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Grade Center Overview

¢tKS 1 OFRSYAO {dzA(iS DNIX RS / Sy SNJ gkadesjviLadypamic krd yater&ctizgé (i |
tool. The Grade Center can record data, monitor student progesscommunicate information to studentslt is

also avaluable tool to assist with making informed decisions to take action to promote studerinatiitional

progress.

The Grade Center provides extraordinary flexibility to meet the needs of basic and advesecsdinstitutional
requirements, and aiverse student populatiorit containsall student grades associated withntent items such
asTests and Assignments. TBeade Centealso accommodates scores for essay questifilessresponse,
discussion board threadmd grades for work completed outside of Blackboard. Tests and Assignments made
available through a Content Areaay beviewed and graded in th&rade CenterAll tests created in Blackboard
have the option of beingutomatically entered into the BlackbohGrade Centenf an assignment or assessment
is createdoutside ofBlackboardGrade Centecanstill tract student progresby manually addintheseto the
Grade Center

The following table explains Grade Center and its interaction with other Acad@uaiie systems
and features:

Area Interaction
Course Content Assignments, Assessments, and Discussion Board it
that have been marked for a grade each generate
Columns in the Grade Center automatically. Items th
have a due date can be assigne@mading Period
automatically based on that date. For more informatiq
on adding graded items automatically to the Grade
Center seAdding Columns to the Grade CentEor
more information on Grading PeriodsesCreating
Grading Periods.
Early Warning System The Early Warning System is a rule driven
communication feature that can send email message
to students and their observers when criteria of the ry
are met. Fo example, a rule can be set to send email
any student who scores below a 60 on an exam. The
score entered into the Grade Center, whether
automatically or manually, spawns the message.
View Grades Tool Whenfacultyrelease grades to students for viewing,
students can access the Grade Center using the Viey
Grades tool from the My Institution tab. A list of
courses the students are enrolled in will appear. Whe
students click the name of the course, they are taken
0KS O2dzNBSQa +ASg DNI RS
My Grades Course Tool Whenfacultyrelease grades to students for viewing,
students can click the My Grades tool within their
course to access the View Grades page of the Grade
Center.

Performance Dashtard Facultyk YR ¢ Sl OKSNID&a ! aairadl
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Grade Center through the Performance Dashboard,

where grades can be viewed and updated.

Email Email can be sent to selected students, all students,
selected observers, or all observers directly from the
Grade Center. The Email link goes to the Send Emai

page.
External data from other Data can be imported and exported to the Grade Cerq
grading systems (i.e. Excel) by uploading and downloading delimited files. For mg

information on importing data to and exporting data
from the Grade Center sééploading External Grade
Center Iltemgneed to add this section)

Communication and Informed Decision Making

The Grade Center offers facuhglpto stay on track and keeptudents informed of their progress. Grade Center
data can be used tmlentify students and direct them to appropriate instructional activity such as remediation or
enrichment. The communication tools help students become more fully engaged in acaledmés and get
needed help by alerting them to areas of poor performance. The repoftiatyres facilitate more comprehensive
student and institutional assessment by displaying studkatt that is meaningful to evaluating outcomes.

Interaction with other Systems

The Grade Center interacts with many systems in the Blackboard Academic Suite. Understandamgl where
these interactions happen provides a comprehensive view of the Grade Gerdeffers information to help
users take full advantage of tHenctionality and features of thitol.
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Exploring Grade Center

The Grade Center is made up of rows and columns of student information and gradableGedladn the grid
contain data specific to corresponding students. All cells and column heaxdtinggn menus for various actions.
The user can access information, or navigate to other pagegeacact with the Grade Center.

The Grade Center page contains the following areas, which display from the top of thdquageward and from
left to right:

wAction Bar¢ Row containing a set of tools with their respective options.

wGrade Centet Columns, rows, and cells that make up the current view of the Geadter data.
wGrade Information Bar, Row of information about a selected Column.

wlcon Legend; Information on the meaning of icons that appear in spreadsheet cells.

Action Bar
The following icons are displayed in the toolbar of the Grade Center page:

wAdd Grade Columig An icon used to create a Grade Coluimthe

Y] Grade Center Grade Center. Fanore information on creating Columns, see Adding
Grades can be entered directly from the Grade Center page. To Grade C0|UmnS tO the Gl’ade Centel’

submit. Use the arrow keys or the tab key to navigate through th
access grade details

L wAdd Calculated Colunma dropdown menu with options for

Total creating Calculated

Current View: Full Grade C

—— B e 83 Columns in the Grade Centenrfmore information on creating
I~ [student 10 mystudent10 CaICUIated COIumnSl

 |student 11 mystudentt1 see Calculating Grades.

[~ [student 12 mystudent12

[~ |student 13 mystudent13

[~ |student 14 mystudent14 Grade Center

e —

—_—
Grades can be entered directly from the Grade Center page. To enter grades. click on the cell, type t

submit. Use the arrow keys or the tab key to navigate through the Grade Center. Use the contextual r
access grade details

4% Add Grade Column & Add Calculated Column “4] Manage Mz Email

X Current View: Full Grade Center Set as Default | Sort Col Download
wManageq DISplayS the Grade Center ML Fisthame [ Username [ suIEE

management options when the action link is T : mystudent] Smart Views 9
. . . . Grading Periods —
triggered. Selections include options for:

student 10 mystudent10 Grading Schemas

=
-
I~ |student 11 mystudent11 Organize Grade Center
=
-
=

Show/Hide Users

U Uploadingdata into the Grade
Center from an external source file.

student 12 mystudent12

student 13 mystudent13

U Downloadingdata from the Grade tudent 1 mystudent14
[seleciedRons 0 B

Center in a delimited file format.

U Categorieclassifications of
Columns of gradable items such as
"Test" or "Assignment".

U Smart Views custom made views of Gr&knter data created by Instructors and sa¥edcontinued
use.

U Grading Periodaserdefined segments within the Grade Center that can be defineieasis, Semesters,
Quarters, Years, and so on.

U Grading Schemasap scored gradable items into a udacingdisplay.
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U  Show/Hide Userdetermines whether a student's record is visible in the Grade Center.

U Organize Grade Centallows Instructors to change the order and visibility of Coluamsvell as assign
Columns to Grading Periods and Categories.

U Showing and Hing Userallows Instructors to hide or show users in the Grade Ceritars.

15|

icon Legend

The Icon Legend, located at the bottom right of the Grade ] B
Center area, displaces the definition of the icons viewed in the ————{ & columnNotvisibleto
Grade Center cells. M|  OC

. + Completed

] ﬂ Needs Grading
¥ Grade Modified Manually
= AttemptinProgress
L]

£

>

External Grade

— Grade Exempted for this
lcon Legend - User

oK ) A 1| Error
———

I :r

Click tar see what all the icons mean

Customizing the Grade Center

All the Grade Center functions are initiated from the Grade Center page. This destamizable, givinfaculty
the ability to sort items in ways to maximize efficiency and to \dawdent information with a minimum of
scrolling.

Columns can selectively be revealed and hidden from the Grade Center to reduce scZallimgns can be
categorized in order to filter or sort them together. Columns can alsads@gned a Grading Period to sort them
together. DefiningCategories and Grading Periodsliscussed in Setting Up the Grade Center and Planning
Assessment.

¢tKS DN}RS /SyiSNE o0& RSTFldzZ G tAraida { GdRSBefriadedr CANBG |y
Student ID as well, depending on how thea@ Center has been organiz&blumns for gradable items and

calculations of sets of graded items appear across the gages display in cells to signify the availability of

students, the visibility of items to students, atite status of Gradable Itemgroviding a current view of the state

of the Grade Center.
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Show & Hide Users
Users can be hidden from the Grade Center View, reducing the number of rows in the grid.
Hidden usersare not removedrom the

Grade Center, and can be revealed at any
i i . Grade Center
time. To hideusers follow these steps:
Step 1CIICk Manage n the ACtIOﬂ Bar Of the Grades can be entered directly from the Grade Center page To enter grades, click onthe cell, type the g
Grade Center. keys or the tab key to navigate through the Grade Center. Use the contextual menus to modify calumn pi
Step 2Select Show/Hide Users from the A Add Grade Column &Y Add Calculated Column “4| Manage Mz Email
Action Link menu. Current View: Full Grade Center SetasDefautt | Sort Col l;ploa‘d 3
ownioa
Step 3Check t-he users to be hidden. . F— S — — P Categories .
Step 4Click Hide Users. | student 7 — imzr; ViPew§ _ o
H H raaing Feriods —
Step 5C||Ck SmeIt- [~ |student 2 mystudent2 Grading Schemas | |
) . [~ |student 3 mystudent3 Organize Grade Center 9
Users that ardidden will appear grayed out = student F mystudents ShowlHide Users
on the Users page and will not appear in the !

GradeCenter ViewToshowhiddenusers

follow these steps:

Stepl. Click Manage in the Action Bar of the Grade Center.
Step2. Select Show/Hide Users from the Action Link menu.
Step 3. Check the users to be shown.

Step4. Click Show Users.

Step5. Click Submit.

Note: Usersthat are shown will appear in black text on the Users page and will appear in the Geatier View.

Organizing the Grade Center
The Organize Grade Center pagés in configuring the Grade Center display. The G@atder display can be
customized to:

U Freeze or unfreeze columns. If a column is frozen, when scrolling through the Grade Center view, that

column will remain stationary.

U Hide or show columns.

U Modify the Categories of columns.

U  Modify the Grading Periods of columns.

Some of these changes can be implemented through the-drakdrop capabilities of the page.

To change the display of the Grade Center, follow these steps:
Stepl. ClickManagein the Adion Bar of the

Grade Center Grade Center.
Step2. SelecOrganize Grade Centdérom

Grades can be entered directly from the Grade Center page. To enter grades, click on the cell, type the gi - .
keys or the tab key to navigate through the Grade Center. Use the contextual menus to medify column p the ACUOn I—Ink menu,
8" Add Grade Column 48" Add Calculated Column “4] Manage = Email Step3 Select thaGrade Centecolumn
N Upload .
Current View: Ful Grade Center  [SstasDefaut |  Sort Col Dowoad (d|sp|ayed on the screen as a row) to be
FirstName Username LI Categories moved by
I~ [student 1 mystudent Sman Views o clicking and holding any part of the row.
Grading Periods = )
Wi 2 mystudent2 T Step4. Drag and Droghe row to the desired
[ |student 3 mystudent3 Organize Grade Center 9 |ocation_
. ow/HIde Users . .
[ |student i mystudentt : Step5. ClickSubmitto save changes.
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Columns which are Shown in all Grade Ce
only »‘.\sihla \nllhe Full Grade Cemer\-’\’ew ang
Beriods pege.Oihe bk setions san be oo
Once the display order of the columns has been changed, all new ¥ Showtide ¥ 1 Modiy Categary
columns added to the Gradgenter are added at the end of the e display
order, unless associated to a particular Gradwagiod. If a Grading e Period
is associated to a column, then the column will display in the Grade | || coumne in &l Grade Center
within the Grading Period range. N
[1|Usemame
[ | Student ID
-y . . . Last Access
Hiding and Showing Grade Center Columns within I the
Grade Center
Facultyhave the ability to hide any columns from displaying within the
Grade Center. Hiding@lumn from displaying maintains all existing

information associated with the column, bptevents it from being seen within the Grade Center. Hiding columns
that are rot currently beingused reduces the length of the grid, thus reducing the need for continuous scrolling.
To hide a columrthere are two options. For Optionfbllow these steps from the Grade Center page:

