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Accessing the Blackboard Learn Grade Center

To access the Blackboard Learn Grade Center:

1. Login to Blackboard Learn.
2. Click the Courses tab.
CLEMSH‘N iii MyPlaces jffy Home @@ Help =S8 Logout

UNI1VERSITY

My Institution Courses Community Content Collection System Admin
-
I My Institution ‘ Motifications Dashboard
Add Module Personalize Page T

My Announcements E § my courses =]

@ Announcements Mo Instituion Announcements have been posted in the last Courses you are teaching:

i Calendar 7days () Business Writing

B Tasks

{51 My Grades No course announcements have been posted in the last 7

[ Send Email aays On Demand Help and Learning Catalog =1

§) User Directory

) User Directo more announcements. Learn more about Blackboard Leamn through our On

£ Address Book Demand | eamning Center The On Demand Leaming

My Calendar =28 Center includes short, interactive video lessons
called Quick Tutorials and short documents, called

No calendar events have been posted for the next 7 days Getting Started Guides, designed to get you familiar

with a feature in 156 minutes_

more calendar events.

My Tasks =1 3

My Organizations

My Tasks:

You are not currently i in any organizations.

No tasks due.

more tasks...

3. Click the course to open from the Course List module.
CLEMS*N i MyPaces jffy Home @ Help =3I Logout

U N1 VERSITY

My Institution ‘Community Content Collection System Admin

Course Search

ot e
(1 MEMARSH-DE101: Business Writing <«
Insiructor: Melissa Lockhart;

A e eI o iy AR b SO e et e, it et sm s At

4. The course entry page is displayed.

5. From the Control Panel, click the chevron to expand Grade Center.
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CLEMS@&N

U N1 VERS

es iy Home @ Hep =i Logout

Community Content Collection System Admin

Edtode is: [T |

(MEMARSH-
DE101)

1 Home Page
{  Information g
{ Content

1

1 Discussions
T Groups

Il Tools

Il Help

COURSE MANAGEMENT

# Control Panel
Content Collection
Course Tools
Evaluation
Grade Center
Users and Groups
Customization

Packages and
Utlities

Help

Quick Unenroll

Home Page

Add Course Module
My Announcements E & § My calendar =1

No calendar events have been posted for the nex 7 days.

Customize Page T4

Mo course announcements have been posted in

the last 7 days more calendar events.

more announcements...

To Do =0E
=T~

My Tasks Edit Notification Setiings

My Tasks:
‘ What's Past Due Aclions ‘

Mo tasks due ‘ All Items {0) ‘
e lasis, What's Due Actians
e - Select Date: [05/25/2010 Go
. Today (0}
Edit Nofification Settings Actions

Nothing Due Today
| Courses/Organizations (1) |

Tomorrow (0)
This Week (0)
Future {0)

Last Updated: May 25, 2010 12:19 PN

Edit Notification Settings

il

6. Click Full Grade Center.

es ffif Home @ Help =30 Logout

Content Collection

(MEMARSH-
DE101)

Home Page

Information

A

Content

Groups

I.

!

1

II

{ Discussions
)

1 Tools

!

Help

course manageuent D]

Creat umn I reate Calculated Column I Manage I Reports ¥ I

Grade Center: Full Grade Center =~

In the Screen Reader mode, the table is static and grades may be enterad on the Grade Details page accessed by selecting the

table cell for the grade. In the interactive mode of the Grade Center, grades can be typed directly in the cells. Use the armow keys or
ihe tab key to navigate through the Grade Center and the Enter key to submit a grade. Mare Help

B

o

Current Full Grade Center | JRSELLUA il Categories

> | Move To Top | Email

Sort Columns By:| Layout Position ~ Order: aAscending

I

Grade Information Bar

1

Users and Groups
Customization

Packages and
Utlities

Help

2 Control Panel [ /Adams John rain02 | Availale
Content Collection [ Jefferson Thomas train03 Available
G e S [ Jones Sally train06 Available
Evaluation 3
e n [] Smith Anne train0s Available
Full Grade Center ’ [ smith James train04 Available
Assignments [C] washington George train01 Available
Tests. < | 1 P

==
@ dit Rows Displayed

B
editiodeis: I (2]

7. The Grade Center is displayed.

Note: All courses will contain two automatically generated columns: a Total Points column and
a Weighted Grade column. The user must configure the settings of these two columns.

a. Action Bar

e Create Column — Click to create a column that represents a gradable item in the course.
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Blackboard Grade Center

e Create Calculated — From the contextual menu, select one of the following calculated
columns: Average, Minimum/Maximum, Total or Weighted.

e Manage — From the contextual menu, select an option to manage Grading Periods, Grading
Schemas, Categories, Smart Views, Column Organization, Student Visibility, or to Send
Email.

e Reports — From the contextual menu, either create a report or view grade history.
b. Work Offline

e Upload — Grades can be created off-line and then uploaded to the Grade Center. Grades that
were created in another grade system can also be uploaded for inclusion in the Grade Center.
The data in the file must be synchronized to the Grade Center data by using unique identifiers
for each student (User Name) and each Grade Center column (Column ID number). Column
ID numbers are generated by the system and should not be changed to removed.

e Download — Grade Center data can be downloaded as a delimited (separated) file and used in
spreadsheet or statistical analysis applications such as Microsoft Excel. Faculty can
download the complete Grade Center page or select specific data to download.

c. Filters

e Current View — From the contextual menu, select whether to place the columns in ascending
or descending order according to the Column Organization defined by using the Manage
contextual menu.

e Category — From the contextual menu, select a category to filter by.
e Status — From the contextual menu, select an assignment status to filter by.

e Sort Columns By — From the contextual menu, select one of the following options for
sorting the columns: Layout Position, Categories, Due Date, Date Created, Points Possible,
or Display Name.

e Order — From the contextual menu, select whether to place the columns in ascending or
descending order according to the Column Organization defined by using the Manage
contextual menu.

d. Column Properties — Column properties vary depending on the type of column. Click the
Action Link for a column to see all options.

e. lcon Legend — Information on the meaning of icons that appear in spreadsheet cells.

@ User Unavailable

¥ Column Not Visible to Users
+ Completed

@ ne
¥ Override
=

i External Grade

Attempt in Progress

Grade Exempted for this User

I| Error

Mot Participating

f. 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 Email page.
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g. Edit Rows Displayed — determines how many rows of data are displayed. The minimum
number of rows to display is 5. The maximum number of rows to display is 50.

Customizing the Grade Center View

Sorting the Grade Center

To facilitate seeing Grade Center data in different ways, Faculty, TAs, and Graders can sort all visible
columns within the Grade Center based on the Sort Columns By drop down menu. The different
criteria include:

e Layout Position — switches the layout of the columns from first to last. When clicked again it
moves the last column to the first position.

e Categories — User defined categories or default categories to identify the type of gradable item
such as a “Test” or “Lab Report”.

e Due Date — Faculty defined date that a gradable item is due.

e Date Created — The date the gradable item was created in the system.

e Points Possible — Faculty defined total number of points a gradable item is worth.
e Display Name — Faculty defined name for the gradable item.

Note: Sorting based on criteria in the Sort Columns By drop down menu is not saved across
sessions. It will only last as long as the current session remains open. Once the browser is
closed, the view will default back to its default view.

