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For help in developing pedagogical strategies for assessing students,
contact the E-Learning Director, Christine Bauer:

CHBauer@nnu.edu (208) 467-8240

For help in understanding how the Gradebook works,
contact the Instructional Technologist for E-Learning, Crystal Nielsen:

CDNielsen@nnu.edu (208) 467-8782

To report issues with the Gradebook,
contact the Technical Response Center:

help@nnu.edu (208) 467-8111
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Using the Gradebook Spreadsheet View

The Gradebook is accessed through the Control Panel.

Graidebook

Gradebook Views
Performance Dashboard
Early Warning System

The Gradebook Views link provides access to the View Grades by Item and View Grades by User
options.

Gradehook Yiews

Wiew Grades by lterm

Wiew Grades by Llser

The Gradebook link will take you into the Spreadsheet view — the most common view.
1 — The toolbar is often your first click for working with the Gradebook features.

2 - Students show up whether or not Gradebook items have been added. Student Options can be
accessed by clicking on a Student’s name.

3 - Gradebook Item Options can be accessed by clicking on an Assignment Name.

[ Gradebook View Spreadshest

Qi Add e [TManage ems | G=joradebook Selings =[«Weight Grades  *[ Downdoad Grades [ Upoad Grades

Sort tems by [Postion =] oo Fiter mems by Category [2 =] oo FiterUsers by Last Hame g0 |
- S RS S O S ) S S [ — N —
Paficipation  Fairy Tale Paper  Morping Test  Aflemmoeon Test Vacalion Spots  E-lemning Papés  Famning Tolsl  Funming Weighted Tolal
3 iLast, First) Ol Assigineid [Escam Exan Festimmny Gr e Tuwmlin A ssigransent
: Pt Possible 58 Pis Possible 35 Pts Possible 20 Pis Possible 30 Pts Possible 25 Pis Possible 50 Prs Possible 216
Wik 1% iekaht 4%, Wisdaht 15% _ Veight 15% Wekaht 1%, Wiginhs (1%
Bensan, Belinda [ kL i8
Goode, Diamvd | 28 ir H = - 1] B3 44%
Lirsde Glenns [ 28 19 . - - A 4.00%
JUsers
Displaying records 1-3
& InPrograss
- Mo lnfarmation
| Neads Grading
7 Grading Error
" Complabed

* Denoles an unevalable dem

Continued
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Adding Gradebook Items

Blackboard automatically adds a Gradebook column when you use certain features:

» Trackable or Turnltin Assignments
* Graded Discussion Threads or Forums
e Tests or Surveys

You can add any additional Gradebook columns desired.
1. Inthe Gradebook Spreadsheet View, click on the Add Item button on the toolbar.

2. Enter the Item Information in the first section.

Modify Gradebook Iltem

@ Item Information

- Item Name |Practice Assign
Category Assignment -
D L. Display options include:
escription

. Complete/Incomplete
. Letter
. Percentage
. Text
. Score

Creation Date 41707

Due Date w [apr +][19 -] [2007

“ Points Possible [z
Display As |Scnre j

3. Inthe second section, select the Item Options.

€) Options
Make item visibhle to students: & Yag O Mo

Include item in gradebook score calculations: & vas € g

Select the ™o radio button for those gradebook items that should not be calculated in summary
calculations. Useful for displaying mid-term, final or quarterly grades. Please note that if any weighting
has been assigned to this item, this option will ignore that weighting.

€ Submit

Click "Submit” ta finish. Click "Cancel™ to abort this process.

Cancel ) Submit )

4. Click Submit.

Continued

Northwest Nazarene University E-Learning Services Blackboard: Gradebook - 4



Managing Gradebook Items

In the Gradebook Spreadsheet View, click on the Manage Item button on the toolbar.

If you wish to reorder If you wish to update the properties If you wish to remove an item, click
the items, use the of an item, click Modify. You will Remove. Note that Assignments and
Order dropdown on see the screen from page 2 of this Tests must be removed from their
the left side. document. content areas first. Removing such

items will remove all student work, too!