(Optlon 1) Grade Center
Stepl. Move he cursor over the camn to be Grade Carar L2 1 comtaual mancs e sty o ropet s and accece
h|dden Add Grade Column | 8" Add Calculated Column %] Manage
. . i . Current View: Full Grade Center ** [SetasDefaut|  Sort Columns By: Layou
Step2. Click the Action Link to display the contextual -
wilks' Exam B2 ttest final
menu. I~ |student 1 Column  [Clickto se= options
I |stugent - Information
Step3. Select Hide Column. = >
Hide Column
[ |student 12 olumn Statistics
[~ |student 13 Set as External
Grade
. . . . BlJETET b Attempts
Or(Option 2) Utilize this option to affect global ™ [stugem s Staristics
Y . . = Download Results
mOdIflcatIOI’lS CIUICk|y ) :: stuZen: 1: Clear attempts for
Stepl. ClickManagein the Action Bar of the Grade - E{”;"{ - elusers
studen Close Menu
Cente [_student 19
r.
Grade Center Step
Gradss can be entered directly from the Grade Center page To enter grades. click on the cell. typ 2 SE|eCOI'ganIZG Grade Centéﬁom the ACtIOﬂ Llnk menu
Grade Center. Use the contextual menus to medify column properties and access grade details
Y Add Grade Column | $8Y Add Calculated Column “%! Manage M Email Step3 SE|eCt the ChECk bOXES Of the Grade Center COIumnS to be
Current View: Full Grade Center * [Setas Defautt|  Sort Col h|dden

Download

| Categories | Step4. Clickshow/Hide
[ [student 1 mystudent1 EET VETE 9 . i ) i
I~ |studant 0 JEp—— Grading Periods H Step5. SelecHide columnfrom the Action Link menwHidden
= - . S Grading Schemas Columns W|” appear grayed Out In theﬁe Center V|eW
i c——le—  ——2 Step6. ClickSubmitto save changes.
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Facultyare able to reveal hidden columns along with all the associated data, restorirdigpplay in the Grade
Center. To show columns, follow these steps:

Stepl. ClickManage in the Action Baof the Grade Center.

Step2. SelecOrganize Grade Centdérom the Action Link

menu. Columns which are Shown in all Grade Center Views
only visible in the Full Grade Center View and all appropri

Step3 Select the check boxes of the Grade Center columns to Grading Period. Reorder columns by dragging them to

Periods page. Other bulk actions can be performed usin

I Organize Grade Center

be revealed.

Step4. Click Show/Hide. LW ShowHide © FF Modify Category ©*  [& Mg

Step 5: From the Action Link menu, seleéghowColumn £ e Center Views
olumns

Show Selected
Columns in All Grade
Center Views

Step 6: ClickSubmitto save changes.

ing above thie bar is a frozen column. Drag th

[ |Usemame
[] | Student ID
O

Last Access
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Making Columns Visible to all Views of the Grade Center

Grade Center Views can be customized using different criteria, one of which is Grading @ee@isating
Grading Periodfor more information about creating Grading Periods). To maintaimsistency among different
views of the Grade Center, some columns such as a final gcddiean can be selectedppear in every view of the
Grade Center.

Columns listed under Shown irl @lews of the Grade Center appear in all views. To neakemns visible in all
views, follow these steps:
Stepl. ClickManagein the Action Bar of the

I Grade Center Grade Center.
- - Step2. SelecOrganize Grade Centdrom the
Grades can be entered directly from the Grade Center page. To enter grades. click on the cell. type the gra K .
Grade Center. Use the contextual menus to modify column properties and access grade details ACt'On L|nk menu.

& Add Grade Column | & Add Calculated Column \ UI';;I‘Ez;E;ge M4 Email [l Res Step 3 SeIeCt the Grad@enter Column

Current View: Full Grade Center Setas Bs!aun| Sort Col .

R (displayed on the screen as a row) to be moved
Y S WY Categories 7 Ava . . .

= y p— Smart Views e into the Shown in all views of the Grade Center
[~ |student 10 mystudent10 g::::j Z::Z:]:S Avai table by CI'Cklng and h0|dlng any part Of that

[™ |student 1 mystudent11 Aval row.

L 2 mystudent12 S e a Step4. Drag and Drop the row into the Shown

in all views of the Grade Center table.
Step5. dick Submitto save changes.

Toremovecolumns from the Shown in all views of the Grade Center section, follow these
steps:

Stepl. ClickManagein the Action Bar of the Grade Center.

Step2. SelecOrganize Grade Centdérom the Action Link menu.

Step3. Select the Grade Center column (displayed on the screen as a row) to be moved frShothie in all
views of the Grade Center table by clicking and holding any part of that row.

Step4. Drag and Drop the row from the Shown in all views of the Grade Ceatitierto a tablebelow.
Stepb5. ClickSubmitto save changes.

Freezing and Unfreezing Panes
Grade Center columns can be frozen in place so they do not move while scrolling throujhethdata. The
O2ftdzyya O2ydl AyAy3d &I ddoSey byddelaul® Rrozdodiumhsyférnain ih gositiony/oh tHeS &
left side of the Grade Center while the rest of the columnsthoascrolled through. This feature can be used for
example to easily match up individual studewntish
their data across the length of the Grade Center.

Facultycan freeze and unfreeze anytbk columns e
on the Organize Grade Center page. To freeze or gishownin(AlliGradelCenterViews
unfreeze a column in any of tf@rade Center views A E— et :
follow these steps: T T S '
Step 1 ClickManagein the Adion Bar of the Grade [1[Ussmsme sthuon
Center. = e
Step 2 SelecOrganize Grade Centdrom the 1 Avediy stfton
Action Link menu. = Shown in Selected Views only
Step 3 To freeze a column: —— — | ame ETy atego 0
Drag the dark gray bar down below the desired row. S Ruming Waghd Toa Shavm i Seacted Views anly |Calsaeted Grade
1
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Drag a row above the dark gray bar.

Step 4 To unfreeze columns:

Drag the darlgray bar above the desired ro®Drag a row below the dark gray bar.
Step 5 ClickSubmitto save changes.

Modifying Column Categories
From the Organize Grade Center page, it is possible to change the Grade Categories otehisting. A Grade

CenterCategory is a classification of a Grade Center column foracourseyFarii I y OSS &l 2 YS 62N ¢ &

GvdzAil ¢ | NB LlaaAiot S /I (S souNds &saociated kodhendl y KIF S DNIF RS
To change a Grade Category through the Organize Grade Centelfgléme these steps:
Step 1 ClickManagein the Action Bar of the Grade Center.

Step 2 SelecOrganize Grade Centdérom the Action Link menu.

Step 3 Select the desired columns to change by selecting the corresponding check boxes.
Step 4 Select the ne category from the list displayed under Modify Category.

Step 5 Select theCategoryto which to change the column or columns.

Step 6 ClickSubmitto save changes.

Modifying Grading Periods through the Organize Grade Center Page

In the Organize Grad@enter page, it is possible to change the Grading Periods to whiagmns are associated.
Grading Periods are segments that can help manage the Grade G@rading Periods, for example, can be
defined as Terms, Semesters, Quarters, Years, and smdoan have date ranges that further define them.
Grading Periods are not created by default. They must be defined by Instructors, if.desired

To modify the Grading Period of a column, follow these steps:
Step 1 Click Manage in the Action Bar of the Gr&imter.

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

Step 3 Select the desired columns to change by selecting the corresponding check boxes.
Step 4 From the Action Link Menu under Modify Grading Period select the Grading Period for
the column.

To create a new Grading Period follow the Manage Grading Periods link at the top of the page.
Step 5 Click Submit to save changes.

Or
Step 1 ClickManagein the Action Bar of the Grade Center.

Step 2 SelecOrganize Grade Centdérom the Action Link menu.

Step 3 Open up the Grading Period destination by clicking the + box.

Step 4 Drag and Drop the column to the desired Grading Period se&oly. one column can be moved at a time.
Step 5 ClickSubmitto save changes.

IE,I Bb Grade Centet1 July 2009
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Creating Smart Views in the Grade Center
Smart Views are views of the Grade Center based on a variety of student criteria. This éaraliteto create
certain views of the Grade Centebased on performance criteria fgradable items such as Assessments
Assignments that quickly track Students. There dmur different Types of Smart Views that specify the Student
information:
wGroupallows the instructors to select a Group, which was created in the course Gaoeips
subsections created in the User Regement Area of the Control Panel. They aceledion of
students selected by faculty
wBenchmarkallows the Instructor to select Students based on performance
wFocusallows the Instructor to select individual Students
wlnvestigateallows the Instrator to select from a full list of Student attributes; this isambinationof
the options of the other three Smart Views.

Once built and saved, Smart Views become a selectable list item on the Current Viedodnomenu of the
Grade Center page, enaljj easy navigation from one view to another. Any Sriéetv can be saved as the
default viewof the Grade Center. The current default view carchanged at any time.

Add a Group Smart View

Smart Views of Grade Center data can be based on Groups thabbamecreated in a Course.

Adding a Calculated Grade ColuBuildinga

=5
" . IA Grade Center
SmartView based on Group Membership
Step 1 Cllck Manage |n the Actlon Bar Of the Grades can be entered directly from the Grade Center page. To enter grades, click on the cell, type
Grade Center. Use the contextual menus to madify column properties and access grade details
Gl’ade Cel’lter s Add Grade Column Add Calculated Column “4 Manage 2 Email [i
Step 2 Select Smart Views from the Action Link Current View: Full Grade Centar * [SetasOeiaut|  Sort Coll—"="—
ownloal
menu. Categories
1 1 tudent 1 !
Step 3 C|IC|( Add Smart VIEW M| e mystudentt Grading Periods 9_
[~ |student 10 mystudent10 Grading Schemas
[~ |student 1" mystudent11 Organize Grade Center
[~ |student 12 mystudant12 Show/Hide Users
[ |student 13 mystudent13
[~ |student 14 mystudent14
[~ |student 15 mystudent1s

1%[ LINCOLN MEMORIAL
OONTOVCER S Y

LMU Courses LMU Cemmunity LMU Content Cellection

LWL TEMFLATE TRAINING (LWU-TEMFLATE TRAIMING) = CONTROL PANEL > BRADE CENTER > SWART VIEWS

Smart Views

Create a Smart View to see Grade Center data which matches defined criteria such as group membership or performance. To view a saved Smart View, click on the name or select it from the Current View list on
the main Grade Center page
[y Add Smart View

Mo Smart Views added
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Step 4 Enter a Name for the Smart
View. Tlis is a required field and will
appear in the Currentiew Action Link
menu on the Grade Center page. It will

LMU Content Collection | System Admin

LU TEWPLATE TRAINING ((MUTEUPLATE TRAINING) > CONTRGL PANEL » GRADE CENTER » SUART VIEWS » ADD SMART VIEW

et Smart also appear as a link to ti@mart View
8 e Vi normiton on the Manage Smaltiews page.
Descrption Step 5 Enter a Description of the Smart
View. The description will appear on the
@ Selection Criteria Manage SmarViews page.

