods  \
Grading Sch

—1 Organize Grade Center

Do ShowiHide Users

2. Select Grading Periods from the Action Link menu.

3. Click Add Grading Period. @ Add Grading Period

(top of document)
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oEnter a name for the grading period. This
will appear on the Manage Grading Periods page

Enter a Description. Adding a description to the
Grading Period helps to identify and organize
different Grading Periods.

g Enter a name for the grading period

) Dates

Select the Grading Period Dates. If a date range has
been specified, checking Associate Existing Items will
associate all Grade Columns and Calculated Columns
that were previously created with Due Dates to the
corresponding Grading Period

Gending Period Dsten 3 1oy

) Range Stes Dae
E - 1D - B -

Eng Datw
u BnleeBE@

Ansiaciane Columig [ hamscams then Crating Prnat st 6l cofurmr 1l hve o Crow Dite witen s Asfs iaega
& Submit

Clck Subsnll b hest Cheh Ciancal 1 gt BCIick on the SUBMIT button
" Reqane Fai

S

Warning: Grade Center items cannot be associated with more than one Grading Period. A newly
created Grading Period with the same or an overlapping date range will override the settings of an

existing Grading Period. All items associated with the existing Grading Period will become associated
with the new one.

Y e
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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

‘4 Manage Mz Email
| Upload
| Download

Categones
Smart Views

Grading Penods |
Grading Schemas  \ 1§
Organize Grade Center _F
Show/Hide Users
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2. Select Grading Schema from the Action Link menu.

3. Click Add Grading Schema. E} Add Grading Schema

P ——
@ Add Grasding Bchema
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9CIick on the SUBMIT button to
complete the process
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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.

9 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%.

Click the arrow to insert a new row into the
schema to enter additional display values

Click REMOVE ROW to
delete a row of schema
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For example, a pass/fail schema might be set up like this:

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.

1.

2.

3. Find the Grading Schema to modify and click Modify.

4. Make any changes to Name, Description or Display Symbols and their corresponding percentages.
5.

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.

(top of document)
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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.

FEIUTD G SLLEID YT UTLaND

2. Select OrganizeGradeCenter 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.

Seton Hall University
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Columns which are Shown in all Grade Center Views will be visible in the Grade Center at all imes. 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 appropniate

have been created columns which are not associated with a specific Grading Pesiod will be identified as Not in a Grading Period. Reorder columns by

dragging them to the desired location. If Grading Pencds have been created, rearder them using the contextual menu. Add or modify Grading Periods on the
= )

Manage Grading Periods page. Other bulk actions can be performed using the action bar

@ ShowHide © 51 Mody Categary ©~ 53 Moddy Grading Pericd -
= Shown in All Grade Center Views

Name

Grading Period

iate Smant Views. if Grading Periods

v

1o

[ | O|Student 1D (Hidden) Institution
| | O |Last Access it
| | [0 |Availabilty Institution
= test

1 Grading Period category B Due Date B Creation Date B Paints Possible B
% Total (Extemal Grade) Nat in a Grading Calculated Grade Hone (]
| Period
[ 7 |Weighted Total Not in a Grading Calculated Grade HNone 0 ||
| Period
|| []|Who are you? - (5 paints)  |Nat in a Grading Forum Grade Hone Sep 23, 2007 5
L Period
| O [Plagiansm Test Notin a Grading | Institution Oct 26, 2007 Oct 19, 2007 10 I
i Aasiaa

(top of document)
4. Drag and Drop the row to the desired location.

= Shown in All Grade Center Views

Marnu Grading Pariod

The heavy black line : El r— In this example a row is
Usemame Institution .
ShOWS the new pOSition . g Student 10 (Hiddwer) Inshtution belng moved from the
of the row. Let go of the E ____;-'-ﬁ-m' O [ [ e Not in Grading Period
= z area to the Show in All

mouse button to set the

i test Grade Center Views
= Not in a Grading Period

new position.

Click and hold in the gray

area and drag the row to

the new position

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
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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.