[ Manage ltems

Y |add Iterm

Selectthe arder inwhich to display iterns. Select Remowve 10 remove a Gradebook [term and all of its YWrades.
Onleradebnnk ltems that were added in the Gradebook can be removed ofthis page.

Qrder ltern Marme Category Due Date

[1 -] Patticipation Other 12/7i08 Modify | Rernove

[2 -] Fairy Tale Paper Assignment 1171408 Modify |

[3 -] Morhing Test Exam M

|4—;| Afternoon Test Exam M

IE—;| YWacation Spots Forum Grade W odify | Remove |
[6 -] Extra Cradit Extra Credit Modify | Rermave |
¥ x| TellUs Aboutour Summer Forum Grade i odify | Remove |
IE_L| E-Leatning Paper Turnhitin Assignment o dify | Rermove |

Using Gradebook Settings

In the Gradebook Spreadsheet View, click the Gradebook Settings button on the toolbar. You will see
three types of settings to customize:

[E]] Gradebook Settings

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

P  Manage Gradebook Categories
Manage categaries for weighting and filtering Gradehook items.

b Manage Display Options
Add and modify grade display options and set theirvalues.

Continued
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[CJ Column Settings

Choose colurnns to display or hide in the Gradebook views

@) Spreadsheet Display Options

Choose spreadsheet display options for the Control Panel views (at least one mustbe selected);

M Marme: Last, First (example: Public, John Q)
[ Name: First Last {example: John Q. Public)
™ Usemame

™ Student ID

€) My Grades Display Options

Choose spreadsheet display options for the My Grades tool:

W Display Average Scare
M Display Comments
€ submit

Click Submit fo finish. Click Cancel to quit

My Grades refers to
the tool used by
students to view their
individual grades and
feedback.

Cancel ) Submit )
[ Manage Categories
AT Add Category
Category Description
Assignment
Attendance
Discussion Modify  Rernowe
Essay
Exam
E:xtra Credit
Final Exam
Forurn Grade Modify Rernowe

Group Project
Homewark
Journal

Lab

Midterrn Exarn
Other

Faper
Presentation
Froblemn Set
Quiz

Survey

Turnitin Assignment

Modify Remove
oK )

Continued

Northwest Nazarene University E-Learning Services

Categories are very helpful
when weighting grades.

Blackboard: Gradebook - 6



Display Option

Letter
Fercentage
Score

Text

Campletelincomplete

Add Display Option

[Ed] Manage Display Options

Copy  Modify

/

@ Name

[EJ AddiModify Grade Display Options

© Name [Letter

37 % to [100
[34 =% 1o |97
30 % 1o [W4
a7 % 1o |30
84 % 1o o7
B0 % to |04
77 % 1o a0
74 % 1o |77
70 % 1o M
57 % 1o |70
64 % 1o |67
B0 % 1o |64
o % to [B0

€) Add Symbols and Values

%

E - - - - - - - - -

will display as
will display as
will display as
will display as
will display as
will display as
will display as
will display as
will display as
will display as
will display as
will display as

will display as

Automatically-graded items with a grade of Manually-graded items entered as

[4+  willbecalculated as [985 %
IAi will be calculated as ISE_%
Iﬁi will be calculated as IW%
|E'+7 will be calculated as W%
IEi will be calculated as IBS_%
ll}i will be calculated as IW%
[C+  willbe calculated as [R5 %
[ willpecalculstedas[75 %
& willpecalculsted as [F15 %
D+  willbecalculated as [685 %
IDi will be calculated as IEE—%
[b-  willbecalculated as [B15 %
|F7 will be calculated as IEE_%

Gradebook [terms that are automatically graded (such as assessments) will be converted ta this display option accarding
to the translations provided below. In order to enter grades inta the Gradehook manually using this display option,
translations frorm each symbal into a numeric scare must also be provided (on the right) for calculation purposes.