Type of View @ g

Step 6 Select the Search Ty@roupby
selecting the corresponding radio

Jiew. Hold down the Ctrl button to select multiple items from one drop-down list| b utton

Select Criteria  Select the groups to include in this

User Criteria. Cendition. v

S Y] [Eumn Step 7 Select the Condition for the
( Group. Selectionsiclude:
Equal toor Not equal to
& sk Step 8 Select the value of the Group,
il Subrmitt s ek Cancel 1 qut which would be the Group name.

" Required Field

Filter Results  Columns to Display in Results

All Columns ~| O Include hidden information

Step 9 Select the Filter Results by picking which Columns to Display in Results from the dropelownThe
following choices are possible:
w tofufns

w b2yS 1'ff DNIRS /SyiSNI O2fdzvyya 6KAO ' NB @A
w !'ff /2fdzyya 6KAOK INB bh¢ @AraroftsS G2 {ddzRS
w {StSOGSR O2fdzyya 2yteés (KSy asStsSOi G(KS RSa
columns.

w {StSOGSR /I GSahedeshed CatghbriesHroniithedistofa St S

Categories

w {StSOGSR DNIRAYy3I tSNA2Ra 2yteéesx GKSy asStsSoi

Grading Periods
Step 10 To include hidden columns, click the check bobntdudehidden information.
Stepll. Clik Submit to save the Smart View.

Click Cancel to discard the query and return to the Manage Smart Views page.

Add a Benchmark Smart View

A Benchmark Smart View is a view of the Grade Center lmasstldents' performance on a single gradable item
suchas a midtern exam. To build Benchmark Smart View, follow these steps:

Stepl. Click Manage in the Action Bar of the Grade Center.
Step2. Select Smart Views from the Action Link menu.
Step3. Click Add Smart View.

Step4. Enter a Name for the Smart MieThis is a required field and will appear in the Curiéietv dropdown
menu on the Grade Center page. It will also appear as a link tSriteat View on the Manage Smart Views page.

Step5. Enter a Description of the Smart View. The descriptiorapplear on the Manage Smariews page.

IE,I Bb Grade Centet3 July 2009
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Step6. Select the radio button corresponding to the Search TBpechmark

Step7. Select theStudent Criteria(columns from the Grade Center) from the drdpwn menu(See marked area
below).

Step8. Select the Conton for the criteria. Possible conditions include the following:

Equal to

Greater than

Greater than or equal to

Less than Less than or equal to
Between

Status equals

geeeee

€ Selection Criteria
Type of View O Group (Select one or more groups.)

& Benchmark (Select users based on their performance.}

O Focus (Select individual users.)

O Investigate (Build a full query based on user attributes )
Select Criteria  Select the user criteria to include

User Criteria Condition Value

‘Grade on midterm { Scare | +| |Equal to

Filter Results  Columns to Display in Results

Greater than or equal to

"z‘-” Columns V| [ Include hidden |Less than
. Less than or equal to
e SHEn Between
Click Submit ta finish. Click Cancel to quit Status Equals

" Required Field

Step9. Select the Value for the Conditiohll Conditions require a number exc8gtween which requires two
numbers, andtatus equalswhich requires aelection for the statusf the grade.

Select Criteria  Se|ect the user criteria to includs

User Criteria Condition Value
Grade on midterm { Score ) V‘ | |and| ’

Select Criteria  Sglect the user criteria to include

User Criteria Candition Value
Grade on midterm { Score ) V| Status Fquals | |Exempt

In progress
Meeds Grading
Mull

,I Bb Grade Centet4 July 2009
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Step10. Select the Filter Results by picking which Columns to Display in Results from the dropeiowrThe
following choices arpossible:

Filter Results  Columns to Display in Results

All Columns | O Include hidden infarmation
. All Columns
© submit None (Show user informaticn only)
i All columns which are shown to users
Click Submit to f|
ek submitto All columns which are hidden from users
* Required Field |Selected Columns Only
Selected Categories Only
Selected Grading Periods Only

Stepl11. To include hidden columns, select the check box to Include hidden information.
Step12. Click Submit to save the Smart View.

Click Cancel to discard the query and return to the Manage Smart Views page.
Add a Focus Smart View

SmartViews of Grade Center data can be based on a simple seledtitudentsor Studentand columns of
Gradable Items. To build a Focus Smart View, follow these steps:

Stepl. Click Manage in the Action Bar of the Grade Center.
Step?2. Select Smart Views frothe Action Link menu.
Step3. Click Add Smart View.

Step4. Enter a Name for the Smart View. This is a required field and will appear in the Gliewrdropdown
menu on the Grade Center page. It will also appear as a link tSrifeert View on the Marge Smart Views page.

Step5. Enter a Description of the Smart View. The description will appear on the Manage\Sewestpage.
Step6. Select the Search Typecusby selecting the corresponding radio button.

Step7. Use the radio button to Select Criteria fdit Studentsor Selected Studentslf Selected Students is picked,
hold the Control Keydown andclick the Studentgo includefrom the selection box.

@ Selection Criteria

Type of View O Group (Select one or more groups.)
© Benchmark {Select users based on their performance |
@ Focus (Select individual users )
O Investigate (Build a full query based on user attributes.)

Select Criteria  Select the users and columns to include in this Smart View. Hold down the Cirl button to select multiple items from one drop-down list
Users

Selected Users v | |student.12 &
student.13

Filter Results  Columns to Display in Results
All Columns ~ [ Include hidden informatian
© Submit
Click Submit to finish. Click Cancel to quit
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Step8. Select the Filter Results by picking which ColitorDisplay in Results from the dropdomenu. The
following choices are possible:

Filter Results  Columns to Display in Results

All Columns ~| O Include hidden infarmation
. All Columns
© submit None (Show user information only)
i All columns which are shown to users
Click Submit to f
ek Submitto All columns which are hidden from users
* Required Field  |Selected Columns Only
Selected Categories Only
Selected Grading Periods Only

Step9. To include hidden columns, select the check box to Include hidden information.
Step10. Click Submit to save the Smart View.

Click Cancel to discard the quand return to the Manage Smart Views page.

Add an Investigate Smart View

Smart Views of Grade Center data can be based on a couppdey of student and column attributes. To build an
Investigate Smart View, follow these steps:

Stepl. Click Manage ithe Action Bar of the Grade Center.
Step2. Select Smart Views from the Action Link menu.
Step3. Click Add Smart View.

Step4. Enter a Name for the Smart View. This is a required field and will appear in the Gliewrdropdown
menu on the Grade Centgage. It will also appear as a link to tBmart View on the Manage Smart Views page.

Step5. Enter a

@ Smart View Information Description of the
teme Smart View. The
Description .. .
description will
appear on the
@ selection Criteria Manage SmarViews
Type of View O Group (Select one or more groups.)
O Benchmark (Select users based on their performance.) page
© Focus (Select individual users |
@ Investigate (Build a full query based on user attributes.) Step6 SeleCt the
Select Criteria  Select the users’ grade criteria to benchmark SearCh Type
User Criteria Condition Value Investlgateby
1 | Grade on midterm { Score | ~ || Equal to M .
selecting the
Add User Criteria Greater than di di
Formula Editor &ris'i;:m or equal to COFreSpOI’] |ng raalo
I:| Less than or equal to bUttOI"I .
Wanually Modfy | Ghange the operstors and insert parentheticala fo modiy how 22}’:‘?& s
. g Step7. Select
ilter Results  Columns to Display in Results H i
Columns Used in Criteria ~| [ Include hidden informatian StUdent Crlterla from
© Ssubmit the drop-down
Click Submit to finish. Click Cancel to quit menu. For example,
~ Reauied Fisld

GDN} RS 2y aAiR{ SN
Afull setof available
criteria is listed.
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Step8. Select a Condition from the drajpwn menu.
Note: The possibleaections differ with eaclype of item.

V  ForNames the condition must be set to eithd@eginswith or Contains
V  ForDates the condition must be set as eithBeforeor After.
V For<oresor Percentages the condition must be one of a number of optiossch as€Equal tq
Less than, Greater tharetc.
Step9. Enter a Value for the condition. The value entry depends upon the criterion sel@zgalcriteria require

specific Date values; Name entries require specific letter or namiiges. A Value entry will specify the Student
Criteria for the Smart View.

ForexampleSyY G SNAY 3 dacné | a + @FfdzS F2NI I aARGSoMhed Sail ¢2dzZ R
Midterm test.For more information on manually entering and editqugries, sedanually Modifying Search
Criteria Formula

Step10. To add a second Student Criterion, click Add Student Criteria, and make addiélatdions. Criteria are
always added as ANdbatements. The formula for the querydssplayed in the Formula Preview box. To edit the
formula manually, click ManualModify and enter a new formula. For more information on manually entering and
editingqueries, see Manually Modifying Search Crétdformula.

@ Selection Criteria

Type of View © Group (Select one or more groups.)
© Benchmark (Select users based on their performance )
© Focus (Select individual users )
@ Investigate (Build a full query based on usg
Select Criteria  Sglact the users’ grade criteria to ben
User Criteria

1 | Grade on midterme

Add User Criteria

Stepll. Select the Filter Results by picking which Columns to Display in Results from the draopeiowrThe
following choices are possible:

Filter Results  Columns to Display in Results

All Columns | [ Include hidden infarmation
. All Columns.
© Submit None (Show user informaticn only)
i All columns which are shown to users
Click Submit to f|
All columns which are hidden from users
" Required Field  |Selected Columns Only

Selected Categories Only
Selected Grading Periods Only

Stepl2. To include hidden columns, select the check box to Include hidden information.

Step13. Click Submit to save the Smart View.
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Manually Modifying Search Criteria Formula
To build complex search queries in order to create Smart Views of Grade Center data, Instarcted# the
selection formula in the in the Formula Editor text b@r. editthe formula, follow these steps:

Step 1 Select Student Criteria from the dra@lmwn menu. Available criteria appear in the tablelow.

Step 2 Select a Condition from the drafown menu. Available conditions appear in the tabé&tow.

@ Smart View Information

Name

Description

@ Selection Criteria
Type of View

Select Criteria
User Criteria

1 |Last Name

Add User Criteria

Formula Editor

Wanually Modify | Change the
; A
Filter Results Colunfns to Display in Results
Colupins Used in Criteria
© Submit

Click Submit to finish. §lick Cancel to quit

™ Required Field

O Group (Select one or more groups.)

© Benchmark [Select users based on their performance.)
O Focus (Select individual users )
@ Investigate (Build a full query based on user attributes.)

Select the users’ grade criteria to benchmark

Condition Value
~ || Begins with ¥

Begins with

+ | [ Include hidden infarmation

Step 3 Enter avaluefor
the condition.(See table
below for allowable
entries)
Step 4 As data is
selected, a query
formula is built in the
Formula Previewtext
box. The first sebf
Student Criteria is
. tHOSE®R
Step 5 To add a second
set of Student Criteria,
clickAdd Student
Criteria, and make
additionalselections.
The second set of
Student Criteria is

tl 0S8t SR anrs
criteria areadded.