3. Select Hide Column.

> Column
Information

> Modify Column
* Hide Column
* Column Statistics

Close Manu

2. Select OrganizeGradeCenter from the Action Link menu. (top of document)

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

Grading roriod Category

semame Institution
O Swdenl ID (Hidden) Institution \
Last Access Institution 4. Click Show/Hide. Hidden columns will
M{ihbiliv Institution appear grayed out in the Grade Center

1 view

1

e m e :

i
1 1 |
1 : I
Hide Selected Col .

I L ' 5. Select Hide selected

1 Show Selected I . .

) T I column from the Action Link

i Show Selected : menu.

h Columns in All Grade "

: : Center Views "

1 1

1 1

6. Click Submit to save changes.

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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Select the check boxes of the Grade Center columns to be revealed.
Click Show/Hide.

From the Action Link menu, select Show Column.

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.

(top of document)
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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.
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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
T mame [—— Category Croaton Date into the Shown in all views of
2 the Grade Center table by
clicking and holding any part
of that row.

Tetal §Extumal Grade) Mot in a Grating | Calcutated Grads ffiono 0

7 . —

i+ test

4. Drag and Drop the row into the

= Notin a Grading Period Shown in all views of the Grade Center
: Croason Date B points Possicie B3 table. The heavy black line indicates
where the row will be positioned

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.

4. Drag and Drop the row from the Shown in all Grade Center Views of the Grade Center table to a table
below.

5. Click Submit to save changes.
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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 menulEl.

@ Organize Grade Center

Columns which are Shown in all Grade Center Views will be visible in the Grade Center at all imes. 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 Smarnt 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. Reorder columns by
dragging them to the desired location. If Grading Pencds have been created, rearder them using the contextual menu. Add or modify Grading Periods on the
Manage Grading Periods page. Other bulk actions can be performed using the action bar options.

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

I Name Grading Period Category o it Creation Date
] |Last Name Frozen) | [ mstitution | | |
[] |First Name (Frozen) Institution
[ [Usemame Institution I
O [Student 1D (Hidden) [ mstitution
[] [Last Access Institution 1
[ | Awaitabilty Institution
= test
2
= Not in a Grading Period

1 Name B Grading Period category B Due Diite B3
[] |Total (Extemal Grade) maaming Calculated Grade Hone 0
I [ 07 |Weighted Total Notin a Grading | Calculated Grade Hone 0 ||
[ [Whe are you? - (5 paints) m?:a Grading Forum Grade None Sep 23, 2007 3 ||
[ T [Piagiansm Test %a Grading Institution Oct 26, 2007 Oct 19, 2007 10 ||

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

P, o] ] A Dol R TV v b (e, Rasd o demdnl CH TR 0 oSl

@) usen
Tt et G it B chata ) M e o D Coracke Dot W [es Laars adha e Beieis batier By dabiss teg P g clchong Thoss
Ay e L _ iy S Liners

bastun
] | Sty — frEy
] [ B A [Yvenn == )
= e Thaan 3. Check the users to be hidden.
p- :I'l\'.ld -:ﬁl1 o
[0 [ermen " Beatn: e
[O[E= = =
=1l Henlle =3 4. Click Hide Users
]| Samnr Lahvador Hhown
[ [Tapurmn == e
EE “Hanry bt
] | ™ thown
[Cornnass “bmranes st
] | R Th el
I ;'gmau.c. =] [
(=== " Habertz Shown
bywrer ) i rown
. ' 5. Click the SUBMIT button. The
Carmmd Tt

student name(s) will turn gray
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 0 show Users

(top of document)
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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. I"-E Email

Mig Email -~ | [l Reports
| Email Selected Users

Email Selected Users
Il and their Observers Action link Menu

4 Email Observers for
M Selected Users

M Email 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.

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

Add additional Blind carbon copy recipients
here in the form of regular email addresses

i.e., johndoe@hotmail.com
Beity, Sasis Bantug Vel Svaeer bma Aran, Jubg

Beddaianal Beriphsnm [Hoe]
Tz Ly Lt The Senders name
e I
- 4. Fill in the Subject and Message fields
on the Send Mail page.
=
Ll of P smusdl well b nerd to e e H i i
i o 5. If a Return Receipt is desired, select
— e the check box.
B Submi
ik Gubemi iz brak ek Cancsl by gud
f== Eem ) 6. Click Attach a file to include an
(top of document) attachment to the message.
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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.