Insert Remoye

Insert Remoye
Insert Remuove
Insert Remaove
Insert Remaove
Insert Remaove

nsert Remaove

nsert Rermaove

nsert Rermaove

ERREREEERE
L

nser Rermaove

Insert R emaove
Insert R emaove

Insert Femaove

To avoid any amissions, the upper limit of a range must be equal to the lower limit ofthe range directly abhove. Thus, a
range of 80 to 90 includes all grades up to, but not including 50, The highest range does, howeyer, include 100%.

Continued
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Calculating Grades

As items are included in the gradebook, they are usually included in the point total. By default, the letter
grade or percentage is accurate at any given time because it gives a “running total” of all student grades
that have been entered. Blackboard lets you choose whether you want to assign grades with straight
points or percentages OR to weight grades.

Running Total  Running Weighted Total

Pts Possible 140

a4 Mot Applicahle
94 Mot Applicahle
T2 Mot Applicahle

Straight Grading

1. Click the linked title in the Running Total column.
2. Choose Modify Gradebook Item.
3. Choose the desired display option.

Modify Gradebook Item

o Item Information Display options include:

Complete/Incomplete

tem Name Running Total

. Letter
Description The urrweighted sum of all grades for a i Percentage
exempting items that have not been ded. . Text
. Score

Exempt items that have not been graded & v O g

Display As [ Score |

@ oOptions

SelectNo to make this Gradebhook iterm unavailahle in My Grades.

Make item available to users. & v g

Weighted Grading

When you weight grades, you are able to change the importance of some items in determining a
student’s grade.

Sample of How a Grade May Be Determined

Weekly Assignments...........c..c..... 25%

Participation in Discussions ......... 25%

Course Project ........ccccceevvveeeennnne 30%

Final Exam ........cccccocveviineeninnnnn, 20%
Continued
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In the Gradebook Spreadsheet View, click the Weight Grades button on the toolbar.

2. Choose either Weight by Category or Weight by Item, making sure your total percentages

reach 100%.
3. Click Submit.

[0 Weight Grades

attermpted will not be included in calculations.
@ Weighting
Choose either cateqory ar iterm.

f» Weight by Category

Assignment %
Aftendance

Discussion

Eszay 0

Exam a0 %
Extra Credit 1 %
Final Exam 20 %

Forum Grade
Group Project

Hamewaork 0 %
Journal ] %
Lah 1] %

0 =
0 =

These values are used in calculating the Weighted Total column in the Gradehook. When weighting by
cateqory, the categonyweight is divided equally among all items in that category. If an item has been
excluded from calculations, itwill not be included in the Weighted Total for Weight by tem ar Weight by
Category. If Running Weighted Total is used, then items which need Grading or have notyet been

= Weight by lem
Aftendance
Fairy Tale Paper
Marning Test
Afternoon Test

Wacation Spots %
Extra Credit %

Tell Us About Your l—%

urmrmer
%

%
%
%
%

E-\ earning Paper

Midterm Exam

Turnitin Assignment

0 %

Other 1 %
Paper 1] %
Presentation 1 %
Froblem Set 1 %
cuiz 1] %
Surey ] %

0 =%

Usually, choosing Weight by
Category is best.

Notice in the example that
Blackboard automatically parses
out the percentages for all items
within a category. In this case,
exams are worth a total of 30%.
We have two tests, so they are
worth 15% each.

Continued
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Assigning Grades

You may either assign grades individually or all at once, depending on your preference and somewhat on

the nature of the item being graded.

[J Gradebook View Spreadsheet

ST Add tem [TManage ltems  EZ]Gradebook Setings <[<Weight Grades ¥[8 Do

Sort terms by | Position - @0 Filter terms by Category | All -
Participation Fairy Tale Paper Morning Test Afternoon Test

. Other Assignment Exam Exam

Name {Last, Frst) o s cible 56 Pts Possible 35 Pts Possibls 20 Pts Possibla 30
Weight 0% Weight 40% Wieight 15% Weight 15%

Benson, Belinda - el ) 18 !

Goode, David - 29 17 =]

Lewis, Glenna - 28 19 !