Step 6 ClickManually Modify to change the operators and insert gantheses to edit théormula.
Step 7 Filter Results in order to display only the desired information and columns.
Step 8 ClickSubmitto save the Smart View.

AllowableUser Criteria, Conditions, and Allowed Entries

Criteria

Conditions

Allowed Entries

Availability Status

Username
First Name
Last Name
Student ID
Last Course Access
Group Membership
Grade on Item (text)

Grade on Item (Complete/Inc)

Grade on Item (all other display
types)

Equal to

Begins with; contains; or is equal tc
Begins with; contains; or is equal tc
Begins with; contains; or is equal tc
Begins with; contains; or is equal tc
Equal to: before; after
Equal to; not equal to
Equal to; Not Equal to

Equal to: Not Equal to
Less than; Less than or equal to:

Greater than; Greater than or equa
to: Equal to: Between

Choose from Available or Not
Available

Text entries

Text Entries

Text Entries

Text Entries

Date entries

Choose from all created Groups
Null; Exempt; IfProgress; needs
Grading; User defined

In Progress; Complete; Incomplete
Needs Grading

Values in the Primary Display of th
column, such as Scores or
Percentages; numbers entries, or
letter or symbol entries based on
Grading Schema.

1
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Organizing the Grade Center & Planning Assessment

Facultyinvest a great deal of time planning and creating lessons, matching lessorisavitmg objectives and
then assessing whether those objectives have been met. Assdsaining objectives is done in many different
ways, through exams, projects, papgoayticipationand more. Assigning value to those individual assessments
and configuring a grading schemadisplay grades to students for a marking period or course is grfiguevery
course.

Individual grades, Grade Columns and Calculated Columndweaysebeadded, modified or removedithin the
Grade Center during an ongoing Course; though by planning all assessments, attsiblitengp them, and using
those values to create a Grading Schema beforehawdilty will spend less time editing and reconfiguring
individual grades, and Studentsll receive consistent grading information.

Creating Grading Schemas

A Grading Schema is a diagram based on percentage ranges that matches scores t@gspdeifisplays. For

exaY L ST  aiGdzRSyi{dQa NI ¢ ydzySNA@intdi©dhRBESIn & Grading Sphmkd in G K+ G K I
which a percentage of 87.5 to 89.5 equals a B+,dtise results in a B+. If the grade display Letter option is

chosen, the B+ will display to tf&tudent. Grading Schemas may be edited or added to an ongoing Course and

grades will baipdated to reflect the changes.

Add a Grading Schema

When a Grading Schema is employed, and depending on the grade display option, th&€emsetewill translate
the entry according to the Grading Schema and display the correspording. For example, if a column is
configured to display Pass for all percentages above #@80, when the Instructor enters 89%, the Grade Center
will display Pass. There is no limitth® number of Grading Schemésculty can create.

Upon creation, a Grading Schema is included as an option in the Primary and Secondarypligplay creating
a Grade Column or Calculated itelfor more information on creating a Grade Column or Gated Column, see
Adding Grade Columrs the Grade Center aCalculating Grade3 o add a Grading Schema to tBeade Center,
follow these steps:

Step l CIICk Manage in the E{ LINCOLN MEMORIAL # e ™

ActionBar of the Grade Center. _ Home. vl Logaut

Step 2 Select Grading Schema LMU Courses | LMU Community | LMU Content Collection | System Admin

from the Action Link menu.

Step 3 ClickAdd Grading
E:'; Add Grading Schema

LWU TEMPLATE TRAINING (L MU-TEMPLATE-TRAINING) > CONTROL PANEL > GRADE GENTER > GRADING SCHEMAS > ADD GRADING SCHEMA

I Add Grading Schema

Schema @ Schema Information
Step 4 Enter aNamefor the " Hame
Grading Schema. The name will Description

appear in the drogdown menu
for Primary D.|splay and _ © Schems Mapping

Secondary D|Sp|ay Whaddlng Grade Center columns that are automatically graded (such as assessments) will be converted to this display option according to the translations pr
an Item to the Gl‘ade Center as manually using this display option, translations from each symbol into a percentage of points possible must also be provided

well as on the Manage Grading
Schema page.

Step 5 Enter aDescriptionfor
the Grading Schema. The description will appear on the Ma@agding Schema page and can assist with
identifying the Grading Schema.

IE,I Bb Grade Centet9 July 2009
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Step 6 Enter the Schema Mappingnformation. By default, any new grading schema will hiave ranges of
percentiles from 50% to 100% and from 0% (zero) to less than 50%.

Step 7.Click the arrow to insert a new row into the schema to enter additional display values to the schema.
Note: ¢ KS Rl akK a8 Wo/2fi ®©S dzaSR & 'y SyidNB a Al NBLNBaSyid
The percentage range given for each grade value must begin witkedkerlvalue listed first. The values must also
overlap.

For exampleA = 90; 100%; B = 8§ 90%; C = 7§ 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 8080 includes all grades up

to but no including 90%. The top range does include 100%.R¥itlove Rowo remove a value range (row) form

the schema.

Step 8 ClickSubmitto save the Grading Schema.

Modify a Grading Schema

Grading Schemas can be modifida modify a Grading Schema, follow these steps:
Step 1 Click Manage in the Action Bar of the Grade Center.

Step 2 Select Grading Schema from the Action Link menu.

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

Step 4 Make any changes tdame, Description or Display Symbols and their correspormiingentages.

Step 5 Click Submit. Once submitted, all columns using the Grading Schema are updatiéettdhe changes

Copy a Grading Schema

Once created, Grading Schemas can be copiediaed again. Upon Copy, the new Gradiuijema name is

LINSBFAESR gAUGK a/ 2L 2F¢ TF2ff 206 SR @alingiSkhemayfolldndhegeT (G KS 2 NJ
steps:

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

Step 2 Select Grading Scima from the Action Link menu.
Step 3 Find the Grading Schema to copy and click Copy.

Note: Copied Grading Schemas may be modified by using the steps in thectiaim above, Modify a Grading
Schema

Remove a Grading Schema

Instructors may remove thdefault Grading Schema only if they have made modifications tostructors may
remove any Grading Schemas they created as long as the schemas aresmt@rading Schemas currently in use
do not have a Remove button. Removing a Graidigema canrtdoe undone. To remove a Grading Schema,
follow these steps:

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

Step 2 Select Grading Schema from the Action Link menu.

Step 3 Find the Grading Schema to delete and click Remove.

Step 4 Click OK.
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Creating Categories

A Grade Center Category is a classification of a Grade Center column of a Course. For ingteh¢é S ¢ 2 NJ| = ¢
G¢Saizé 2N) avdzail ¢ FNB LI2aarot S / assdi@madMihdham (K G Yl & KI @
Categories are helpful inrganizing and utilizing the Grade CentFacultymay sort theGrade Center by a specific

Category to compare how all the Students scored in the "Homew@ategory, for example. Categories may also

be used when creating Smart Views (a saved wt@ade Center data) comprised @blumns associatedith

specific Category or Categories.

Categories can integrate with Grade Center columns such as Weighted Grade ColumoifitgaColumn, or
Average Grade Column. For example, an Average Grade Columatézidmecalculate statistics for all Columns
that are in the "Homework" category. Gradable items addethtocourse that are categorized as "Homework" will
automatically be included in the averagelculation.

Categories can also be used in the creattba ReportFacultymay create a printabl&eport that displays
Statistics of performance for all of the columns in a certain Categoryirfhismation can be used bfaculty
membersto make decisions about instruction, planning, assessment. For merinformation on Reports, see

Creating Reports

Creating New Categories
New Categories are created using the Manage Categories page. The Manage Categodesplzagethe default
Categories and any other Categoribat have been created. Each Categdigplays the Grade Center columns
associated with that particular Categomyhe Default Grade Center categories are:

V  Assignment

V  Discussion

V  Survey

V Test

To create a new Category, follow these steps:
Step 1 ClickManagein the Action Bar of the Grade Center.

Step 2 SelectCategoriesrom the Action Link menu.
Step 3 ClickAdd Category.
Step 4 Enter aNamefor the Category.

Step 5 Enter aDescription The Description field can help differentiate Categories, and explai / | G4 S32 NB Qa
purpose.

Step 6 ClickSubmit

Note: Columns associated with a Category are listed on the Manage Categories page. To assotiate svith a
Category, seddding Grade Columns to the Grade Center

Tip: Grade Center items that are nassigned a Category upon creation atdomatically assigned to "No
Category". To avoid this event, create Categdiefere creating Grade Center Items. Having Grade Center Items
associated withCategories is helpful when creating Smart Views. For moBnart Views, se€reating Smart
Views in the Grade Center.
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Modifying a Category

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

Step 1 In the GradeCenter page, in the Action Bar, click Manage.
Step 2 Select Categories from the Action Link menu.

Step 3 Find the Category to change and click Modify.

Step 4 Change the Category Name or Description

Step 5 Click Submit.

Removing a Category

Default Catgories cannot be removed from the Grade Center. Only Categories that havereated by a user
and that are not in use in a course may be removed. To remove a Catégjlany, these steps:
Step 1 In the Grade Center page, in the Action Bar, click Manag

Step 2 Select Categories from the Action Link menu.

Step 3 Find the Category to change and click Remove.

Note: The Remove button will only appear for Categories that can be removed from the Grade Center.
Step 4 Click Submit.
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Creating Grading Periods

Grading Periods araculty created segments that can help manage the Grade Center. GrReimgds, for
example, can be defined as Terms, Semesters, Quarters, Years, and so on, lzenbadate ranges that further
define them. Grading Periodse notcreated by default. If desiredhey must be defined bfaculty.

Defining Grading Periods and associating Grade Center columns to a Grading Periofhelltiyts effectively
organize and report on Grade Center defacultycan filter theGrade Ceter by Grading Period to display only the
columns in the segment. For exampdefaculty membemay configure the Grade Center to display the First
Quarter columns, reducingearching and scrolling.

Grading Periods can also be used to:

V  View the performane of students in a certain Grading Period
V Create a Report that displays the performance for a Grading Period
V Calculate a Grade column for a Grading RErio

While an optional element within all areas, Grading Periods can greatly assist with the orgarézetio
management of the following tasks:

Viewing and Modifying the Grade Center

Creating Smart Views of the Grade Center

Creating a Report

Adding a Grade Center column

Creating a grade calculation, such as a Weighted Grade or Total Points Grade

< <K<K

Creating a Grading Period
To create a Grading Period, follow these steps:

Step 1 ClickManagein the Action Bar of the Grade Grade Center
Center.
. . . . Grades can be entered directly from the Grade Center page To enter grades. click on the call, ty,
Step 2 Se|ECG I’adlngPeI’IOderom the ACtIOI’] L|nk Grade Center. Use the contextual menus to modify CD\TIMJH pro;:emesJand access grade details
4 Add Grade Column &8 Add Calculated Column “4 Manage %2 Email
menu. . . . Current View: Full Grads Center ** [Ssiastsfaut]  Sort Coll P02
Step 3 ClickAdd GradingPeriod Download

! Usemame SN Categories

(&84 Add Grading Period EEmoves
Step 4 Enter aNamefor the Grading Period. This will
appear on the Manage Grading Periguge.

Step 5 Enter aDescription

Adding a description to the Grading Period helps to
identify and organize different GradirRgriods.

