CITS Computing & Information
Technology Services

myCourses Grade Book & Grading Forms

What This Workshop Will Cover:

Adding grade book columns
Entering grades

Editing grade book columns

Create a formula to calculate grades
Make grades available to students
Export/Import grades

Grading Forms
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Grade Book Screen
From the Teach tab, click Grade Book in the Instructor Tools area.

&) Instructor Tools

g8 Manage Course

@"j Assessment Manager

21 Assignment Dropbox
[&» Grade Book

Grading Forms

B Group Manager

Tracking
£ Motes

D :
= Selective Release

The Grade Book screen appears.

“Your location: Grade Book

Grade Book

| Create ColumnZ || Enroll Members || Import from Spreadsheet || Reorder Columns Grade Book Options%

Grades I Members | View All | Custom View | SCORM Grades |

T
[ | ¥ Last Name I‘é First Name ¥ User ID “ Role Y Midterm *“ Final
Alphanumeric 43 Alphanumeric Alphanumeric Alphanumeric Caleulated Caleulatad

[ ¥ Gatenby |Damon dgatenby Section Designel

1
0| 2 Russo iTracey trusso Section Designel

[ ! !
[ % Student 9060 |Dema webct_demo_54 lStleent i i |

¥ | = Send Maill |@ Export to Spreadsheet| ||_',.; Unenrall

(XX) - Indicates a grade that is partial or not complete
“¥X - Indicates a grade that has been overridden

The myCourses Grade book is divided into five tabs, each representing a different view of the
grade book.

The Grades tab displays the student's first name, last name, username and all gradable
columns. Use this view to enter and edit student grades.

The Members tab displays the student's first name, last name, username and all non
gradable columns.
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The View All tab displays all gradable and non gradable columns in the grade book. This
also represents the order in which the students will the grade book columns.

The Custom View tab displays a customized view of student's information.
The SCORM grades tab will display grades for imported SCORM modules.
Adding a Column to the Grade book
1. From the Grade book screen, click on the "Create Column" pull down menu.
2. Select the type of column to add.
Newly added columns are added to the right of existing columns by default.

Types of Columns

Alphanumeric: a short sequence of letters (and numbers) Examples: first name, last name,
student number

Numeric: contains only digits Examples include: assignments and exams

Calculated: contains a formula based on one or more of the numeric columns in the student-
grading database.

Letter Grade: allows you to create a letter column to convert a numeric, calculated or Quiz
column.

Selection List: allows you to create a customized selection box to help organize groupings.
Examples include: section numbers and presentation groups

Text: longer sequence of letters (and numbers) Examples include: comments and addresses
Grading Form: Use this column type to associate a grading form with a grade book column.
Automatically generated columns

*Graded Discussion Topics: a column that is automatically created when a discussion topic is

created and is marked as gradable.

*Quiz: is a type of column that appears automatically when a quiz/test tool is added to your
course.

*Assignments: is a type of column that appears automatically when an assignment (using the
assignment tool) is added to your course.

Entering Grades
From the grade book screen, click the column title heading and select Edit Values.
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Enter student grades in the "Current Value Change To" area.

Edit Column: Default Topic

Sa'.uel Cancell Resat Values | Members 1-7 of 7
First Name Last Mame User Id Current Value Change to Comment
El
Fake_1 Student fake_1 ’ WView Audit History
El
|
Faka_d4 Studant faka_4 45 | View Audit History ]

Note: The "Comment" area is added to the Audit History and is not revealed to the student.

Column functions

= Sort a column by clicking on the column heading and selecting Sort Column.

= Edit a column value by clicking the column heading and selecting Edit Values.

= Display column stats by clicking the column heading and selecting Column Statistics .

= Edit an individual student’s information by clicking on the hyperlinked student’s name in the
first column and selecting Edit Member.

Editing a Column

Selection List Column
After adding a selection list column, click the selection list column title and select "Edit Column
Select List". Begin adding items to create a selection list and then click Save.