Changing User Visibility in the Grade Center

Users can be hidden from the Grade Center View, reducing the number of rows in the grid. Hidden
users are not deleted from the Grade Center, and can be revealed at any time.

Option 1:
You might have students in your class that have not completed any assignments, but have not dropped

your class either. If you do not want these students to show up continuously in the Grade Center, you
can change their visibility.

To change user visibility:

1. Hover your mouse over the Manage action link and select Student Visibility.
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i MyPaces iy Home @ Help ~3F Logout

Community Content Collection

Grade Center - User Visibility

System Admin

edit vode s: [IETN |7 ] =

DE101)
Home Page
Infarmation

Content i
Discussions
Groups

Tools

L L L ey

Help

COURSE MANAGEMENT

# Control Panel
Content Collection »

 Course Tools

Evaluation

Gral
Full Grade Center
Assignments

Tests

* Users and Groups
Customization

Packages and
Utilities

~ Help

@ User Visibility

appear in the Grade Center View.

1.

selecling them and clicking Show.

Hide Users Show Users

Users can be hidden from the Grade Center View to reduce the number of rows in the grid. Hidden users are not removed from the
Grade Center, and can be shown at any time. Users that are hidden will appear grayed out on the Hide and Show Users page and
will not appear in the Grade Center View. Users that are shown will appaar in black text on the Hide and Show Users page and will

3
Cancel

Selact the desired users and choose to Hide them from the Grade Center View. Show users who have been hidden by

1

[] | Last hame

[ Adams

[[] Jeffersan
_D Jones

[] smith

[ smith

[[] washington

Hide Users | Show Users

First Name
John
Thomas
sally
James
Anne

George

Student ID
train02
train03
train06
train04
train05

train01

Status
Shown
Shown
Shown
Shown
Shown

Shown

2. The User Visibility page is displayed.

3. Select the checkbox(s) for the students you want to change the visibility of.

a.

b.

Click Hide Users to make the student not visible on the Grade Center.

Note: Users that are hidden will appear grayed out on the User Visibility page and will not
appear in the Grade Center View.

Click Show Users to make the student visible on the Grade Center.

4. Then click Submit.

Option 2:
Occasionally students may call or stop by your office and want to discuss their grade. In which case,

you might want to quickly filter by that particular student’s row in the Grade Center. You can make all
other students invisible so that you can discuss just that student’s grade with them. Then when you are
done, you can toggle back to display all of the students in the Grade Center.

To change user visibility:

1. Navigate to the student’s row in the Grade Center.
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es iy Home @ Hep <31

Content Collection

Xl Grade Center edtoce’s: [T (2]

# Business Writing
[
DE101) In the Screen Reader mode, the table is static and grades may be entered on the Grade Details page accessed by selecting the
T Home Page table cell for the grade. In the interactive mode of the Grade Center, grades can be typed directly in the cells. Use the arrow keys or
1 ntormation & the tab key to navigate through the Grade Center and the Enter key to submit a grade. More Help

Create Calculated Column ¥ Fn]| Work Offine

{ Content
1

1 Discussions

CUEREE FuilGrade Center | LIRS 4 Categories S Al Statuses

1 Groups
1 Tools
T Help

Move To Top | Email SortColumns By:| Layout Position | Order: aAscending

il

Grade Information Bar

COURSE MANAGEMENT 0
% Control Panel [] Adams r - Available
Content Collection [] Jefierson Hide Other Rows Available
RACOEEpoo [C] lJones Available
Evaluation |
Smith Available
Grade Center o |
Full Grade Center [ | smith Available
Assignments [[] washington Available
Tests.
Selected Rows: 0 11 b
* Users and Groups WMove To Top | Email Icon Legend

Customization

Packages and Edit Rows Displayed
Utilities

~ Help

2. Then click the action menu for the specific student to single out.
3. Select Hide Other Rows.
CLEMS" N & ces ffff Home (@ Help ~FH Logout

UNI1VERSITY

o FOETC
Business Writing MEMARSH-DE101 [P w s EditMode i [T |

# Business Writing
(MEMARSH-
DE101) In the Screen Reader mode, the table is static and grades may be entered on the Grade Details page accessed by selecting the

T Home Page table cell far the grade. In the interactive mode of the Grade Center, grades can be typed directly in the cells. Use the arrow keys
I- Information or the tab key to navigate through the Grade Center and the Enter key to submit a grade. More Help

1
{ Content
1

Create Calculated Column % e | Work Offine
CEE Full Grade Center(Defaul) -~ | LA Al Categories

1 Discussions

t Groups
1 Tools Shaw All Rows
Il Help
Move To Top | Email Sort Columns By: L ayout Position Order: aAscending =
COURSE MANAGEMENT Grade Information Bar
I}
# Control Panel
Content Collection [] Adams John train02 Available
% Course Tools Selected Rows: 0 < | 1 3
Maove To Top | Email Icon Legend

Evaluation
Grade Center
Full Grade Center
Assignments

Edit Rows Displayed

Tests

* Users and Groups
Customization

Packages and
Utilities L

~ Help

4. The Grade Center is displayed with all student records hidden except those of the selected student.

5. To unhide the other students, click the action menu for the selected student.
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CLEMS“N @ MyPlaces {ffy Home (@ Heip 31 Logout

U N1 VERSTTY

E My Insfitution ‘Community Content Collection Bystem Admin

Business Writing MEMARSH-DE104 el X st 1 Edit Mode is: mE]

B -0EEE
(MEMARSH-
DE101) In the Screen Reader mode, the table is static and grades may be entered on the Grade Details page accessed by selecting the

Home Page table cellfor the grade. In the interactive mode of the Grade Center, grades can be typed directly in the cells. Use the arrow keys or
Inf " the tab key to navigate through the Grade Center and the Enter key to submit a grade. More Hel
nformation &

@ Grade Center: Full Grade Center

Content &

Create Calculated Column ¥ Fn]| Work Offine

Discussions

Groups

(MTLELIES Full Grade Center(Default) E Category: IRt En N EEUEY A Statuses
Show All Rows

Move To Top | Email Sort Columns By: | | ayout Position Order: & Ascending

Tools

L L L ey

Help

il

COURSE MANAGEMENT Grade Information Bar
I}

[] Adams
Selected Rows: 0

# Control Panel
Content Collection »

Available
11 »
© Course Tools

Evaluation » Icon Legend

Mave To Top

Grade Center
Edit Rows Displayed

Full Grade Center

Assignments

Tests » Hide User

> Ema

* Users and Groups
Customization

Packages and
Utilities

“ Help

6. Then select Show All Rows. The Grade Center is displayed with all student records except those
whose visibility was changed using Option 1.

Filter

The Filter option is a toggle that can be turned On/Off. The Filter option allows you to enable different
filters that can be applied to the Grade Center. Below are some of the configuration options:

e Current View — Contains the options to filter the Grade Center by Favorites, the Full Grade
Center, Grading Periods and Smart Views.

e Full Grade Center — this is a view created by default. It displays all columns and rows in
the Grade Center.

e Smart Views — are views of the Grade Center based on a variety of student criteria. This
enables Faculty to create certain views of the Grade Center — based on performance criteria
for gradable items such as Assessments or Assignments — that quickly track Students.

e Category — Contains the option to filter the Grade Center by a specific category.

e Status — Contains the option to filter the Grade Center by status. Statuses include: Completed,
Edited Manually, Exempt, In Progress, Needs Grading and not attempted.