Step 6 Select the Grading Period Dates.

o

student 1 mystudent?

student 10 mystudent10 Grading Schemas

student 11 mystudent11 Organize Grade Center
Show/Hide Users
T

student 12 mystudenti2

L Y

sfudent 13 myatudent13 ‘

Note: Select None or set a Range based on Start Date and End Date, including the month, day, and year.
If a date range has been specified, checking Associate Existing Items will associate all Grade Columns and
Calculated Columns that were previously creatiti Due Dates to the corresponding Grading Period.

Step 6 ClickSubmit
Caution: 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 ttimgs of an existing Grading Period. All items
associated with the existing Grading Period will become associated with the new one.
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Modifying a Grading Period

To modify an existing Grading Period, follow these steps:
Step 1 In the Grade Center page,time Action Bar, click Manage.

Step 2 Select Grading Periods from the Action Link menu.
Step 3 Find the Grading Period to change and click Modify.
Step 4 Enter the changes.

Step 5 Click Submit.

Removing a Grading Period

To remove a Grading Peridd)low these steps:
Step 1 Click Manage in the Action Bar of the Grade Center.

Step 2 Select Grading Periods from the Action Link menu.

Step 3 Find the Grading Period to change and click Remove. All Grade Center Items assotiase@rading
Periodwh t f 0SS NB&aSG G2 ab2d Ay | DNIRAY3I t SNRAR2R®DE
Step 4 Click OK.

Viewing a Grading Period and its Associated Grade Center Columns

To view the columns associated with a Grading Period, from the Current Vievddvap menu,select the desired
Grading Period andlick GoTo maintain the Grading Period view as the default view, click Set as Default. The
default viewcan be changed as often as desired, allowing the user to set which view to open fiestaFgole, an
Instructor can change the default view fromigtiQuarter to Second Quarter wheime second quarter begins.

Grading Periods and Organize Grade Center

In the Organize Grade Center page, all Grade Columns and Calculated Columns are disjalalgsd ihe top

table displays all the columns that afeown in all views of the Grade Cent&rtable for each Grading Period
appears next. Any Grade Columns and Calculated Colummssutiated with a Grading Period appear in the last
table Not in a Grading Period

Columns can be associated with Gradiegiods from the Organize Grade Center page. To
associate columns to Grading Periods, to move them to other Grading Periods, or to disassociate
them from any Grading Period, follow these steps:

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

Sep 2. Select Organize Grade Center from the Action Link menu.
Step 3 Select the items to be associated or disassociated.

Step 4 Click Modify Grading Period.

Step 5 Select the Grading Period to which to associate the column.
Step 6 Click Submit.
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Grading Periods and Grade Calculations

Grading Periods can be used when calculating grades for a course. First, associaedBranes with a Grading
Period. Next, create a Calculated Column that includes all the Galdenns in that Grading Period. Fexxample,

all homework assignments that occur withiparticulardate rangeare associated with Term 1. Then, create a
Calculated Column that usesTatal Point calculation and that includes all homework for in the Grading Period
Term 1. Thughis TotalPoints column will display the grade based on a relationship of points possible to points
given for all homework assignmentsis not possible to associate a column to more than one Grading Period. For
example, a columiannot be included in Quarter 1 drifemester 1 Grading Periods.

Viewing Grades and Adding Items

Facultycan add gradable items to the Grade Center automatically, manually, or thiquigading. For more
information on uploading, se¥ploading External Grade Centeams.Gradable itemshat are added to the

Course Content such as an exam or test automatigalherate a column in the Grade Center. Gradable items that
are not added from the Courggontent need to have a column created manually in Grade Center. Instructors can
manuallycrede Tests, Quizzes, and Class Participation columns, for example. These columns then may
displayed to the Students and Observedsice created, columns and theirpaneters can be modified by faculty
For examplecolumns can be renamed, be associatethvai different Grading Period or a different Grading
SchemaFacultyalso control whether columns are displayed to Students and Observers.

Sharing the Grade Center with Students

Faculty control what Grade Center data is released to Students and wherlédased. Any Grade Center column

can be shown or not shown to Students. Columns that are available are displayed in the View Grades tool, the My
Grades course tool, and can be displayed individually in the Report Card module. Columns that are ndg availab

will not display in any of these places. Grade Center statistics can also be made available to users or unavailable to
users. If statistics are available with a column, they will be displayed when the column is displayed. There are
multiple ways to maké&rade Center columns available or unavailable to users depending on the task or workflow
the Instructor is engaged in. Follow any of these sets of these steps below to control the availability of Grade
Center columns.

When adding a new Grade Center column

Step 1 Under OptionsShow this column in My GradeselectYesto allow students to view the column in My
Grades, oNoto make the column unavailable.

Step 2 To Include this column in Grade Center calculations, sEkxt

Step 3 ClickSubmitto save selections.

© Options

Select No for the first option to exclude this Grade Center column from calculations. Select No for the second option to make this Grade Center column unavailable in My Grades. Select Yes for the third
option to display column statistics in My Grades

Include this column in Grade Center calculations @ Yes OMo
Show this column in My Grades @ Yes OMo

Show Statistics (average and median) for this column in My Grades (O yas ®No
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B When viewing the Grade Center page:
— IModify Column
E'E:e 00':““ Step 1 Click theAction Link in the desired column header to open the contextual
olumn Statistics
i menu.

Set as External
— Grade

Step 2 SelecModify Column.
Domlone Heeuie Step 3 Change thavailability optionsfor the Column.
| Clear attempts for Step 4 ClickSubmitto save changes.

all users

Attempts
Statistics

Close Menu

Automatically Generated Grade Center Columns

All gradable items created for a Course through the Blackboard Learning System autongditaifjte columns in

GKS / 2dz2NESQ& DNI RS / SyidSNI® ¢ KS &@adeCenterdapeyations: Théfoll®fing I A 6 f S
gradable items automatically generate a column:

wDiscussion Boards Must have the forum settings set to grade the forum or forum
thread.
wAssignments; Assignments are added to Course Content and are graded rignua

wSurveys; Surveys are automatically scored. Surveys can be included or excluded in
summary Grade Center calculations.

wAssessmentg Assessments can be automatically scored online, in which case the
grade is automatically entered in the Gra@enter column. Assessments may also
contain questions that need to be scored manually, such as an essay question, and
require the grade to be entered manually.

Manually Add a Column in Grade Center
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Follow these steps from the Grade Center page:

lg[ LINCOLN MEMORJIAL # @ W

Home Help Logout

LMU Courses LMU Community LMU Centent Collection System Admin

LWL TEMFLATE TRAINING (LMU-TEMFLATE TRAINING) > CONTROL PANEL > GRADE CENTER

I Grade Center

urades can he emered 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,
& gotextual menus to modify column properties and access grade details

#4 Add Calculated Column %] Manage [%2 Email [l Reports [ Grade History

Current View: Full Grade Center Set as Default | Sort Columns By: Layout Position

= Last Name firsthame 9 usemame  F7 swoentv  FJ Lastaccess B avaitaviity I Running weigh F1 orientation Ase F1
I~ |student 1 mystudent1 May 26. 2009 Available o

I |student 10 mystudent10 Availahle

I~ |student 11 mystudent11 Available

[~ [student 12 mystudent12 Available

1. ClickAdd Grade Columin the Action Bar of the Grade Center.

2. Enter &Column NameThis is a formal name for the column, and is displayed itGtlaele
Center if noGrade Center Display Namie entered.This field will only accept haracters.

3. Enter a&Grade Center Display Nam@&his appears as the column header in the Gi@deter.
This field will accept 15 characters in the column hea@ibe Grade Centertise only area where
this name is used.

4. Enter aDescription A description will &lp Instructors and other graders identify tieelumn.

5. Select @rimary Displayption from the dropdown menu. The default choice $&ore The
format chosen is the primary or only (if no Secondary Grade is selected) fdispédyed for this
Grade lem in the Grade Center. The selections are based oGtheing Schema, and there are
default selectionskFor more information on Gradir§chema, see Creating Grading Scherfias.
following is the list of default selections:

Score Percentage Text Compléteomplete Default Schema (Letter)
6. Select &econdary Displafrom the dropdown menu. This selection displays thecondary format for this
Grade Item in the Grade Center. The Secondary Disptegnted by parentheses. The options, including the

default or the options created b@rading Schema, are the same as the primary display choices.

7. Select &£ategoryfrom the dropdown menu. This associates the column to a Catedidrg.default choice iNo
Category.

8. EnterPoints PossibleDenote thenumber of points assigned to this column. Nonnumeritries are not
accepted.

9. Select &rading Period This will associate the column to a Grading Period. For méyamation on Grading
Periods, see Creating Grading Periods.

10. Creation DateThissystemadded field displays the date the Grade Item was created cannot be edited.
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11. Enter &ue Date Select from the following:
wNonec¢ there will be no due date for the Grade Item.
wDue Ongspecify the due date for the Grade Item, includingnth, day, and year.

12. Set additional Options for the column by selectingYlesor No radio button for thefollowing:
winclude Column in Grade Center calculationthe column is included in the
possible selections of items when creating Calcul&@etumns, such as Weighted
Grades Columns or Total Point Columns.
wShow this Column in My GradesGrades will appear in My Grades, View Grades,
and the Report Card module when available.
wShow Statistics (average and mean) for this column in My Graglexludes
statistical information with the grade value when shown to students.

13. CliclSubmitto save.

Adding a Calculated Grade Column

In the Grade Center, an Instructor can calculate grades by combining multiple columns tgatfanmance
results,such as class averages, final grades that are based on a weighted stati&, points, and so on.
Calculated Gradeolumnsdisplayperformance resultsvhichcan be displayed to students or remain accessible to
only the Instructor, TAgr Grader. The pasble Calculated Columns include the following:
Weighted Grade Average Total Minimum/Maximum
¢tKSasS Oly 0SS dzaSR | GKS LyadNHz0G2NRa RAYOURIDAZFNIDRE ONJ
organization, measuremenor vigilance of a Course
About Weighted Grades

A Weighted Grade is a Calculated Column displays the calculated result of quantittegianespective
percentages. A Weighted Grade can be displayed as a column in the Geatie. Instructors control the visibility
of the column in the Grade Center as well as controltimg release of the column to students and other users.

For example, an Instructor may create a Weighted Grade column that calculaieesim grade in which each
Category, such as Test, Survey, Asdigment are given a certain percentage of the final quarter's grade.
Alternatively, thelnstructor may create a Weighted Grade that is the final grade for a course, withitlierm
andexams included in the Weighted Grade.

Facultycan create any number of ighted Grade columns, including Weighted Gradeimns that include other
Weighted Grade columns. For examf@uiz = 20%) + (Homework = 10%) + (Participation = 20%) + (Exam = 50%) =
(Quarter GradejQuarter 1 = 25%) + (Quarter 2 = 25%) + (Quarter 3 =2%)arter 4 = 25%) = (Year Grade)
Instructors can create a Weighted Grade based on any column, or any Category in th&€Emgate

Note: Each Weighted Grade columns percentages must total 100%.