Your location: Grade Book

Edit Selection List for: Section

Maove Item Actions ?
2 | O |c|ass section 01 *®
at [T |c|ass section 02 #

2T [ add Item (insert above first selected item)

| save | | Cancel |

To edit a value in a selection list, click the selection list column title and select edit values.
From the pull down menu, select the appropriate value and then click Save.

Current Yalue Change to Selected Yalue

class section 01 x| |class section 01
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Letter Grade Column

After adding a letter grade column, click the letter grade column title and select "Edit Column

Letter Grade Scheme". Enter a letter value for each letter grade in the scheme.

To add grades, select the radio button next to the grade letter and select "Add Grade"to insert a

blank grade and letter scheme. When finished, select Save or Save and Set as Default.

< our location: Grade Book » Edit Letter Grade Scheme

Edit Letter Grade Scheme for: Letter Grade

Base letter grade on column |Final "

| Use Default Scheme |

Grade

C |a+

@ |A

@ |}r_|\_

< e+

i |E|

Range

97 and above

’937 or greater, and less than 97
’907 or greater, and less than 93
’877 or greater, and less than 90
’837 or greater, and less than 87

Actions ?

LN U A

Calculated Column

After adding a calculated column, click the calculated column title and select "Edit Column

Formula".

It is helpful have your course grading scheme available,such as the sample provided below,

before creating a formula.

Attendance Out of 15 points 10%
Assignment 1 Out of 50 points 25%
Midterm Out of 80 points 40%
Assignment 2 Out of 50 points 25%
Total 100%

Sample formula for calculating a
Final Grade using the grading
scheme shown above:

To calculate the average of
several columns:
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(([artendance]f15* 0.10)+([Assignment 1]/50*0.25)+([Assignment 2]/S0*0.25) =

+([Midterm]/S0* 40))* 100

SUM

MIN Midterm
Attendance

M Assignment 2

AVG Assignment 1

Enter Another Value |

End Function

Lindn | Clear 411 |

Select a column to
add to your formula:

[d D]
KN
5|
ENEY
o]

[ [[+][~]
SR
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G [Assignment 1]+[Assignment 213

L
MM

2,
ANG

HoH

Enter Another Value |

End Function

L

Lindo l Clear all |

Select a column to

add to your formula:

Midkarm

attendance

Assignment 2
Assignment 1

O (] N PR

R (Jon |

W o O | e

]

SUM Function

SUML [Assignment 1]+[Assignment 2]

SLIM
MIM
A

H

AN

Enter Another Yalue |

End Function

Lndo Clear All

Select a column to

add to your formula:

Midterm
Attendance
Assighment 2
Assignment 1

N et B Pt

M| oA || oD

[N O VR T R N

e

il
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Reorder Columns

1. From the Gradebook
screen, select
Reorder Columns.

Reorder Columns |

2. Select the checkbox
next to the the
column to be moved.

[=

3. Thenclick |~
(Insert Selected
Items Above) icon
to move the column.

Show/Hide Columns

1. To show or hide
columns, select the
checkbox next to the
column title and then

click, Hide.

2. Or to show or hide
individual columns,
click Show Column
or Hide Column.

Deleting a Column

Reorder Columns

Move = Column

Last Name
First Name
AT Role
]:-l"_é User ID

Midterm

Final

Section

Letter Grade

r
=
r
r
.;l"_E [~ Practice
r
r
r
[

Reorder Columns

Meve — Column
Last Name
First Name
User ID
Role
Midterm
Final
Practice
Section

Letter Grade

=
OO0 o(o|a(d|d

Calculated
AT | & ' Show | Hide-l

fi— i
| save | | cancel |

[ Colurmn |

Hide Column
Hide Column ]

I Show Column |
I Hide Column !

i Hide Column |

1. From the Gradebook screen, click Grade Book Options 2 Column Settings.
2. To delete a column, select the checkbox just above the column label and click Delete.