Grading Periods

Grading Periods are segments that can help manage the Grade Center. Grading Periods, for example,
can be defined as Terms, Semesters, Quarters, Years, etc. and can have date ranges that further define
them. Grading Periods are not created by default. Columns can be assigned a Grading Period to allow
them to be sorted together.
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Creating a Grading Period
To create a Grading Period:

1. Hover your mouse over the Manage action link and select Grading Periods.

CLEMS@&N

U N1 VERSTTY

W nstuion Communiy

es iy Home

Content Collection

@ Help =31 Logout

System Admin

»

Edtmodes: [N (=] |

(MEMARSH-
DE101)

1 Home Page
1. Information
II Content =

II Discussions
t Groups

1 Tools

T Help

COURSE MANAGEMENT

# Control Panel
Content Collection

Course Tools

Evaluation

Grade Center S
Full Grade Center

Assignments

Tests

Users and Groups
Customization

Packages and
Utilities

Help

Grading Periods

Grading Periods are used to sort Grade Center Columns into sections based on due date. These seclions help manage the
Grade Center by associating Grade Columns together so that viewing and reporting can be done based on a Grading Periad

instead of the entire Grade Center. More Help

No Grading Periods created

111

2. The Grading Periods page is displayed.

3.

4. Enter a Name and Description for the Grading Period.

Click Create Grading Period.

editiodeis: I |[7]

(MEMARSH-
DE101)

Home Page

Information i3

Content i

Discussions
Groups
Tools

Help

Y PR Y Py g

COURSE MANAGEMENT

# Control Panel
Content Collection

Course Tools

Evaluation

Grade Center »
Full Grade Center
Assignments.

Tests

Users and Groups
‘Customization

Packages and
Utilities

Help

Create Gradi

Grading Periods classify Grade Columns by Due Date. A Grade Column can only be associated with one Grading Period. More

Help

J Indicates a required field

ng Period

# Name (1 } First 6 Weeks

Description

These are grades entered up until
midterm evaluations.

Grading Period Dates

L. Iaone

@ Range StartDate [08/18/2010

Enter dates as mmddlyyyy

End Date [12/10/2010
ddlyyyy

Enter dates as

Cancel

il

Associate Columns J Associate this Grading Period with all columns that have a Due Date within this date range

)
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5. Select the Grading Period Dates.

7.

a. None — Grading Periods can be help to organize columns in the grade center by other criteria

then date. For example if you have a student project that has multiple components. You can
create a Grade Period for the project and assign the related columns to the Grade Period. This
will allow you to filter the student grades so that only the grades associated with the selected
project are displayed.

Range — Using a date range can be set to automatically associate Grade Columns that have Due
Dates that fall within the range. This only applies to existing Grade Columns. New Grade
Columns must be associated with the Grading Period when they are created.

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

If a date range has been specified, select Associate the Grading Period with all columns that have
a Due Date within this date range.

Click Submit.

Manually Assigning Columns to a Grading Period
To manually assign a Column to a Grading Period:

1. Hover your mouse over the Manage action link and select Column Organization.
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2
3
4.
5

CLEMSG N i MyPlaces fifiy Home (@ Hep =3I Logout

Ea| Myinstitution Courses Community Content Collection Systam Admin
-
CIE LS TG N2l Grade Center © Column Organization Edit Wode is: [ICTN 17 ]
# Business Writing ;| column Organization
(MEMARSH-
DE101) =
Home P The Column Organization page is divided into various tables that control how different Grade Center views are displayed. Rows
1, Home Page inthese tables represent Columns in the Grade Center views. ROWs can be manipulated to customize the different views of the
1 Information Grade Center. More Help
II Content & 4
1 Discussions
Groups -
1 Tools
1 Help
7 | ShowiHide Change Category to Change Grading Period 1o.
= Shown in All Grade Center Views N
COURSE MANAGEMENT
# Control Panel
Content Collection
Last Name (Frozen) Institution
Course Tools ] d !
Evaluation +p [O] FirstName (Frozen) Institution
Grade Center T +} Everything above this bar is a frozen column. Drag this bar to change which columns are frozen
Full Grade Center P[] username Insttution
Assignments @ [ StudentiD Institution
Tests
[ LestAccess Institution
IETEEIERTS P [0 Avaiabilty Institution
Customization
Packages and
—— 1| = First8 Weeks N
E
v ¥
Quick Unenroll ¥ ¥ ¥
| [O] survey of Skils First & Weeks No Category None Way26, 10
2010
= Shown in Selected Views Only N
v ¥
¥ ¥ ¥
[ ] fwsiahted Total Shown in Selected  Calculated Grade None 0
Views Only
| 7 frotal external Grace) Shown in Selected  Calculated Grade None 0
Views Only
| attendance Neng May 28, 100
2010
3| [Assionment 1 Hone May26, 50
elected 2010
—_— Views Only 3
- | ShowHide ~ Change Categoryto | Change Grading Periodto... ||

Scroll down to the Shown in Selected Views Only area.

Select the checkbox(s) for the columns you want to add to a Grade Period.

Hover over Change Grading Period to.... Select the Grading Period to assign the columns to.
Click Submit.

Filtering the Grade Center by a Grading Period
To filter the Grade Center by a specific Grading Period:

1.
2.
3.

Click the Filter button to toggle the Filter Bar on.
Hover your mouse over the Current View action link.

Select the Grading Period to display columns for.
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i MyPaces iy Home @ Help ~3F Logout

CLEMS@N

‘Community Content Collection Bystem Admin

Edi tode s: [IETN (=] =

éiﬂ Grade Center: First 6 Weeks

(MEMARSH-

DE101) In the Screen Reader mode, the table is static and grades may be entered on the Grade Details page accessed by selecting the

Home Page table cellfor the grade. In the interaclive mode ofthe Grade Center, grades can be typed directly in the cells. Use the arrow keys
orthe tab key to navigate through the Grade Center and the Enter key to submit  grade. hore Help

Infarmation &

Work Offline

Content i Create Column | Create Calculated Column ¥ Filter
Discussions
Groups LAl Al Categorie bl All Statuse

Tools

L L L ey

Help

Mave To

T

Grade Informatio)
COURSE MANAGEMENT 0]

# Control Panel [ /Adams
Content Collection » [] Jefferson

* Course Tools s
Smith

Gra ] 0
Full Grade Center [ smith

Assignments [ Washingto
Tests
Selectad Rows: 0 a il 3
* Users and Groups Wove To Top | Email Icon Legend

Customization
Edit Rows Displayed

Packages and
Utilities

“ Help

4. Click a Grading Period to set it as your new default view of the Grade Center.

Grading Schemas
Grading Schemas take the actual points scored from a Grade Item and compare it to the total points
possible for that item to derive a percentage. This percentage is mapped to a range of scores in order to

display a grade.

For example, a student’s raw numeric score on a quiz that has 100 possible points is an 88. In a Grading
Schema in which a percentage of 87.5 to 89.5 equals a B+, this score results in a B+. If the grade
display Letter option is chosen, the B+ will display to the Student.