Adding a Weighted Grade Column
To create a Weighted Gradelumn in the Grade Center, follow these steps from the Grade
Center View Spreadsheet:

Stepl. Move the cursor over the Add Calculated Column icon in the Action Bar of the Geatk.
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Step2. SelecNVelghtlerom the Action Link menlEnter an Grade Center
ColumnName. A required field, Column Name is formal name for
the |tem'and is d|sp|ayed in the Grade Center if no Grade Center Grades can be entered directly from the Grade Center page. To

submit. Use the arrow keys or the tab key to navigate through th

DISplay Name iS entered. access grade details
&Y Add Grade Column | S8 Add Calcylated Co ?
This field will only display the first 15 characters in the column Curront View: Full Grage cALVeighed |

header.

student 1 Iuluwmlm-MEJMmUm

Step 3 Enter a Grade Center DiaplName. This appears as the L
column header in the Gradgenter. This field displays 15 L
characters in the column headérhe Grade Center is tioaly area ::
=
=

student 10 mystudent 10

student " mystudent 11

student 12 mystudent12

where this name is used

student 13 mystudent13

student 14 mystudent 14

Step 4 Enter a Description. A description will help Instructors and
Setlectearowso B

other graders identify theColumn.

Step 5 Select a Primary Display option from the chaigovn menu.
The format chosen is thgrimary or only (if no Secondary Display
is selected) format displayed for this Weight@dade Item in the Grade Center.

Step 6 Select &secondary Display from the dralown menu. This selection displays thecondary format for this
Weighted Grade column in the Grade Ceniite Secondaisplay is denoted by parentheses

Step 7. Select a Grading Period from the drdpwn menu. This widesignate to what Gradingeriod the column
is associated.

Step 8 Select the items to be included in the Weighted Grade Column, and entpetisentages for each column
or Category to be included in the Weighted Grade.

wColumns to Seleat A list of dl columns in the Grade Center. Select the Column and
click the arrow to add it to the Weighted Grade column.

wCategories to Seleat A list of all Categories in the Grade Center. Select the category
and click the arrow to add it to the Weighted Gradeucoh.

Step 9 After all columns and Categories have been selected, enter the percentage fwedaction.When a
Category has been selected, several other options appear:

wSelect a Grading Peridar the Category using the dregjown menu. This will only
appear if a Grading Period has been created. Only columns within the selected
GradingPeriod will be included in the Weighted Grade.

wSelect how to weigh columns within the Category EqoalBroportionally Choosing
Equally applies equal value to @blumns within a Category. Choosing Proportionally
applies the appropriate value to a Grade Item based on its points compared to other
columns in the Category.

wDecidewhether todrop high or low grade within the Category or use the lowest or
highest valie in the category.

Note: To remove a selected Grade Item or Category from consideration, clickdite E A Grade column that is
set to "no" for the Include in Grade Center Sealculations setting will not display in the selection list.

Step 10 Cdculate as a running total
¢ SelectYesto calculate the weight as a running totaliteclude only the Columns that have been graded.

¢ SelectNoto include all items.
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Step 11 Share Weighted Grade column with users. The following permissions cateloted toadd the column
to My Grades:

w LyOf dzRS / 2 f Gavef cakufationgdViakeieICBILEBNN available fase
in other calculations.

w { K2g [ 2f dzY ¥ Shows the &lurbinNd My Grades.

w { FeRtdticyaverage and median) to StudegtShows the Weighted Gradmlumn
statistics in My Grades.

Step 12 ClickSubmitto save.
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About Total Points Calculations
A Grade Center Total Points column is a grade based on the cumulative points received todlagegoints
allowed.The following items can be selected to create a Total Points calculation and its column:

wAll Grade ColumnsAll individual Grade Columns added to the Grade Center.

wGrade Columns in a Grading Perg#lll Grade Columns that have beadded to a

Grading Period.

wSelected Gradable Columns and Categayigsy grade Columns and any or all

Categories.

For example, a faculty memberay create a column to determine tleemidterm gradeby creating a Grade Center
Total Points column that includes all of the columns in the fiest of aGrading Period. Alternatively, an Instructor
can create a Grade Center Total Points column distlays the percentages of a particular Gr&tnter caimn,

or a Category or Categories.

I—v Grade Center Creating a Total Points Column
To create a Total Points column in the Grade Center,
Grades can be entered directly from the Grade Center page. To ¢ follow these steps:
submit. Use the arrow keys or the tab key to navigate through th Step 1 Move the cursor over the Add Calculated Column
access grade details icon in the Action Bar of the Gradenter.
Add Grade Column €Y Add Calculated Column . )
Weighted Step 2 SelecfTotal from the Action Link menu.
Current View: Full Grade C ncC . .
Total | Step 3 Enter a Column Name. A required field, Column
ast Name o Average 3 Name is formal name for the Item, amldisplayed in the
I [student 1 Minimurm/Mzxmurm Grade Center if no Grade Center Display Name is entered.
I |student 10 mystudent10 This fielddisplays 15 characters in the column header
[ |student 11 mystudent11 Step 4 Enter a Grade Center Display Name. This appears
 |student 12 mystudent12 as the column header in the Gra@nter. This field will
~ |stwgent = mystudent 3 only display the f|_rst 15 characters in the cplumn hgader.
The GradeCenter is the only area where this name is
I~ |student 14 mystudent14
SelceaRows0 B used.

Step 5 Enter a Desgtion. A description will help
Instructors and other graders identify ti@lumn.

Step 6 Select a Primary Display option from the diabgvn menu. The format chosen is themary or only (if no
Secondary Display is selected) format displayed for thisl Patiatsltem in the Grade Center.

Step 7 Select a Secondary Display from the ddmpvn menu. This selection displays thecondary format for this
Total Points column in the Grade Center. The Secordisplay is denoted by parentheses.

Step 8 Select a&Grading Period from the dregown menu. This will designate to what Gradi®Peyiod the column
is associated.
Step 9 Select the items to be included in the Total Points column. Possible selections inclddkothimg:

w !'ff DN}YRFIo6tS /2fdzyya

w ! f f eDduimAslinaiGrading Period and select a Grading Period from the dropdown
menu. This will not display unless a Grading Period has been created.

w {StSOGSR DN}YRFIo6tS /2tdzyya |yR /| ci®@oathd Sa |
arrow. Selecthe Categories from the text box and click on the arrow.
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Note: ¢ 2 NBY2@3S I aSt SOGSR AGSY FTNRY O2yaARSNIGAz2yz Of A 0]
Step 10 Calculate as a running totaSelect Yes to calculate the weight as a running totai¢tude only the
Columns thatave been graded. Select No to include all items.

Step 11 Share Total Points column with users. The following selections can be made tealbana information
with users:

¢ Include Column in the Grade Center score calculatiddskes the column availabfer use in
other calculations

e Show Column in My GradesShows the column in My Grades

e Show Statistics (average and median) for this column in My Ga8kews the TotdPoints
column statistics in My Grades

Step 12 Click Submit to save.

About Average Gade Columns
An Average Grade column displays the average for any number of quantities. An Averag€ &uaae can
include any the following notext columns:

w ! £t DNJIcRISindividual G&rddé dolumns added to the Grade Center.

w DNJI RS /a&hdiay Fediod AlyGrade columns that have been added tGrading Period.

For examplethe faculty membercan display the average

for all Tests, or display ¢haverage grade farach Student I' Grade Center
for a grading periodAny Categories that contain items
that are set to No for the Include in Grade Center Grades can he entered directly from the Grade Center page. To &
H H I H ; H submit. Use the arrow keys or the tab key to navigate through th
calculationssetting will ignore those items when figuring scoess grade detalls Y
the Average Grade. 4’ Add Grade Column 8" Add Calculated Column
: C ¢ View: Full Grade C Weighted i
Creating an Average Grade Column b I
Tocreate an Average Grade and its column in the Grade ast Name Average s
Center, follow these steps from therade Center View = ] ST —
SpreadSheet' [~ |student 10 mystudent10
[~ |student 11 rstudent 11
Step 1 Move the cursor over the Add Calculated Column Mk
icon in the Action Bar of the Gradenter. [ |student 2 mystudent12
L [~ |student 13 rstudent13
Step 2 Select Average from the Aatidink menuEnter = mystuden
an Column Name. A required field, Column Name is formal || [s"@ 1 mystudent14

name for the Iltemand is displayed in the Grade Center if selectedRowsi0 [

no Grade Center Display Name is enterEhis field will
only display the first 15 characters in the Column header.

Step 3 Enter a Grade Center Display Name. This appears as the column header in thE€@&rimadeThis field will
display 15 characters in the column header. The Grade Ceriter anly area where this name is used.

Step 4 Enter a Description. A descriptionivielp Instructors and other graders identify thelumn.

Step 5 Select a Primary Display option from the diadipvn menu. The format chosen is themary or only (if no
Secondary Display is selected) format displayed for this Avésage column in th&rade Center.

Step 6 Select a Secondary Display from the ddmpvn menu. This selection displays the
secondary format for this Average Grade column in the Grade Center. The Secondary
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Display is denoted by parentheses.
Step 7 Select a Grading Period frahe drop-down menu. This will designate to what Grading
Period the column is attributed.

Step 8 Select the columns to be included in the Average Grade column. Possible selections
include:
e All Gradable Columns
e All Gradable Columns in a Grading Period saldct a Grading Period from the
dropdown menu; this will only display if a Grading Period has been created.
e Selected Gradable Columns and Categories Select the Items from the text box and click
on the arrow.
e Columns to Seled A list of all Columns ithe Grade Center. Select the Column and
click the arrow to add it to the Average Grade column.
e Categories to SelectA list of all Categories in the Grade Center. Select the category
and click the arrow to add it to the Average Grade column.

When a Categry has been selected, several other options appear:

e Select a Grading Period for the Category using the-dapn menu. This will only be available if a
Grading Period has been created.

e Select how to weigh Columns within the Category Equally or Propoltfo@hoosing Equally applies
equal value to all gradable items within a Category. Choosing Proportionally applies the appropriate value
to a Grade Item based on its points compared to other Columns in the Category.

e Decide whether to drop high or low graslavithin the Category or use the lowest or highest value

e inthe category.

AAAAA

Note:¢ 2 NBY2@S | &St SOGSR AGSY FNRY O2yaARSNIdA2ys Of A 0]

Step 10 Select to Calculate Average as a running total. Selecting to calculate the averagersagtotal will
only include the Grade Columns that have been graded. Select Xes or

Step 11 Share Average Grade column with users. The following selections can be made to share
column information with users:
Include Column in the Grade Center score catmia ¢ Makes the column available foise in other calculations

e Show Column in My GradesShows the column in My Grades
e Show Statistics (average and median) for this column in My Ga8bews the Average Grade column
statistics in My Grades

Step 12 Cick Submit to save.

About Minimum/Maximum Columns
A Minimum or Maximum Grade column displays either the minimum or maximum gradesé&ection of
Columns. This column can be displayed to the Students or just the Instrirctweating a Minimum/Maximum
Grade column, the Instructor can select from the following:

w ! £t DNJIcRISindiigutl Grdde £olumns added to the Grade Center.

w DNI RS / 2f dzYy & ¢AlyGrabe ColdhinRthayhave beSri\aiidedBrading

Period.