3 Users

Displaying records 1 - 3

Grading Manually Created Items
Grading By Individual

& In Progress

- Mo Infarmation
I Meeds Grading
¢ Grading Error
v Completed

* Denotes a non-visible iterr

If you hover over a given
cell in the Gradebook,
the name of the student
in that row will pop up.

1. Inthe Gradebook Spreadsheet View, click the dash in the appropriate column for a given

student.
2. Enter a grade in the Manual Grade field.
3. Click Submit. \

[E3 Modify Grade
To override the Manual Grade, use the Override\Manual Grade field. To revert to using the Manual Grade,
delete the Cverride and click Submit.
User Name Belinda Benson (bhknsom)
Item Name Paricipation (Other)
Due Date Dec 7, 2008
Average Score for All Users 0
Points Possible a6
Weight 0
Owverride Manual Graile
Last
Creation Date  SubmittedModified Status Manual Grade
Date
Aug 12, 2008 Mav 11, 2008 . hdadify
11315 PM 45748 PM LS e Clearatiempt| | ook
Cancel ) Submit )
Continued
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Grading By Class
1. Click the linked title of the item in the desired column.
2. Click Item Grade List.

[ ttem Optiong: Participation

b ttem Grade List
Yiew and modify users' grades.

P ttem Detail
Yiew detailed statistics for the Gradehook item.

P Modify Gradebook ltem
Modify the name, description, availahility, and other properies of the Gradebook iterm.

3. Enter the grade for each student in the Manual Grade column.

\

L} View Item Grades: Participation

Category Other
Display As Score
Puoints Possible 56
Weight ]
RAvailable to Users Yas

Inchded in Calculations  es

Thg Current Grade is the grade shown 10 the user ifthe tem Is avallable to users, Chck on the Cumgnl Grade to show detalls and modity thie
grade for the particular user. The Manual Grade is the grade enterad by hand. The Crvamride can be uged 1o supply 3 new current grade value
without deleting the manual grade

Last Name, First Last Submitted Modiied Current  Manial

Hame Usarname  Stadem 1D D Dt Date Grade Grade Creennide

Benzon, Belinda bbanson Dec ¥, 2008 Moy 11, 2008 45748 PM 1 | Modify Comrmeants
Goode, David dgoade Dec 7, 2008  Mow 11, 2008 45748 PM 1 ! Modify Comments |
Liwis, Glanna Qlinwis Dec 7, 2008 | Moy 11, 2008 4:57:48 PM 1 | Modity Commants

Cancel ) | Submit )

4. Click Submit.

Downloading and Grading Trackable Assignments

When you add an Assignment in Blackboard using the dropdown box in a Content Area, Blackboard
automatically creates a Gradebook column for it.

The Assignment feature is designed for students to submit written assignments, so the accompanying
Gradebook item not only holds the student’s grade, but also the student’s submitted document and any
comments the student made on the assignment. It can also hold a document you wish to return as
feedback to the student, your comments to the student, and comments for yourself.

When retrieving students’ uploaded documents, you can either download them individually or all at once.

Continued
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Retrieving Assignments Individually

1. Inthe Gradebook Spreadsheet View, click on the exclamation point in the appropriate column
for a given student.

2. Click View.

LL] Modify Grade

To override the Manual Grade, use the

ihe Whanual Gradbe field. To rever 1o using the Manual Grade, delete the Cvermride and click Submit.

User Haume Belinda Ben

It erm Marne Falry Tale Papeni@ssignment)
D Dhinten Mav 14, 2008

Average Score for All Users 3067

Polmts Possible 35

Weight 40

Crverpiche Magiial Gracdse

Enter or modify a grade for the assignment. Click View o access files se the user, to enter feedback ar insfructor notes, or to send a file fo

fhi uger

Last
Creaftion Date Submitted Modified Slatus
Date
Nov 10, 2008 30904 | Now 10, 2008 3:30:19 Complated View| ClearAtempt|  MoOW
!  Commenis