The Grade Center includes a copy of a default grading schema. Grading Schemas may be edited or
added to an ongoing Course and grades will be edited to reflect the changes.

Creating a Grading Schema
To create a Grading Schema:

1. Hover your mouse over the Manage action link and select Grading Schemas.

2. Click Create Grading Schema.
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3 iii MyPlaces jffy Home (@ Help =38 Logout
CLEMS®N

TN 1vER

My Institution Community  ContentCollecion ~ System Admin
[T T L e[ Bl Grade Center - Grading Schemas: Edit Mode is: m@ W

Py w—— Grading Schemas

(MEMARSH-
DE101) Grading Schemas take the actual points scored from a Grade ltem and compare it to the total points possible for that item to
1 Home Page derive a percentage. This percentage is mapped to a range of scores in order to display a grade. The Grade Center includes a
| iformat copy of a default grading schema. More Help
nformation &

Create Grading Schema I <+

»

{ Content
1
1 Discussions

< ‘Tille | Description

1 Groups
I Tools Letter |
T Help Displaying 1to 1 of 1 items Show All | Edit Paging..

T

COURSE MANAGEMENT

# Control Panel
Content Collection

Course Tools
Evaluation
Grade Center
Full Grade Center
Assignments
Tests.

Users and Groups
Customization

Packages and
Utilities

Help

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

CLEMS“'U - i MyPlaces fffy Home (@ Help =38 Logout

U N1 vERGSITY

Wy Institution Community Content Collection System Admin
[T T L N2 [ LBl Grade Center » Grading Schemas * Create Grading Schema Edtmode s I |(7)

Create Grading Schema

Grading Schemas map percent scores to letter grades or some other notation for reporting performance. More Help

% Indicates a required field 5
Cancel

# Business Writing
(MEMARSH-
DE101)

1 Home Page

1 Information &
'

1 Contenti
'

1 Discussions

e
i Groups <
T Tools # Name [ Writing Grading Scale | ﬁ—k‘D
L e Description This is my grading scale for my
Business Writing Class. ‘—@
COURSE MAHAGEMENT y I
# Control Panel
Content Collection 2.
Course Tools Grade Center columns that are automatically graded, such as Tests, will be converted to this display option according to
Evaluation the grade mapping provided below. To enter grades in the Grade Center manually using this display option, mappings
from each symbol into a percentage of points possible must be provided
Grade Center HEd
Ful Grade Center 4
Assignments. - Grades Manually Wit Insert
Tests Grades Scored Between Will Equal Entered as Calculate Rows.
— as
2
e [50_%ano 100% A L
Customization =
Packages and % and Less Than 50% F 25 % Delete
Utilities El 2= ] Row r= |
Help

Quick Unenroll =

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

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

6. Click Delete Row to remove a row from the schema.

Teaching & Learning Services ithelp@clemson.edu June 2010 Page 13 of 91




CLEMSON

Blackboard Grade Center COMPUTING & INFORMATION TECHNOLOGY

7. Enter the range for each grade value as a percentage. This percentage must be less than the value
listed above it, and more than the value listed below it. However, there should also be overlap. For

example:

A =90-100%

B =80 -90%

C=70-80%

D =60-70%

F=0-60%
This ensures that there are no gaps. The range of 80 — 90% includes all grades up to but not
including 90%. The top range however does include 100%.

Note: The dash symbol ““ -’ cannot be used as an entry in the percentage range. The dash
represents a Null value.

8. Enter the percentage score to assign to a grade that is entered in the Grade Center with a letter value
or symbol. For example, if the grade is manually entered in the Grade Center as an A, it will be
calculated as a percentage score of 75.

Another example would be if a grading schema was setup as Pass/Fail.

Grades Scored Between Will Equal gﬁrades Manually Entered :\:II Calculate

50 % and 100 Pass Pass 85

Delete

0 % and Less Than 50 Fail Fail 49
Row

In this case if Pass were entered in the Grade Center column, the column would automatically
convert this to a percentage score of 85. If Fail were entered in the Grade Center column, the
column would automatically convert this to a percentage score of 49%.

Note: Text is not case sensitive when entered in the Grade Center. For example, if you enter
PASS, that will calculate the same score as Pass or pass. In fact, if you try to create a Grading
Schema with all three of these as options, it will display a message to tell you that your symbols
must be unique.

9. Click Submit to save the Grading Schema.

Editing a Grading Schema
To edit a Grading Schema:

1. Hover your mouse over the Manage action link and select Grading Schemas.

2. Find the Grading Schema to modify. Click the action link and select Edit.
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@ MyPaces jfff Home @@ Hep =3I Logout

Community Content Collection System Admin
-
rac Center» Grading Schermas carvose s [T (=]
* Business Writing | é | Grading Schemas
(MEMARSH-
DE101)
H B Grading Schemas take the actual points scored from a Grade Item and compare it to the total points possible for that item to
1, Home Page derive a percentage. This percentage is mapped to a range of scores in order to display a grade. The Grade Center includes a
1 Information copy of a default grading schema. More Help
1, Contente Create Grading Schema 1
1 Discussions
1, eroups < > Delete
1 Tools o g
' Title | Description
1 Help - El
Business Writing Grading Scalell? This is my grading geale for my Business Writing Class. I
= <
COURSE MANAGEMENT af Edit n b
=2 Delete I
+Conmo P E—
Content Collection laying 1to 2 of 2 items Show All | Edit Paging..
Course Tools —
Evaluation
Grade Center
Full Grade Center i

3. The Edit Grading Schema page.

fili Home @ Help =31 Logout

Community Content Collection System Admin
-
T L L G eI l|  Grade Center - Graging Schemas > Edit Grading Schema £dt wode is: [IETM (7]
é - Edit Grading Schema
(MEMARSH-
DE101)
1| Home Page Grading Schemas map percent scores lo letter grades or some other notalion for reporting performance. More Help
1 Information i Indicates a required fild cancel [T
ancel ubmit =
1 Content - -
1
1 Discussions 1
1 Groups <
. Mame Business Writing Grading Scale
1 Tools
1 Help Description This is myv grading scale for my -
Business Writing Class.
COURSE MANAGEMENT - L
# Control Panel
Content Collaction 2.
Course Tools Grade Center columns that are automatically graded, such as Tests, will be converted to this display option according to
. the grade mapping provided w. To enter g manually using this display option, mappings
Evaluation from each symbol into a percentage of points possible must be p
Grade Center i Grades Wil
i Insert
Grades Scored Between Will Equal Manually
Full Grade Center Rows
Entorad as Calculate as i

4. Modify the grading schema. Then click Submit.

Deleting a Grading Schema
To delete a Grading Schema:

1. Hover your mouse over the Manage action link and select Grading Schemas.
2. The Grading Schemas page is displayed.
3. Find the Grading Schema to delete.
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My Places  ffff Home (@ Help =3I Logout

Community Content Collection

CIE TP S TGN 2Tl Grade Center © Grading Schemas Edit Wode is: [ICTN 17 ]

é‘ “| Grading Schemas

Grading Schemas take the actual points scored from a Grade Item and compare it to the total points possible for that item to
derive a percentage. This percentage is mapped to a range of scores in order to display a grade. The Grade Center includes a
copy of a default grading schema. More Help

(MEMARSH-
DE101)

1 Home Page

i Information

1

I| Content s Create Grading Schema
1 Discussions
1, Groups < » Delete
I Tools i
Il Hel Title ', | Description
elp . =
Business Writing Grading ScaleI/? This is my grading sfale for my Business Writing Class. I

x

i — P
COURSE MANAGEMENT : » Edit I

S Delete I
e

Content Collection Delete ‘_ aying1to 2 of 2items | Show All | Edit Paging..