Forexample the faculty membemay choose to find the minimum scores of all the Tests fradrading Period
and display it only to the Instructor.
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Creating a Minimum/Maximum Column
To create a Minimum/Maximum Grade Column, follow =
these steps: Grade Center

Grades can be entered directly from the Grade Center page. To 4
Step 1 Move the cursor over the Add Calculated submit. Use the arrow keys or the tab key to navigate through th
Column icon in the Action Bar of the Gra@nter. access grade details
.. . . Y Add Grade Column | 48 Add Calculated Column
Step 2 Select Minimum/Maximum from the Action Weighted
Link menuEnter an Column Name. A requireeld, G S R e ihE
Column Name is formal name for the Iteamd is a5t Name a v
displayed in the Grade Center if no Grade Center  |student : Minimurm/Maximum
Display Name is enteredhis field will display 15 ~ Istudent i mystudent10
characters in the Column header.
. . [~ |student 1 mystudent11
Step 3 Enter a Grade Center Display Name. This
. [~ |student 12 mystudent12
appears as the columimeader in the Grad€enter.
. . . . . . 3 Il
This field will only display the first 15 characters in the || [ " mystudentt3
column header. The Gradeenter is the only area B[St T ® mystudent14

where this name is used. ‘

Step 4 Enter a Description. A description will help
Instructors and other graders identifize column.

Step 5 Select a Primary Display option from the diabgpvn menu. The format chosen is themary or only (if no
Secondary Display is selected) format displayed forMlmémum/Maximum Grade in the Grade Center.

Step 6 Select a Secondary Disy from the dropdown menu. This selection displays tecondary format for this
Minimum/Maximum Grade column in the Grade Center. Beeondary Display is denoted by parentheses.

Step 7 Select a Grading Period from the drdpwn menu. This will desigteato what Gradind?eriod the column
is associated.

Step 8 Select the Calculation Type Minimum or Maximum.

Step 9 Select the items to be included in the Minimum/Maximum Grade Column. Possielgions include:
w !'tff DNIRFO6tS /2fdzvya
w ! ff DNnRina Grading Befiodzand select a Grading Period from the dropdown
menu. This will not display unless a Grading Period has been created.

w {StSOGSR DNIRIFo6tS /2fdzvya yR /FGS3I2NASa {StSOG 0
click on the arrow. Select theategories from the text box and click on the arrow.

Note:¢ 2 NBY2@S | &St SOGSR AGSY FNRY O2yaARSNIdA2ys Of A 0]

Step 10 Calculate as a running totaSelect Yes to calculate the weight as a running totat¢tude only the
Columns that haveeen graded. Select No to include all Columns.

Step 11 Share Minimum/Maximum Grade column with users. The following selections caadeeto share
column information with users:

Include Column in the Grade Center score calculatidfskes the columavailable foruse in other calculations
w { K2g [/ 2f dzY ¥ Shows tha &lurnNd My Grades

w { fe’tsticyaverage and median) for this column in My Graggbows the
Minimum/Maximum Grade Column statistics in My Grades

Step 12 Click Submit tsave.
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Creating Reports

Reports can be creatddr Couses and Students. For example a faculty mendaer create a Report, like a
progress report, that contains all of the grades fromaaticular marking period for a defined group of Students in
a classsuch as transfer students. This Report can then be prirge@n to each student, advisor, or dean.

Reports can display all or a numberstdidents or goups; Grade Columns or Calculatedlumns, 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.

Creating a Report
To create and print eead-only Report, follow these steps:
Step 1 In the Grade Center, in the Action Bar, click Reports.

1enter grades, click onthe cell, type the grade value,

oo Pt cato Taoue i hade Gontes e e Step 2 Select from the following possibilities to be included in
Je details. the Header Information of theeport:

“%) Manage = Email il Reports | [
ort Columns By: Layout Position = IE[ LINCOLN MEMORIAL ® © ¥

LMU Courses LMU Community LMU Content Collection System Admin

Select the information to be included in the Report. Click Preview to view the report and make changes
the report and return to the main Grade Center page

@ Header Information

Select what to include in the header of each report

Report Mame l:l
0 Dete

[ Institution Name
[] Course Infarmation l:l

[ Instructor Names

[ Teaching Assistant Names
[] Custom Text
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Header Information

Description

Report Name*

Displays a title for the Report

Date*

Displays the Date of the Report creation on the
Report

Institution Name*

Displays the default Institution Name on the Report

Course Information*

Displays the Course Name and Course ID

Instructor Names

Displays the Instructor Name on the Report

TA Names

Displays the TA names on the report

Custom Text*

Entered any desired text into the textbox

*|dentifies where text may be edited or modified.

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

wAll UsersThis will include all students in the Course on the

Report.

wSelected UserSelect one or more students in the courbiote:
To choose more thaane students, press and hold Ctrl + click the

names

wAll Students in Grouelect a Group to biecluded in the
report. Note: A Group must bereated before It will appear and 2, student

be an optionvhen creating a Repart

Step 4 Select from the following possibilities for the Student 7, studert

Information to be included in the
report:

€ User Information

Select which user information to include inthe reports.

First Name
Last Name
[] Usemame
[] Student ID
[ Last Access

Bb Grade Centes6

% O g

I‘E’I LINCOLN MEMORIAL
UNIVERSITY

LMU Courses

Home Help Logout

LMU Community LMU Content Colled

6 Users

Select the users for whom reports will be generated.

O All Users

@ Selected Users
1, student |~

3, student
4, student
5, student
8, student

8, student
9, student
10, student |~
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Step 5 Select the Grad€olumn or Calculated Column to be included in the Report. The
following selections are possible

Column Description

All Grade Center Select to include all of the Grade Center columns in the

Columns Report.

All Columns in

Grading Select to display all of the columns of a particular

Period Grading Period in the Report.

Al Columns in Select to display all of the columns of a particular
Category. Select a Categor

Category
columns.

Selected Columns Select the desired columns to be displayed in the
Report.

Include hidden

Columns This displays any column that was hidden from the

in Report Grade Center view.

Step 6. Select the column information to be included in the Report. This is the information that is
associated with garticular Grade Column or Calculated Column. This information was
created during the creation of a column.

Note: TheColumn Namend Current Gade will displayautomatically in the Report, and thesannot be
removed.

wDescription-- Select todisplay the

Home Help Logout () 2 f dZYY Q é. é S é. o N\Y\ L\]L’] 7\ 2 y 7\ )

LMU Courses LMU Community LMU Content Collection System Admin (f)Due Date" Select tO dISE)|ay the R
@ Column information (OF~ f. d.zY Yy Q a 5dzs 510S Ay 0Of

Select the column informationto include inthe reports. Name and Grade are included by default wStatistics-- Click and then select to

[ Description display the clas8verage Median,

[ DueDate or Bothfor eachCalculated Column

[ statistics |\ of Grade Column included the

Report.
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Step 7 Select the Footer Information to be included in the footer of the report. It includealf@ving:

w /daGz2y ¢SE
enter any desired text to be
displayed in the footer sectioof
the Report

LMU Content Collection | System Admin

nation to INclude In the r2ports. Name and Lrade are NGIUGEA by detault

[ Statistics | Median v

w {A3Jyl G dNBdisplayg S T

Select what to include in the footer of each report

signature line on the report. D oo Tox
w 5FdS {StSO0 ¢z v
creation date on the Report. This 2 S
can be edited. [0 Couse omation LD
@ submit

Click Submit to finish. Click Cancel to quit

w / 2dz2NES LY FT2NXIQ
display the Course Name and
Course ID on the Report.

Cancel ) | _Preview Submit

Step 8 Click Preview to open the Report imew browser window, leaving the Report creatiorowser open as
well.

Step 9 Click Submit. This will display the report in a new browser window, but the Reeation browser will
return to the Grade Center page.

Step 10 Print the report usingthe N2 6 8 SNJ 6 Ay R26Q& LINAY (G TFTdzy QliAzy
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Manage Items

TheManage Itemsoption allows the instructor to modifrade Centeitems and select the order for them to
appear in theGrade Center

LINCOLN MEMORIAL i 3
R LicomMevquAL 0

Home Help Logout

LMU Courses LMU Community LMU Content Collection System Admin

LMU TEMPLATE TRAINING (LMU-TEMPLATE TRAINING} > CONTROL PANEL > GRADE CENTER

I 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 through t
Grade Center. Use the contextual menus to modify column properties and access grade details

Y Add Grade Colurnn Add Calculated Column %] Manage Mz Email [il] Reports = [T Grade History

Current View: Full Grade Center Setas Default Sort Columns By: Layout Position

1 Username 1 Student ID 1 LastAccess &7 Availability 1 Running Weigh &7 Orientation As¢ £/ Orientation Ast &1 student Orient: £
I~ [student 1 mystudent1 May 26, 2009 Available a Column
| Information
I~ |student 10 mystudent10 Available - - -()
- Modify Column
I~ |student 11 mystudent11 Available - - B Hide Column
[~ [student 12 mystudent12 Available - - -1 Column Statistics
I~ [student 13 mystudent13 Available - - -(9) Set as External
Grade
[~ [student 14 mystudent14 Available - - - ()
! Remove Column
I~ |student 15 mystudent15 Available \ Close Menu
X

Once created, Grade Center columns can be modified to reflect any desired changes. Columns
added to the Grade Center from an external file must be modified from a text column to another
type and have the number of points possible entered in order to be used to calculate grades.

Follow these steps to modify a column:

1. Click on the Action Link E: in the desired

column header (see red highlighted area Wodiy Column

above). @ Columninformation

2. Click Modify Column. Grade Conter Display tlame ||

3. Make desired changes (Any item shown in - TR eonin i mees
the figure to the right may be modified.) TERA SIS

4. Click Submit to save changes.

Primary Display
Secondary Display

Score atempts using
Category

" Points Fossible

@ Dates

Crestion Date

Dug Date

Oy = 2008 v [
© Options

Select No for the first option to excluds this column from caloulations. Selsot

Include this column in Grade Center calculstions

Show this column in My Grades
Show Statistics [average and median) for this column in My Grades

O submit
Click Submit to finish, Ciick Canel to quit

" Required Fizki
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U Set Order
1. Click dropdown menu to the left of the item.

2. Choose the order in which the item is to appear,
with 1 appearing at the top of the list.
3. Click submit.

U Modify Grade Centettem
1. Identify the item you wish to modify.

2. Click theModify button to the far right of the
page.
3. Change information in an area.

Modify Gradebook Item
@ Item Information
" Item Name Assignment 1

Category Assignment v

Description

Creation Date ~ 2/3/09
Due Date 0 [Mar v [07 ][ 2009 »
" Points Possible [19p

Display As Score v

@ Options
Select No for the first option to make this Gradebook item unavailable in My Grades. Select No fort
excluded from summary calculations are also excluded from weighting. Also note that if some weight
be skewed
IMake item available to users. ®Yes Olo

Include item in Gradebook score calculations. @ yes O No

© Submit

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

4. ClickSubmit

U RemoveGrade Centeitem
1. Identify the item you wish to modify (in the manage items screen).

2. Click theRemovebutton to the far right of the page.
3. WARNING: You cannogtrieve an item once it is removed.
4

ClickSubmit
Notes:
1) Items that are currently deployed in a content area (whether available to students or not) will not have a
GNBY20S¢ o0dzit2y® ¢KS AGSY Ydzad FANBRG 0S NBY2QOSR FNRY G
the remove button will now be present whh will allow the item to be removed from th&rade Center

2) OnlyGrade Centeftems that were added in th&rade Centecan be removed on this page.