Additional Notes:

e Be careful! A deleted column cannot be retrieved once it has been deleted.
e The user ID, Midterm, and Final column cannot be deleted. Tip: Hide these columns,

select “Hide Column” (see Reorder Columns).

e The Assessment and Assignment columns cannot be deleted unless you delete the

actual assessment or assignment itself first from the course.
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Column Settings
= Text within columns can be
aligned left, center, or right.

= Released columns need to
be set to “Yes” in order for
students to view their
grades.

= Grade column is set to
"Yes" if the column is
gradable. All gradable
columns appear in the Grade
tab.

=  Decimals can be set to All,
0,1, and 2.

Converting a Column Type

1. From Grade Book Options, click

Column Settings.

2. In the Type row, click on the

Column Settings

Ii<

| Create Column

[T Select All/None
Label:

Type:

Alignment:

Released

to Student:

Grade Column:

Decimals:

Maximum value:

Source:

Release Statistics:

|Last Name |First Name |UserID R

| Alpha Alpha Alpha Al
LR [ E€R g Eh

| Yes Yes Yes Y

| Mo MNo Mo M

T = - I

B=|Delete| |Re|ease| |Do Mot Release|

- Align - - @

- Decimals - = @ - Grade: - |§ E

2§ bt S appary-prd.y

hyperlinked column description. The T
Convert Column Type screen appears. | geing:

3. Select a new column type from the

New Value drop down list.
4. Click Save.

|

Convert Column Type

Currant Valua: Text

Mew Valu:

Comment:

Sawve | Cancel |

Contact info

Type

Nurmarc 'I

HNumanc

Aphanurmans

] Dorm

¥

0 Irkernat

Add the My Grades Tool to the course toolbar (Note: Only your students will be able to

view this link)

In order for your students to access their

grades in your course, you must add the My

Grades to the My Tools column.

1. From the Build tab, click on “Manage
Course” under Designer Tools.

2. Click on Tools and select the checkbox

next to “My Grades”.
3. Click Save.
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&) Designer Tools

Student Tools

 EH My Files
Allow Students

&% Manage Course v v [a] My Grades

: e - Allow Students
=| File Manager

_ - [ My Progress
Grading Forms Allow Students
13 Selective Release W &1 Notes

Allow Students

| Save I | Cancel |
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Exporting from the Gradebook
¢ From the Gradebook screen, select Export to Speadsheet.

e Select the columns to be exported and file type to export. Comma-delimited exports as a
.csv file and tab-delimited as a .txt file.

Export to Spreadsheet

Members to Export:
& All members

Columns to Export:
& Visible columns
' all columns

Export Format:
Select the keyboard element you want to use to separate member data in the exported file.
* Comma-delimited
" Tab-delimited

Character Set:
Select a character set that is supported for your language by the software you want to use to view or edit the exported file.
®* Unicode (UTF-8)
" Unicode (UCS-2)

| Export | | cancel |

¢ (lick Export.
A window appears prompting you to download the file.
¢ Enter a filename and click Save.

Note: If you plan on exporting the gradebook and then importing grades back to the WebCT
gradebook, you must include the User ID column as part of the exported gradebook file.

Importing the Gradebook

The ID team recommends exporting your gradebook with all necessary columns before you
attempt to re- import the spreadsheet file.

e From the Gradebook screen, select |Import File
Import from Speadsheet.
e (Click Browse and select the _
spreadsheet file to be imported. i | M
e Choose the type of file, comma or Separator: Comma ~
tab delimited.
e Select Character Set. Unicode
(UTF-8) is the default.

Select the course file that you would like to upload.

Character Set: |Unicode (UTF-8) j

| upload | | Cancel |
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The Import File screen appears.
Check the import column against the grade book column. To ignore a column, select "Do not
import". If you wish to import a new column, select "Add as a new column".

Import File

Match the columns in the file with the columns in the Grade Book.
Select "Do not import" for any columns you do not wish to import.
The User Name column is a requirad column far matching purposes only and will not be imported,

Import Column Match Grade Book Column Data Preview

User Id b |User Id j trn_trusso, trusso, ta_russo,fake_1,fake_4, fake_6&, fake_5,fake_3,fake_2...