Fm 2
User's Comments This was afun assignment! - Belinda

Faedback 1o User
Instructor Moles

Cancel ) Submi )

3. Right-click the link to the uploaded assignment document and save to your computer.

L) Grade Assignment: Fairy Tale Paper

@ Assignment Information

Harm Romantic Fenod Papar

Instructions Choose an aulhor or poel from the American Ramantic literature period and wrile two paragraphs or bvo
stanzas Inthe stde of that writer | Then, explaln what el@ments make your writing similar 1o that of the perod.
Spelling and grammar countl

Clear Amtempt  Click this buttam to clear this pt.  Clear Aftempt

€ User's Work
User’s Conmments  This was a fun assignment]: Belinda

User’s Files L) Bensond_Romantic doc

€) Feedbackto User

Grade I outof 35.0

Comments

Antach local Nk [ Browss.,

Currently Attached Files: Add Another File |

Continued
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4. Assign a grade.

If desired, enter comments and attach a file with your feedback, such as a Microsoft Word
document where you have tracked changes and added comments on what your student wrote.

6. If desired, enter comments for yourself in the Instructor Notes area.
7. Click Submit, OK, Submit, OK.

Retrieving All Assignments at Once
1. Inthe Gradebook Spreadsheet View, click the linked title of the appropriate Assignment.
2. Click the Item Download link.

[[]] Item Options: Article Review

P Hem Grade List
Wiewr and modity users' grades

P hem Detail
View detalled statistics for the Gradebook item

P Wodify Gradehook tem
Modify the name, description, availabllity, and other properies of the Gradebook ilem.

b hem Download
Download files submitted by users for this item

b tem File Cleanup
Remove files submitted by users for this item.

3. Check the assignments you wish to download (usually, Select All).

| Download Assignment: Article Review

@ select Students

SelectAll | Select Unoraded | Unselect Al
| Mame Date | Grade

Lewis, Glenna tonday, July 7, 2008 3:51:02 PM MOT | Meeds Grading

| Benson, Belinda | Monday, July ¥, 2008 3:52:25 PM MDT | Meeds Grading

C1 | O i

Goode, Dawid Mlonday, July 7, 2008 3:49:45 PM MDT | Meeds Grading

4. Click Submit.
5. Click the Download Assignments Now link.
6. When presented with a decision to either Open or Save the file, choose Save and click OK.

Note: Blackboard packages the files in a compressed format called a “zip” file. This file is automatically
named the same as the Assignment. When you “unzip” it using archiving software such as
PowerArchiver, you will see .txt files along with the student assignments. These .txt files are the student
comments and will open in a program such as Notepad. Documents ending in .docx are MS Word 2007
documents; you must have Word 2007 or a converter to open them. If any students have named their
files using a pound symbol (#), you may have trouble opening the assignments.

Once you have downloaded and read the papers, you may assign grades as shown above.
Continued
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Grading Tests

When you add a test or survey using Blackboard’s assessment feature, Blackboard automatically creates
a Gradebook column for it. Again, you can either retrieve test information by individual or in aggregate.

Retrieving Individual Test Information

1. Inthe Gradebook Spreadsheet View, click the score or exclamation point in the appropriate
column for a given student. (If a test only has objective questions, you will see a score; if it
contains any subjective questions, you will see an exclamation point.)

2. Click View to see the student’s individual responses to the test questions.

[ Modify Grade

If rmultiple attempts are permitted for this item, each attempt will be listed below. The grade for each attermpt will
be presented in the Calculated Grade fields. If a ! appears instead of a grade, manual grading is needed. The
Calculated Grade is based oi\the Grading Optien for this itern. To override the grading option, use the
Owverride Calculated Grade field. To revert to using the Calculated Grade, delete the Override and click
Submit. Use the clearing options Xelow to clear attempts. Clearing an attempt will remove it permanently.