First Hamz 7 Usemame £ Lastaccess  E Availability B v Total
[~ |Alisea %||Shannon sal599225 December 27, 200| Available 45.00 3.
=

Alvarez | Ia 120125020 December 20, 200| Available 0.00 I'

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

* Send Email

* Hide Users

* User Statistics

* Adaptive Release 3. Click Send
Email.

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. m Reports

@' Grade Center

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

<4 Add Grade Column 4 Add Calculated Column %] Manage Mz Email [ Reports [ @ Grade History

(top of document)
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2. Select from the following possibilities to be included in the Header Information of the Report:

n Type the title of the report

(5]
RS - ERRCAST Bl SRERT [T T G SOMOUCL RAME L SRADL SIMTE S DA Ry

@mm‘

Displays the report date

et Pom pemerolon 13 b wchaded m P liepod i Prerview 1z sew U sspor and
wobeited Gl Chck Sulesil |2 vrw [ swgain] i 1ty 12 Pl e e Coviet

. Haspder infarnasen
Sariect wht 1y i v e b of st moat

Displays the school name from the first tab (can be
edited later)

= Bagort. s
[ iy 22 700 Displays the course name and course ID
[ ettt Mo ol WELCONE. PACE |

[ Cosrr it upest—Sopacis Aau On Displays the instructor name on the report
[ wetmactos Blarram | |
171 Tomiuy Mamaant Yiaes Displays any teachers assistants names on the report
!_.i Earore. Tewt |
- Add any customized message here to be displayed in the report
. Unmry |

Tarbie] P g it b o el o (ol ]

gSelect the students to be included in the report.

A s . . .
/ :f e Group names and a list of users will be displayed for you
/ ,'v: i Ly \\

/ :Emhﬁmmnuﬂqh
/

to view and select from

1

/ ! Choose to include

I .
any hidden users
© Al Usirs i G in the report

L

Group project 1 1
1
@ Selected Users 1
Sandra, Betty 1
Yvette, Bantug 1
Shannon, Alisea |
1
1
1

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

(top of document)
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1. Select from the following possibilities for the Student Information to be included in the report:

St whech uter oo b ks
- = el a The first and last names are included by default. Remove the

=t M
) L o checkmark from the boxes to remove the names
IO Uerrarna
B St 0 a ) )
0 Lt Ascess Choose the columns you want to include in the report. You can
O Colenes also include hidden columns not visible in the grade center
hplect the colemea B0 rciude m the eports === === -
A ok e T T e e e e e e e e e e m ] 1
----- 1
O M Colemng i Graeg Pt T T == = . L
P - —TTTmmmeeal L . ® ﬁ:dnmns in Grading Period :
Soplped Cokumen. s>~ o
o \\\\ ~< ‘~~_~_ - | i 1
[ limckate basten comns ot gty =~ __ P : :
~ -~ - -
SIcHS o D=1 ..l TTee— S T
et tha " repoty Name |l s ke by defad S~a S~aa r I
SO~ S~ - S~ = .
I Dcmpton . T~a o 2
. =< T s
B = ~ ~o -~ Py 1
St ~ o Se, FTTTmmsmmmmmm 1 Lok | 1
O Footar Informution S~ ~u : 1 Pt » 1
St hus 32 imchucte it footes of each sport: @ Selected Columns ! Class Participation 1
1 Inteniews: | 1
] Garues T Total |
Weighted Total ! !
Whoareyou?-(5§ | ‘- ———-———-—-——-—-—— 1
Plagiarism Test |
____________ I
0 Segramrs L
[l by 12 200 @ . X i . .
D] Conr oo lanad—Bapariic Ao Select the column information to be included in the Report. This is
@ Suter the information that is associated with a particular Grade Column or
Ol Sulrndl 1o frwsh Cick Cancel to gl

Calculated Column. This information was created during the creation of a
column. The Column Name and current grade will display automatically
in the Report, and these cannot be removed

@ Select the Footer Information to be included in the footer of the report.