Course Tools:

Evaluation

Grade Center
Full Grade Center

4. Click the action link and select Delete.

Message from webpage &J

‘0 Delete this schema? This action is final and cannot be undone.
4

Cancel

5. You will be prompted to confirm deletion of the schema.
6. Click OK.

Copying a Grading Schema
To copy a Grading Schema:

1. Hover your mouse over the Manage action link and select Grading Schemas.

2. The Grading Schemas page is displayed.

3. Find the Grading Schema to copy.

s iy Home @ Help =31 Logout

My Institution Courses Community Content Collection
-
rac Center» Grading Schermas carvose s [T (=]
Business Writing  » é | Grading Schemas
(MEMARSH- -
DE101)
H B Grading Schemas take the actual points scored from a Grade Item and compare it to the total points possible for that item to
1, Home Page derive a percentage. This percentage is mapped to a range of scores in order to display a grade. The Grade Center includes a
1 Information copy of a default grading schema. More Help
1, Contente Create Grading Schema 1
1 Discussions
1, eroups < > Delete
1 Tools g
. /| | Title | Description
1 Help — : E
Business Writing Grading Scale[ % This is my grading geale for my Business Writing Class. -
= <
< »
=2 Delete L I
# Control Panel Copy t
Content Collection laying 1to 2 of 2 items Show All | Edit Paging..
Course Tools:
Evaluation
Grade Center i
Full Grade Center i
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4. Click the action link and select Copy. The new Grading Schema is displayed on the Grading
Schemas page.

5. Review the steps in Editing a Grading Schema to learn how to modify the copied schema.

Assigning a Grading Schema to a Grade Center Column
To assign a Grading Schema to a Grade Center Column:

1. Click the action link for the Grade Center Column to assign the Grading Scheme.

2. Select Edit Column Information.

laces  ffflf Home @ Hep =3I Logout

My Institution Courses Community Content Collection
-
Grade cemer satioze s [T 7]
. 3
Business Writing. _ » é 1 Grade Center: Full Grade Center »
(MEMARSH-
DE101) In the Screen Reader mode, the table is static and grades may be entered on the Grade Details page accessed by selecting
1 Home Page the table cell for the grade. In the interactive mode of the Grade Center, grades can be typed directly in the cells. Use the armow
I. Information keys orthe tab key to navigate through the Grade Center and the Enter key to submit a grade. More Help
1, content: Create Calculated Column ¥ Filter  Work Offine =
1 Discussions
i, Groups < > Move To Top | Email Sort Columns By: Layout Position 1 AAscending
1 Tools
' Grade Information Bar
1 Help
F
I~ Adams John frain02 -
COURSE MANAGEMENT .
[~ Jefferson Thomas train03 - L
# Control Panel I Jones sally train06 -2 Edit Column Information
Content Collection I~ Smith Anne train05 -
Course Tools I~ Smith James train04 -
Eisltation ™ Washington Gearge train0 1 -
H ding
Cinsle,Contor d Selected Rows: 0 < [ s
Full Grade Center *3 Move ToTop || Emal i

3. The Edit Column page is displayed.

My Places  ffff Home @ Help =3 Logout

Community Content Collection

I L L LCECEVETT]  Grade Center » Edit Column £dit tode is: [T 12 ]

Edit Column

(MEMARSH-
DE101)

H B Grade Columns represent any Student effort that is measured. Columns are added to the Grade Center automatically for work
1, HomePage done on the system in Discussion Boards, Assignments, and Tests and Surveys. Work done that is not automatically graded

{  Information can be measured in the Grade Center by creating 3 Grade Column. More Help

I. Content & Indicates a required field
1 Discussions Cancel
i Groups <
1 Tools 1.
1 Help Column Name [Assignment 1
Grade Center Display  [Assignment 1
Name
COURSE MANAGEMENT
Description
Visual Editor is.
# Control Panel m:l
“ Normal ¥ 3w Aral - B 7 U as| % & S
Content Collection -
Course Tools CY DR e oo @O IALZ IO OGS
Evaluation D EaBa B
Grade Center e
Full Grade Center
Assignments
Tests 4| Path: body
Users and Groups
Customization Primary Display Score -

Packages and |t format. Grades display in this format in both the Grade Center
Utilities

Help

i Percentage
Secondary Display gmolete/locomp

Business Wiiling Grading Scale. enter only.

Quick Unenroll
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4. From the Primary Display drop down menu select the Grading Schema to assign to the selected
column.

5. Then click Submit.

Categories

Categories can be created to organize the Grade Center and run reports on specific types of grades.
Default categories include Assignment, Discussion, Survey, and Test. Faculty can create their own
categories like Labs, Group Work, Quizzes, etc. Faculty can then sort the Grade Center by a specific
Category to compare how all the Students scores in a specific category. Categories can also be used to
create Smart Views and Calculated Columns.

Creating a Category
To create a category:

1. Hover your mouse over the Manage action link and select Categories.

CLEMS'-"UN ] aces ifff Home @ Hep =3N Logout

System Admin

Community Content Collection

Grade Center » Categories Edit Wode is: [ICTN 17 ]
H B A Grade Center Category is a classification of Grade Center Columns. Categories are used to organize and view Grade Center
1, HomePage data and can be used when creating Calculated Columns ta perform operations an all Grade Columns in a Category. The
1 Information Grade Center has nine default Categories: Assignment, Blog, Discussion, Journal, Self and Peer, Survey,
and Test that cannot be removed or edited. More Hel e
1 Contents E
1
1 Discussions Create Category *_
i Groups <
1 Tools
' Title | Description Columns
1 Help
Assignment
Blog
COURSE MANAGEMENT Discussian =
Journal
# Control Panel
Content Collection Self and Peer
Survey
Course Tools: &d
Evaluation ‘ i '
Grade Center T Displaying 1to 7 of 7items | Show All || Edit Paging.
Full Grade Center i

2. The Categories page is displayed.
3. Click Create Category.
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My Places  ffff Home (@ Help =3I Logout

Community Content Collection

-
IR LS TG 2Tl Grade Center » Categories » Create Category Edit Wode is: [ICTN 17 ]

é‘ “| Create Category

Categories tag Grade Columns so that actions can be performed against all Columns in the Category. Create a new Category
by giving it a Name and Description. The Description is optional, but can help diferentiate Categories and explain a Category's
purpose

ng
(MEMARSH-
DE101)

1 Home Page

i Information

I. Cantent £ Indicates a required field T
1 Discussions Cancel

1. Groups <

1 Tools 1.

el Nerme esncnce | (1)

Description This is the category for all items -

included in the Attendance portion 2
COURSE MANAGEMENT

of the grade.