Last Name i ] Russo, Busso, Russo, Student, Student, Student, Student, Student , Student. ..

First Mame | Do hot irport - j Tracey, Tracey, Tracey,Fake_1 Fake_4 Fake_6,Fake_ & Fake_3 Fake_2...
e W e ki
Midterm b |Mic|tam'| j [blank], [blank], [blank], [blank], [blank],40.00, [blank], [blank], [blank]...

Final I |F|nal El [blank], [blank], [blank], [blank], [blank], 50.0, [blank], [plank], [blank]...

Attendance & |Amendanc2 ;l [blank], [blank], [Blank], [blank], [blank], [blank], [blank], [blank], [Blank]...

Assignment 1 B |A~;signment 1 ;l [blank], [blank], [blank], [blank], [blank], [blank], [blank], [blank], [Blank]...

Assignment 2 & |&ssignment 2 =| [blank], [blank], [blank], [blank], [blank], [blank], [blank], [blank], [blank]...

Click Import, then click OK.
Grading Forms

Grading Forms allow you to create rubrics within your course that can be integrated with
assignments, discussion topics, and a grade book column. The online rubric can then be used to
grade student work according to a specific set of criteria and posted automatically to the course
gradebook.

You can access the grading form tool from the Build or Teach tab.

Select the grading forms tool from the Instructor tools on the teach tab and then click Create
Grading Form.

r
&) Instructor Tools

g8 Manage Course

@"j Asgsessment Manager

S Assignment Dropbox | create Grading Form

% Grade Book Grade Type
Grading Forms | [] test ¥ Mumeric (out of 12)
% Group Manager | &

Tracking '

£ MNotes

o :
= Selective Release
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Enter a grading form title and description.

Create Grading Form
“Title: [Sample Grading Form|

Description: [This is a sample grading rubric {new Vista 4 tool) that can
be associated with an assignment or a discussion
topic(threaded topic, blog, or journal). You create the
grading form by indicating the criteria and performance
indicators.

| Add Criterion || Add Performance Indicator |

To edit the name of a criterion or performance indicator, click its Edit icon.

Add the grade criteria and performance indicators and associated points. Select Add Criteria or
Add Performance Indicator buttons to add additional criteria or perfomance columns. Select the
pencil icon next to titles to edit criteria and performance indicators.

Objective fCriteria Performance Indicators
* Need Improvement .+ |* Meet Expectations ¥ * Exceptional # [3
[ [»
* spelling o [ ;Many mistakes and | [Few obvious |[No obvious mistakes
\lack of proofreading mistakes
[10.0 | *points 20.0 | *points 30.0 | *points
* Grammar & [ 1Argumenfs not | |Some argumentﬁ [salid argumer‘its
supported |supported with excellent
support for all of
them
[10.0 | *points 20.0 | “points 30.0 | *points
* style & [p |Nothing original | [Some originality |[several original
ideas
':15.0 - “points . 25.0 | *points 40.0 | “points

Total {out of):: |

Grading Forms

| Create Grading Form

[] Title Grade Type
ample Grading Form % umeric {out o 3]
Sample Grading F N (out of 100)

This is a sample grading rubric ({new Vista 4 tool) that can be
associated with an assignment or a discussion topic{threaded
topic, blog, or journal}. You create the grading form by indicating
the criteria and performance indicators.

[ LQ Delete
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Now that the grading form has been created, you can attach the form to a graded discussion
topic, assignment, or grade column in the grade book.

Discussion Topic Settings

Grading
C Topic is not gradable

Allow the topic to be graded

Gradin
O Mumeric grade: Out of 3

O alphanumeric grade
® Grade by Grading Form: | Select G@ding Form |

O Topic is not gradable

Allow the topic to be graded

O Numeric grade: out of |

O alphanumeric grade

& Grade by Grading Form:
N Sample Grading Form [
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