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

3. Click Submit MThis 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 i Pern
to print the report
Training Report for Sandra Betty
from the webpage instructors: Larmy Lambert Lay Lambert Trawel—Sopaciic Asia Oriers] 0TFA_TT_164_801 |

Ry 72, 2008

Grade nlmmatinn

Weighted Toml % znn
Wha are you? - [3 polis) 620 08
Plaglarism Tes a0 00
Salf Intersiaw w500 1380
Chismn 1 2500 (-8
Chant 2 1= LX)
Audia

Iivteiats Sy - L2 ]
CHagtei 4141 TR DR 7580
Extim Cindit - 1580
Term Paper o a5
Frod ol class. surewy 4 508
Fapar 4 -

s as a0l
fzsamamant raining .

This line indicates a
page break will
happen here when -

rintin Ringat Generabed. Jely 27, 7501
printing Traveé—SopsciicAssa Oreet] 077 TT_164_501

Pagw Brusk

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.

(top of document)
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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)

Y NEppege—
ALK M PR SN OF SCCOUMTIAG | P, SR _ACCT RN BSSCIUREE KN KC) r CORTREE, SAME, ¢ SRADE CIRTUN - SAADN HET0EY

@) Grade History

Cheii Ervibbe Giada Hiiisty v a1 tyihos 3 bte (harens Caih Miabile Giinde Misholy 15 908 lithos) ide (hiipri Ol (e
A Giwbe Mimtory 1= e ase o morvtey) pedras.

T Dowsdond g Cleae A Grasde Memory i Dvaabiee Grnda Femory

AP bulerdied

32 2008 w0 Twmmys  Aswmpl Grsss Jul 22, 2008
110841 Al [ W0 PIIEITIIG 1100 41 A
el 772008 LG ] Vesncs  Afempl Grads TR0l 22 2000
10 dd 30 A (T Tl 9 A
4 IT. 200N Lo Wemnats  Aawrgl Grsde A %, O
015 A Lo o) il BTN
Jul X, 2008 Hid Tassya dairvpt e <l 22 W
1000 A B ETUIETHE AT A

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
17 PM 7 Days
14 Days
2008 30 B
All
Display Entries from Past | 1 Day j§|7°_-J
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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1. Click Download from the Grade History page. Bl Download

s ot e (I oo ittt s

w
s ALY e el et R O At | Feuaseliy i ml DY b el e il e RS e (0wt els ey 0 BRed (FRTRE 0 Gl et o
Eniamta Fpl S i

a Select the delimiter (information separator)

Tab delimited is commonly used for Excel files.

@ Optisen
Carnrsardeirsd il ey | TH) bavn 4008 Peres saiariend vl By (oesEs Ty
by e Mk e Comenon T of dars les e G b apeted il solmaes 017 me-Osleraned B {6 e
oguered dractly i Darel D © oremna-deleratnd e paed L
imbarten O Caera 9;. — Chose to add the comments included in the
Ichide Commests 7 Vas i grade history. This will add to the download
€ Submit -

e b Sl g Bk Jegh Carn] 1 gt
) D) _— gCIiCkSUBMIT

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

Cowrnss

-

L AR P PR £ el e o R

i, L A BRI R_f_FES s SOwen, i, o Dl R - AN T o
SEES CAT) A, TR

E:]. Derwnload Grades

Ty
Tha sl S, By ] s i el b
mrsrrsfulty uoiced prierss e By el e 0
Cliu o krrdbied wei® el nght e buti on snd o

Pork i el mew d wisng By A0Rwre ISl aCCepll Seih Tadl = el 10

Clearing Grade History

A Grade History can be cleared, flushing all the data, by clicking Clear All History. @ 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. ﬁ Disable Grade History

Y e The ribbon will tllyou of either success orfilure

WL -IORRTT e DR T W N < DU, R - EREON DRI S R S

L ————— "":]
&) Grade Hutory
Clzk el G bivmary in Fads irarpes Cice D VA 16 W e o s Dk Cheld Click on Enable History to continue to record

i (ol el STy 1 o e ] vl T
T e g Sl B G Hisdary g it Gl Filry
L N e e ]

mmh-—muw Teapits Gomia o P 1eies (] =]

grading history

it

To enable the Grade History, click Enable History.

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