# Control Panel
Content Collection

Course Tools 2.
Evaluation
Grade Center i Cancel
Full Grade Center

4. Enter a Name for the category.

5. Enter a Description. This can help differentiate categories and explain the purpose of the category.

6. Click Submit.

Editing a Category

To edit a category:

1. Hover your mouse over the Manage action link and select Categories.

2. The Categories page is displayed.
CLEMS@N YT ———— -

i

Courses Community Content Collection System Admin

#Business Writing »
(MEMARSH-
DE101)

1 Home Page

‘| categories

1 Information AGrade Center Category is a classification of Grade Center Columns. Categories are used to organize and view Grade Center

1 Content data and can be used when creating Calculated Columns to perform operations on all Grade Columns in a Category. The
. Grade Center has nine default Categories: Assignment, Blog, Discussion, Journal, SafeAssignment, Self and Peer, Survey,
1 Discussions and Testthat cannot be remaved or edited. More Help
8 :
. Create Category
1 Tools
1 Help

o Delete 3
COURSE MANAGEMENT Title | pescription e
2 Control Panel Assignmen
Content Collection Attendance] ¥ This is the category for all itefns includedin the Attendance portion of the grade

Course Tools Blog &

Evaluation Discussior]| > Edit ‘_
H > Delete
orado ontor T s || i

i

Full Grade Center Selfand Peer B

Assignments Survey

Tests -
4 i »

3. Click the action link for the Category to edit.
4. Select Edit.
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@ MyPaces jfff Home @@ Hep =3I Logout

Community Content Collection System Admin

COE T LS TGNl Grade Center » Categories » Edit Category Edit Wode is: [ICTN 17 ]

#Business Writing > ‘:'31 Edit Category
(MEMARSH- .
DE101)

1 Home Page

Categories tag Grade Columns so that actions can be performed against all Columns in the Category. Create a new Category
by giving it a Name and Description. The Description is optional, but can help diferentiate Categories and explain a Category's

1 Information purpose
Content 3
! " Indicates a required field .
1 Discussions Cancel
i Groups <
1 Tools 1.
el Nerme
Description This is the category for all items -~
included in the Attendance portion
COURSE MANAGEMENT
0f the grade. L
# Control Panel
Content Collection
Course Tools 2.

Evaluation

Grade Center 1 Cancel

Full Grade Center

5. The Edit Category page is displayed.
6. Modify the category. Then click Submit.

Deleting a Category
To delete a category:

1. Hover your mouse over the Manage action link and select Categories.

2. The Categories page is displayed.

@ MyPaces jfff Home @@ Hep =3I Logout

Community Content Collection
-
T — cotioses N 17]
é: | Categories
H B A Grade Center Category is a classification of Grade Center Columns. Categories are used to organize and view Grade Center
1, HomePage data and can be used when creating Calculated Columns ta perform operations an all Grade Columns in a Category. The
1 Information Grade Center has nine default Categories: Assignment, Blog, Discussion, Journal, Self and Peer, Survey,
and Test that cannot be removed or edited. More Hel e
1 Contents E
1
1 Discussions Create Category
1 Groups <
1 Tools
| > Delete
1 Help
Title | Description Column:
COURSE MANAGEMENT Assignment
Attendance || This is the category for all ite|ps included in the Attendance portion of the grade -
# Control Panel Blog x =
Discussion|| I8 Eil
Course Tools Joumal Delete
Evaluation SefandPes B
Grade Center i» Sunvey I
Full Grage Center
« il » -

3. Click the action link for the Category to delete.

Note: The action link will only appear for those categories that can be deleted from the system.
The six default categories cannot be removed.

4. Select Delete.
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Assigning a Category to Multiple Columns

To assign a category to

multiple columns:

1. Hover your mouse over the Manage action link and select Column Organization.

2. The Column Organ

CLEMS®N

LV ERUS I

Business Writing MEMARSH-DE101

My Institution ‘Community

ization page is displayed.
y Places _ jffj Home = @ Help =3N Logout

‘Content Collection System Admin

Grade Center - Column Organization

Edit todeis: [T (2]

1 HomePage
Il Information &
II Content &%
II Discussions
Il Groups

I. Tools

1 Hebp

COURSE MANAGEMENT

* Control Panel
Content Collection

 Course Tools
Evaluation

Grade Center
Full Grade Center
Assignments
Tests

+ Users and Groups
Customization

Packages and
Utilities

 Help

Quick Unenrall

Column Organization

The Column Organization page is divided inta various tables that control how different Grade Center views are displayed. Rows
inthese tables represent Columns in the Grade Center views. Rows can be manipulated to customize the different views of the

Grade Center. More Help

ShowlHide | Change Category to

= Shown in All Grade Center Views

3+ [] LastName (Frozen)
4+ [[] FirstName (Frozen)
#+ [7] usemname (Frozen}

N

Change Grading Period to

Institution
Institution

Institution

«» Everything above this bar is a frozen column. Drag this bar to change which columns are frozen

Shown in Selected
Views Only

& [[] Assignment 1

Shown in Selected
Vi

fittendance 8-24

fittendance 3-26 First & Weeks

« [ Studentid
¢ [] LastAccess
4+ [[] Availabiity

1| = First & Weeks

| [ survey of skils

First & Weeks

= Shown in Selecteq

«f+ [[] Weighted Total
> Journal
++ [7] Total (External Grg

nd Peer
Attendance I

Show/Hide

[Change Category fo... Cha:ﬂge Grading Peried fo...

No Category None May 26
2010

Ho Category Hone May 26
2010

Ho Category None May 26
2010

Institution

Institution

Institution

No Category None Way 26,
2010

Calculsted Grade None

Calculsted Grade None

N
50
10
10

N
10

i
]
0

3
Cancel

il

n

3. Select the column(s) for which to change the category.
4. Hover your mouse over Change Category to ... and select the category to assign to the selected

columns.

¥
| [ survey of Skils
| [ Attendance 8-2¢

4 [ Attendance 8-26

¥
¥ ¥

First & Weeks No Category None May 26

2010
First & Weeks Attendance <= None May 26

2010
First 6 Weeks Aftendance ‘— None May 26

2010

¥

10

10

10
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5. The category changes are reflected automatically.

6. Click Submit to save the changes to the columns properties.

Smart View

A Smart View is a focused look at the Grade Center. Smart Views are used to quickly find data when
the Grade Center includes a great number of Students and Columns. They enable faculty to create
certain views of the Grade Center based on performance criteria for gradable items such as Assessments
or Assignments that quickly track Students. There are four different types of Smart Views that specify
student information:

e Group allows the faculty member to filter for members of a Group, which was created in the
course. Groups are subsections created in the User Management area of the Control Panel. They
are a collection of students selected by the faculty member.

e Performance allows the faculty member to filter based on students’ performance on a single
gradable item such as a mid-term exam.

e User allows the faculty member to view individual student information.

e Category and Status allows the faculty member to select from a full list of student attributes
including categories and status.

e Custom allows the faculty member to build a custom query based on user criteria.

Smart Views become part of the Current View drop-down list. Any Smart View can be saved as the
default view of the Grade Center. Smart Views can also be tagged as a Favorite. Favorites are
displayed in the Control Panel under the Grade Center heading. There are two system generated Smart
Views that are displayed in the Grade Center heading: Tests and Assignments.