User Name Jane Dge (janedoe)
Item Name Evening Test (Exam)
Due Date Mone
Average Score for All Users 10
Points Possible 20
Weight 0
Clear attempts |Last Attermpt
Grading Option Grade of last attempt
Override Calculated Grade
Last
Creation\Date  SubmittedModified Status Calculated Gragde
Date
Apr s, Apr e 2007 - hiclify
B-5255 B 55307 PM Completed 10.0 Wiewy | Clear Attempt | -
Apr 25, 20N Apr 25 2007 ; hoddify
5345 P 55355 BM Completed 200 Viey | Clear Attempt |~ -0

Cancel ) Submit )
/

Grading options for tests set up

for multiple attempts include:

If the student gets “locked
out” of the test, the Clear
Attempt button will allow the
student to retake the test.

Grade of Last Attempt (default)
Grade of First Attempt

Highest Grade

Lowest Grade

Average of Grades

e o o o o

Continued
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[ Grade Assessment Evening Test

Name Ewvening Test
User Jane Doe

Status Completed

Score 20 out of 20 points

Instructions Click Subrmit when done.

Clear Attempt Click Clear Attempt to clear this

Clear Attempt

Comments Muodify Comments |

I's attempt.

Guestion 1 Multiple Choice

Most WML offices close at what time?

% Given Answer: Spm.

Correct Answer: ' Sp.m.

3. Enter points for any subjective questions, then click Submit.

Retrieving Aggregate Test Information

You can set up tests to give
partial credit and/or extra credit.
You can also choose to give
individualized feedback for
each test answer.

If you wish, you may click
Modify Comments on this
screen or on the previous
screen to give general
feedback to a student.

1. Inthe Gradebook Spreadsheet View, click the linked title in the appropriate column for a given

test.

2. Click Assessment Attempt Details for percentages of how students answered.
|

[ ttem Options: Afterhoon Test

P ttem Grade List
Yiew and modify users' grades.

P ttem Detail
Yieww detailed statistics for the Gradehook item.

P Modify Gradebook ltem

P Assessment Attempt Details
Yiewyw atternpt statistics for this item.

P Download Resulis
Download test'survey results.

modify the name, descr@tion, availability, and other propedies ofthe Gradebook item.

Continued
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[J] Assessment Statistics: Afternoon Test

The statistics are calculated based only on the attempts being used in the grading option (Last atternpt, First
atternpt, Lowest Score, Highest Score, or Average of Scores). If Average of Scores is the grading option, then
all atternpts are included in the statistics.

Name Afternoon Test

Averaie Score i}

Attempts 3 (Total of 3 attempts for this assessment)
Graded Attempts 0

Attempts Needing Grading 3

Instructions Choose the hestanswer.
Question 1 Multiple Choice Average Score 6.67 points
YWhat time do most MU offices close in the afternoon?
Correct Answers Percent Answered
4 pm. 33.333%
3p.m. 0%
v g p.m. BE.66T %
& p.m. 0%
Unanswered 0%

If desired, click Download Results on the Item Options menu to save the results into an MS Excel

spreadsheet.

Using the Gradebook with MS Excel

You can download the Gradebook to Microsoft Excel for offline work on your computer, then upload it

back to Blackboard.

Exporting the Gradebook to Excel

1. Inthe Gradebook Spreadsheet View, click Download Grades.

2. Select either the Comma or Tab delimiter type (usually, Tab is best).

[LJ] Download Gradebook

@) select Delimiter

files need to be imported for use in Excel.

Select the delimiter type for the downloaded file

Delimiter Type: © Comma @ Tab

Comma-delimited files (CSV) have data iterns separated out by commas, Tab-delimited files {#LS)
have data itemns separated out by tabs. Both are common fypes of data files and can be opened in
most editing software. ¥LS tab-delimited files can be opened directly in Excel. C5Y comma-delimited

3. Click Submit.

Continued
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4. Right-click Download.

[E3 Download Gradebook

Instructions:

The Gradehaook has been saved to a delimited file. Download this file and wiew it using any software
that accepts such formats.

Click on Download with the right mouse button and select Save As to save the file locally.