Sending Email from the Grade Center
Overview

IE,I Bb Grade Cente40 July 2009



LINCOLN MEMORIAL UNIVERSITY

CENTER FORTEACHING & LEARNING
BB GRADE CENTER

Instructors can communicate using Email with Studethisir Observers, and others from within
the Grade Center. This form of direct contact allows instructors to actively communicate with
relevant parties while engaged in grading in the Grade Center. Such immediate feedback can
quickly lead to intervention ifequired, promoting positive outcomes for students.

Sending Email from the Grade Center

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 studetit 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. ClickEmailin the Action Bar.

3. Fromthe Action Link menu, select the type of recipierglected Students, Selected
Students and their Observers, Observers for Selected Studemt©ther.

4. Fill in theSubjectand Messagefields on the Send Mail page.

5. If aReturn Receipts desired, slect the check box.

6. ClickAttach a fileto include an attachment to the message.

7. Click Submit.

Grade Center Settings

LINCOLN MEMORIAL o T
@IL.\I\LR\\IY #i © ¥

Home Help Logout

LMU Courses LMU Community LMU Content Collection System Admin

LMU SANDBOX {NO PETS ALLOWED) {LMU-SANDBCX-DEVL) > CONTROL PANEL > GRADEBOOK

[EE) Gradebook View Spreadsheet

g Add tem [Enanage ltems( | E=]Gradebook Settings )sfevveight Grades At Download Grades #[&¥ Upload Grades

TheGrade Centesettings page allows the instructor:to

V change the way student grades are displayed,
V set the values for the grades, and
V  control the way grades are displayed.

I%I LINCOLN MEMORIAL
U RV E R STy

LMU Courses LMU Community LMU Content Collection System)|

LMU SANDBOX (NQ PETS ALLOWED) (LMU-SANDBOX-DEVL) > CONTROL PANEL > GRADEBOOK > GH

[E3) Gradebook Settings

P Column Settings
Change the way information is displayed in the Gradehook views
.

P Manage debook C
Manage categories for weighting and filtering Gradebook items

P Manage Display Options
Add and modify grade display options and set their values
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Items in theGrade Centeare categorized allowing you to:
w {2NI IyR CAftGSNI LGSYa o6& OF GS32NE
w 2 S A3IK l:l O I l:l S 32 NRA S a R A T Fiter tems hy Categary

Al
Assignment
Attendance

Sort lterns by | Position | GO Essay
Ham
Category

o]

Extra Credit
Date Added Final Exam
Group Project
Homework
Journal

Lab

Iidterm Exam
Other

FPaper
Presentation
Problem Set
Guiz

Survey

Tatal
Weighted Total
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1. ClickColumn Settinggrom the Grade CenteBettings area,

IE[ LINCOLN MEMORIAL
G oNTV ER S Y

LMU Courses

LMU Centent Collection

LMU Community

LWU SANDEOX {NO PETS ALLOWED) (LMU-SANDBOX-DEVL) > CO

[EE) Column Settings

NTROL PANEL > GRADEEOOK > GRADEBOOK SETTING:

Choose columns to display or hide in the Gradebook views

o Spreadsheet Display Options
Choose spreadsheet display options for the Control Panel views (at least one must be selected)
[IMame: Last. First (example: Public. John Q)
[CIName: First Last {sxample: John Q. Public)
[FUsemame
[Istudent ID
@ My Grades Display Options
Choose spreadsheet display options for the My Grades tool
[“IDisplay Average Score

[“1Display Comments

© Submit

Click Submit to finish. Click Cancel to quit

BB GRADE CENTER

2. Choose one of the spreadshets$play
options:

A Name: Last, First (this is the default
display)

A Name: First, Last

A Username

A Student ID

3. Click Submit.

You can alsManageGrade Center
CategorieJAdd new categories) and
Manage Display Optioné_etter, Score,
etc.) from theGrade CenteSettings area.

Weight by Category

When weighting by category, the category
weight is divided equally among all items in

that category. If an item has been exclategom calculations, it will not be included in the Weighted Total for

Weight by Item or Weight by Category. If Running Weighted Total is used, then items which need Grading or have

not yet been attempted will not be included in calculations.

® @ ¥

Home Help Logout

l%[ LINCO!
LIN

LMU Courses

N MEMORIAL
/ ER S 1T ¥

LMU Community LMU Centent Collection

System Admin

LML SANDEOX (MG PETS ALLOWED

[E) Gradebook View Spreadsheet

LWU-SANDBOX-DEVL) > CONTROL FAMEL > GRADEBOD

i Add Item [[]Manage ltems | [E]Gradebook Setting “& Download Grades Y Upload Grades

<feweiaht Grades

Bb Grade Centet3

Select Weight by Category to weight
grades by the category they are
assigned. For example, all
Assignments will have the same
weight and all Quizzes will have the
same weight. Enter the percentage
to weight each category in the
boxes to the left. This isie
recommended method of weighting
grades.
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Weight by Item

Select Weight by Item to weight grades by name as they are defined @rimde CenterFor example, the mid
term exam can be weighted differently than the final exam. Enter the percentage to weight each item in the boxes

to the left.
@ Weighting
Choose sither category or item
(® Weight by Category (O Weight by Item
Assignment 0 % Assignment 1 %
Attendance 0 % Assignment 1 Blackboard Interaction %
Essay 0 % Practice Test for Sandbox %
Exam 0 % Learning Unit 1 %
Extra Credit 0 % Sample Test for Dr. Packler %
Final Exam 0 % Dual Enrollment Discussion %
Forum Grade 0 % Discussion of a hypothetical nature %
Group Project 0 %
Homework 0 %
Joumnal 0 %
Lab 0 %
Midterm Exam 0 %
Other 0 %
Paper 0 %
Presentation 0 %
Problem Set 0 %
Quiz 0 %
Suney 0 %

Weight Grades

Instructors can set a weight for ea@rade Centeitem to determine a final grade. Fokample, a final exam may

0S 62NIK Hp LISNOSyid 2F | {(GdzRSyiQa 3INIRS 6KAES I NBIFRA
Grade Centeweights according to category or item

1. ClickControl Panel

2. ClickGrade Center

3. Clickweight Grades
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b) .NlMJiM(?lllA!_. Ifﬁ o .-‘
3 s T
Home Help Logout

LMU Courses LMU Community LMU Content Collection System Admin

LMU SANDBOX (NO FETS ALLOWED) (LMU-SANDBOX-DEVL) > CONTROL PANEL > GRADEBOOK

[E] Gradebook View Spreadsheet

&Y Add Item [FManage ltems | [E=]Gradebook Settings <[eweight Grades (& Download Grades *{af Upload Grades

Facultycan download and save@rade Centefor use in a spreadsheet program or as a conarbmited file. This
file, or Grade Centeitems in this file, can be uploaded tcGrade Centeat a later date. It is recommended that
the instructor keep the permanent record of student grades outside of Blackboard as well in case there is a
problem with the Blackboard server.

Step 1: ClickDownload Grades

Step 2: Select the delimiter type for the downloaded filFAB(Note: MicrosoftExcel files are tab delimited. XLS
tab-delimited files can be opened directly in Excel).

Step 3: ClickSubmit

NCOLN ME! ; "o
IE[ LINCOLN MEMORIAL % © ¥

Home Help Logout

LMU Courses LMU Community LMU Content Collection System Admin

LMU SANDEOX (NQ PETS ALLOWED) (LMU-SANDBOX-DEVL) > CONTROL PANEL > GRADEBOOK > DOWNLOAD GRADES

[EF) Download Gradebook

@ Select Delimiter

Comma-delimited files { CSV) have data items separated out by commas . Tab-dslimited files { XLS) have data items separated out by tahs Both are comman types of data files and can be opened in
most editing software. XLS tab-delimited files can be opened directly in Excel. CSV comma-delimited files need to be imported for use in Excel

Select the delimiter type for the downloaded file

Delimiter Type: O Comma & Tab

@ Submit

Click Submit to finish. Click Cancel to quit

Cancel ) Submit_)

Step 1: Click theDownloadbutton to begin the download.
Step 2: Select theSavebutton to save the file toyour local computerC: driveor jumpdrive Suggested file names
would include the course name, semester and date (e.g., FIN200SPO9MAR30).

NOTE It is recommended that you save yoGrade CenteNBE 3 dzf | NY¥ & & | o6F Ol1dzld I yR
progress within your course as a precaohary measure against server failure.

IE,I Bb Grade Centet5 July 2009
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To view the downloaded Excel file

Step 1: OpenMicrosoft Excel.

Step 2: Click the Office Button, Open File.

Step 3: Locate the save@rade Centefile that you saved either on your computer or jumpdrive.
Step 4: Select thesavedGrade Centefile.

NOTE: The Total and Weighted Total
columns are included in Grade Center

. Test Manager Gradebook
download. However, these columns will Survey Manager Gradebook Views
not be included in &rade Centeupload, Pool Manager Performance Dashboard
because they are generated by calculations ~— [S2useStatistics =

within the Grade Center The instructor
cannot manipulate the date for these
areas

Entering Student Grades

Step 1: Click onGrade CenteViews.

Step 2: Click on theTitle of the Grade Centeitem (the
column heading).

Step 3:Click onltem Grade List. Gradenook Views

Step 4:Enter the students' grades into the blanks provided. | [ === '
Tip: Press the TAB key to move from one blank to the next.

Step 5: ClickSubmit

Note: Instructors can also enter grades for individual students by oficRi 2y G KS & ( dzFcgadell Qa y I YS
Centerand selecting User Grade List link.

Dropping the Lowest Grade

By using the weighted totals feature in tBrade Centeryou can drop the lowest grade and Blackboard excludes

that grade from the final running totaUnfortunately, Blackboard doesot automatically drop the lowest grade.

You will have to go in and "reset" the lowest grade so Blackboard thinks that that grade has not been submitted.

This is a two phase process the first of which is setting up the Running Weighted Totals Coluhmsewbihd is

to drop the lowest grade.

Phase 1:Set upthe Running Weighted Totals Column

Stepl. From theGrade Centerclick on the column "Weighted Total" link at the far right side of@nade Center

Step2. Click on Item Information.
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Step3./ £t A0l GKS ,S& odzidizy ySEG G2 a9ESYLW AdGSYa GKIFIG KI @

Exempt items that have not been graded & vaz  po

[Exemoting items that have not heen graded will make this 3 wening todal.)

Step4. Click Submit.
Running Weiaghted Total

Step5. Return to theGrade CenterYour last column should nosthow: (Running Weighted Total).

Phase 2:Drop the Grade

Stepl. Starting with the first student, determine which grade is the lowest and then clitheograde (it should
be a link).

Step2. The Modify Grade page appears. On the far right side, click on the button.
The grade isleaed. Do not put a zero in th Grade CenterA zero will tell thé&rade
Centerthat the score was zero arnidclude that zero in the final grade. Clearing the
attempt tells theGrade Centethat this grade has not been entered atterefore
ignoresit.

Step3. If you are dropping théwo lowest grades, repeat this process for each grade.
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