Note: System generated Smart Views can be removed from the Grade Center heading by
customizing the Smart View. To customize a Smart View, hover over the Manage action link
and select Smart View. Click the green star to remove the Smart View from the Grade Center
heading. Click OK to accept these changes.

Creating a Group Smart View

A Group Smart View can be used if you have combined multiple sections into a single Blackboard
Learn course, and would like to filter the Grade Center by a particular section. You can separate the
students into specific groups by the sections they are enrolled in. Then create a Smart View to use to
filter the Grade Center by specific groups.

Note: Groups must be made before they can be selected for a Smart View.
To create a Group Smart View:
1. Hover your mouse over the Manage action link and select Smart Views.

2. The Smart Views page is displayed.
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CLEMS®N

titution Courses Community

ss Writing MEMARSH-DE101

i MyPlaces iy Home

@ Help =31 Logout

Content Collection

Grade Center  Smart Views

Edtmodes: [N (=] |

»

(MEMARSH-
DE101)

1 Home Page
{  Information g
{ Content

1

1 Discussions
T Groups
Il Tools
Il Help

COURSE MANAGEMENT

# Control Panel
Content Collection

Course Tools
Evaluation
Grade Center
Full Grade Center
Assignments
Tests.

Users and Groups
Customization

Packages and
Utilities

Help

Smart Views

Smart Views are focusedviews of the Grade Center. Any number of Smart Views can be created based on a variety of criteria
including Grading Periods, Categories, and Performance. Once saved, Smart Views become a selectable list itemn on the
Current View drop-down menu of the Grade Center page. Any Smart View can be saved as the default view of the Grade Center
or as a Faverite which can be accessed from the Control Panel. hore Help

Create Smart View I

»  Favorites Delste
= |Till: % | Description ‘Tvpe |Add as Favorite
[ Assignments |¥ System %
[] Blogs [¥ System o
[[] Discussion Boards |¥ System )
[[] FEinal Grade View |¥% System ¥
[ Journals |¥ System ¥
[[] Preview of My Grades |¥ System I
[[] Selfand PeerAssessments | System 0y
[ Tests [¥ System &
> Favorites Delete

Displaying 1to 8 of 8items | Show All || Edit Paging.

T

iy Home

@ Heip =31 Logout

Community Content Collection

E101

Grade Center - Smart Views - Create Smart View

Edit Wode is: [Tl |[7 ]

DE101)
1 Home Page
1 Information &
1

Create Smart View

ASmartView is a focused look atthe Grade Center. It shows only the data that matches a set of criteria. Smart Views are
useful to quickly find data when the Grade Center includes a great number of Students and Columns. More Help

& Indicates a required field

II Content § Cancel [EIY
1 Discussions
1 Groups 1.
1 Tools # Name Section 001 <1 '
1 Help
L D This is a Smart View of the -
Section 001 students for the first
COURSE MANAGEMENT 6 weeks.
* Control Panel Type Custom
Content Collection
Add as Favorite
Course Tools
Evaluation
Grade Center 28
Full Grade Center Type of View @ Course Group View one or more Caurse Groups.
Assi t: -
Tj::nmn = (_) Performance Yiew specific users based on their performance on a single item.
7) User View individual users.
Users and Groups ") Category and Status View items by their category and status
Groups “) Custom Build a query based on user criteria.
Users
Select Criteria Select the groups to include in this Smart View. Hold down the Ctrl button to select multiple
Customization items from one drop-down list
Packages and User Criteria: Cendition:
Utilities Group v  Equalte 5
Filter Resulis Columns to Display in Results:
Selected Grading Periods Only v | [FIEHENEES +O
[7] Include Hidden Information
3.

Cancel

4. Enter a Name and Description for the Smart View.
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5. Select Add as Favorite to make the Smart View a Favorite. Smart View’s tagged as Favorites will
display in the Control Panel under the Grade Center heading.

For Type of View, click Course Group.
For Select Criteria, select “Group” for the User Criteria.

Select “Equal to” for the Condition.

© © N o

Select the group to filter by for the Value.

10. In the Filter Results list choose the Columns to Display in the Results.
e All Columns

e None

e All columns shown to users

e All columns hidden from users

e Selected Columns only

e Selected Categories only

e Selected Grading Periods only

11. If you chose Selected Columns only, Selected Categories only, or Selected Grading Periods then you
will see an additional column with a list of options based on your selection. Select the criteria to
filter by. Press Ctrl and click criteria in the list provided to select multiple criteria to filter by.

12. Then click Submit.

es fffy Home @ Help <8 Logout

Community Content Collection System Admin

-

Business Writing MEMARSH-DE101 [ICler Lo IR Tt AT ey edtiode s [IEIN (=]
Success: Created Smart View: Section 001. >

%" Smart Views

DE101)

Home Page
Smart Views are focused views of the Grade Center. Any number of Smart Views can be created based on a variely of criteria
including Grading Periods, Categories, and Performance. Once saved, Smart Views become a selectable list item on the
Current View drop-down menu of the Grade Center page. Any Smart View can be saved as the default view of the Grade Center
or as a Favorite which can be accessed from the Control Panel. More Help

Create Smart View

Information &

Content &

Groups
Tools

)
1
1
II
1 Discussions
L
L
!

Help
Favorites Delete

m

_ Add as
COURSE MANAGEMENT [l Title B Pescrption P2 | Favorite
2 Control Panel [[] Assignments System gy
Content Callection [ Blogs System |3y
~ Course Tools [[] Discussion Boards System oy
Evaluation [] Einal Grade View System ¢y
[[] Journals System
rade Center
Assignments [[] Preview of My Grades System ¢y
Tests [] Section001 [¥] This is a Smart View of the Section 001 students for the first & Custom ¢y
o o | weeks
 Users and Groups [] Selfand Peer Assessments System ¢
Customization [] Tests System gy L
Packages and
Utilities Favorites Delete
“ Help
Displaying1to 9 of Sitems  [Show Al [EditPaning =

13. The Smart Views page is displayed with the new Smart View. The green star indicates the Smart
View has been selected as a Favorite. Favorites also appear in the Control Panel under the Grade
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Center heading. To disable this Smart View from being a Favorite, click the green star. Click OK
to accept these changes.

Creating a Performance Smart View

A Performance Smart View can be used if you want to track at risk students. Select the columns and
then specify the cutoff point below which students are in danger. You could also use this feature to
figure out the students that excel so that you can create a list of possible tutors.

To create a Performance Smart View:

1. Hover your mouse over the Manage action link and select Smart Views.

2. The Smart Views page is displayed.
CLEMS@&N

UNI1VERSITY

B v nsvuion Gormuriy

Business Writing MEMARSH-DE101 a0 T3

@ MyPlaces fff Home (@ Help =3I Logout

Content Collection

Smart Views

System Admin

Ediiode i [IZ (=]

B -0EEE
# Business Writing ~ »
(MEMARSH-

DE101)
Home Page
Infarmation
Content
Discussions
Groups
Tools

Help

COURSE MANAGEMENT

# Control Panel

Content Collection »
* Course Tools

Evaluation »

Grade Center ]

Full Grade Center
Assignments
Tests.