Download ) oK )

5. If using Firefox, choose Save Link As. If using Internet Explorer, choose Save Target As.

In the Save As dialogue box, choose where you want to save the file (such as in your NNU
network N: drive or on a USB drive), and name the file appropriately.

7. Click Save.

Opening the Gradebook in Excel

1. On your computer, open the Microsoft Excel program (On a PC, go to Start > All Programs >
Microsoft Excel).

2. In Excel 2007, click the Office button > Open. In Excel XP, click File > Open.

)
=,
4l

Home Insert

Paste 7 'B I U -

-

Clipboard T F

Al -

[F‘i] Bookl

3. Browse among your files to find the file you just saved.

4. Double-click the file to open it.
5. If you saved the file as a tab-delimited file, you will likely see this message. Click Yes.

Microsoft Office Excel x|

] The file wou are trying ko open, 'gb_export_xls.xls', is in a different format than specifisdHe The file extension. Werify that the File is not corrupted
L3 and is From a trusted source before opening the file, Do you want to open the-fie now?

Continued
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On the Text Import Wizard screen, stay with the default choices and just click Finish.

Text Import Wizard - Step 1 of 3 2=
The Text Wizard has determined that your data is Delimited,
If this is carrect, choose Mext, or choose the data type thak best describes your data.

Criginal data type
Cl'msc_l:'q"s file bype that best describes your data;

G‘Mgﬂ' - Characters such as commas or tabs separate each field.
" Fixed width - Fields are sligned in columns with spaces between each field.

Start import at pow: 1 =] File grigin:  [windows (ANST)

Previews of file N:\Coursebuilding Courselgh_export_xls.xls.

Lase Hame,6 Firsc Hame (Uszername) | Seudent IDDAccendance [Pez: 56 Wei
Banson, Eelinda (bbanson) | 0540180-0In PrograssO-0-0D72092.E57%

Goode, Dawid (dgoode) | OSE0LTO-0!0-0-073091%

Lewis, Glernna (glewis=) | O560150-0-0-0-075097%

T —

Uploading the Gradebook from Excel

1. In Microsoft Excel, make your changes as desired (such as adding new columns of data), then

save the file as a Comma Separated File.

2. Inthe Gradebook Spreadsheet View, click Upload Grades.
Browse among your files to find the file you just saved.

4. Click Submit.

Continued
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5. Select the desired column to upload and the desired destination column, or choose a new

column. Note that you can only upload one column of data at a time.

[E3 Choose Column to Upload

@ choose Uploaded Item

Select the column to upload fram a file.

T Extra Credit
T attendance

" Morning Test
T Afternoon Test
T Article Review
T Fairy Tale Paper
T wacation Spots
' Running Tatal
o

@ choose Existing Item

T Attendance
T Morning Test
T Afternoon Test
T article Review
T Fairy Tale Paper
" vacation Spots
.

Running Weighted Total

Select the desgtination column for the uploaded data, or select Create
Mew Gradebhook ltern for the datato appear as a new Gradebook item.

Create Mew Gradebook ltem

6. Click Submit.

7. Make any adjustments necessary on the Modify Gradebook Item page, then click Submit.

8. Click Select All to choose all students in your course, then click Submit.

If desired, you can click Manage Items to reorder the Gradebook items.

Guiding Students to View Their Grades

Direct students to the Toolbox under the course menu, where they will click Tools > My Grades.
Students can click linked scores for further information and individualized feedback.

L[] View Grades

Your grades for this Course

Last
Submitted,
Iterm Marme Dwe Date Modified or
Graded
o o Apr 14, 2007
Participation 953 Al
Practice Assign Apr 19, 2007 P! ¥ Itﬂ"'"
. Apr 25, 2007
s I £:26 PM
Afternoon Test '“'ri' o ;I?I?
- Apr 30, 2007
Evaning Test 973 P
Mav 7 2007
May ¢, .
Graded Forum 504 PM

Calculated GradePoints PossibleAverage Score'Weight

B < B

—
=N

10 %

=3 - Wienw

- = | Comments |
20 k

' o Wiew

- - Comments
15 0%
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