* Users and Groups

Customization

Packages and
Utilities

~ Help

é'] Smart Views

Smart Views are focusedviews of the Grade Center. Any number of Smart Views can be created based on a variety of criteria
including Grading Periods, Calegories, and Performance. Once saved, Smart Views become a selectable list itemn on the
Current View drop-down menu of the Grade Center page. Any Smart View can be saved as the defaultview of the Grade Center
or as a Favorite which can be accessed from the Control Panel. More Help

Create Smart View I

Favorites ~ Delste
[] |Titie | Description Type Add as Favorite

ssignments ystem E

A 1 Syst @ =
[ Blogs System 7

iscussion Boards ystem %

Di: ion Board: Syste o

inal Grade View ystem 7

Final Grade Vi Systs e

oumals ystem %

Journal Syst &

review of My Grades ystem %

P f My Grad, Syste 1

elf and Peer Assessments ystem %

Self and Peer A: I Syste o

ests ystem

Test: Syst &

Favorites Delete

Displaying 1to 8 of 8items | Show All || Edit Paging.

3. Click Create Smart View. The Create Smart View page is displayed.
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CLEMS""’ - i MyPlaces iy Home @ Hep =3I Logout
i

ER S T TV

Community Content Collection System Admin

Smart Views © Create Smart View Edit Mode is: [l |7 ]

é ;| Create Smart View

Home P ASmart View is a focused 100k at the Grade Center. It shows only the data that matches a set of criteria. Smart Views are useful to quickly
1, Home Page find data when the Grade Center includes a great number of Studenis and Columns. More Help

T Information g

Indicates a required field
II Content Cancel
T Discussions
1 Groups < 1.
1 Tools Name At Risk Students ‘-(D
1 Help
Description
COURSE MANAGEMENT
* Control Panel Type Custom
Content Collection
Add as Favorite ‘,_@
Course Tools
Evaluation
Grade Center 2.
Full Grade Center Type of View Course Group View one or mare Course Groups
A 1
ssignments 3 @ Performance View specific users based on their performance on a single item.

User View individual users.
Category and Status View items by their category and status

Users and Groups Custom Build a query based on user criteria

Customization
e 0 Select Criteria Selectthe user criteria to include
Ui‘:i:ﬁzges = User Criteria: Condition: Value:
ktD—. Grade on Total { Score ) ¥ Lessthan orEqualte v
Help.
Filter Results Columns to Display in Results:

Quick Unenroll
kED—. All Columns ~ [ Include Hidden Information

Cancsl

4. Enter a Name and Description for the Smart View.

o

Select Add as Favorite to make the Smart View a Favorite. Smart View’s tagged as Favorites will
display in the Control Panel under the Grade Center heading.

6. For Type of View, click Performance.

7. For Select Criteria, select “Grade on Total (Score)” for the User Criteria.
8. Select “Less than or Equal to” for the Condition.

9. Set the score to filter by for the Value.

10. In the Filter Results list choose the columns to display in the results.

11. Then click Submit.

12. The Smart Views page is displayed with the new Smart View.

Creating a User Smart View

The User Smart View can be used to monitor a specific set of students. An example might be if there
were students that were given permission to take the course without taking pre-requisite courses. You
can monitor those particular students in the Grade Center by creating a Focus Smart View.

To create a User Smart View:

1. Hover your mouse over the Manage action link and select Smart Views.
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2. The Smart Views page is displayed.

fiif Home @ Help <30 Logout

-
e Conter st views cooce o [ |7) [
# Business Writing Smart Views

(MEMARSH. :
DE101) Smart Views are focusedviews ofthe Grade Center. Any number of Smart Views can be created based on a variety of criteria
t Home Page including Grading Periods, Categories, and Performance. Once saved, Smart Views become a selectable listitern on the
. Current View drop-down menu of the Grade Center page. Any Smart View can be saved as the default view of the Grade Center
1 Information or a5 a Favorite which can be accessed from the Control Panel. More Help

1 Content

II Discussions Create Smart View I

I Groups <

1, Toois “» Favorites ~ Delete

Hel|
: ° ] |Till= . | Description ‘Typa |Add as Favorite
[ Assignments |¥ System o =
COURSE MAHAGEMENT
[] Blogs (¥ System *
# Control Panel [[] Discussion Boards |¥% System ¥
Content Collection [[] Einal Grade View [¥ System Py
Courselooly [ Joumals |¥ System )
Evaluation
Preview of My Grades |¥ System w
Grade Center o . = ¥ M
Full Grade Center [[] Selfand PeerAssessments [¥ System %
Assignments. [ Tests [¥ System o
Tests E
© Favorites Delste
Users and Groups
Customization Displaying1to  of 8items | Show All | Edit Paging.
Packages and
Utilities
Help I

3. Click Create Smart View. The Create Smart View page is displayed.
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8.
9.

CLEMS"UN i MyPlaces fifiy Home (@ Hep =3I Logout

U N1 vERGSITY

®a] Myinstiution Courses Community Content Collection System Admin

-

e L T GEMZIT) Grade Center > Smart Views > Create Smart View Edt Hode is: [IETH |7 ]

4:°"| Create Smart View

A Smart View is a focused look at the Grade Center. It shows only the data that matches a set of criteria. Smart Views are useful to quickly

1. Home Page find data when the Grade Center includes a great number of Students and Columns. More Help

{  Information

. Indicates a required field
II Content & Cancel m
1 Discussions
I Groups 4 1.
I, Tools Name Missing Pre-reas H’D
T Help
Description

the class without pre-requisites.

COURSE MANAGEMENT

# Control Panel
Content Collection

Add as Favorite
Course Tools: vl 3

Evaluation

Type Custom

Grade Center 28

Full Grade Center Type of View

Course Group View one or more Course Groups,
Assignments

Tests | Performance View specific users based on their perfarmance on a single item.
Section 001 k‘D—. @ User View individual users.

At Risk Students | Category and Status View items by thair category and status

Custom Build a query based on user criteria.

Users and Groups

Customiziion Select Criteria Selectthe users and columns to include in this Smart View: Hold down the Ctrl key to select multiple items
— m from one drop-down list
'ackages an .
Utilities Users:
Bl seieceausars ~

Help Jefferson, Thomas

Smith, James

Smith Anne

\Washington,George

Quick Unenroll

[

Select All

Filter Results Columns to Display in Results:

@—. All Columns ~ [ Include Hidden Information

Enter a Name and Description for the Smart View.

Select Add as Favorite to make the Smart View a Favorite. Smart View’s tagged as Favorites will
display in the Control Panel under the Grade Center heading.

For Type of View, click Focus (Select individual users).

For Select Criteria, select “Selected Users” for the User Criteria. Then select the specific users to
include in the Smart View.

In the Filter Results list choose the columns to display in the results.
Then click Submit.

10. The Smart Views page is displayed with the new Smart View.

Creating a Category and Status Smart View

The Category and Status Smart View allows the Faculty to select from a full list of Student attributes.
This is a combination of the other two options. There are some default Smart Views like, Assignments
and Tests that use categories and statuses to follow student progress. Additional Category and Status
Smart Views can be created. An example of a Category and Status Smart View could include finding all
incomplete assignments.

Teaching & Learning Services ithelp@clemson.edu June 2010 Page 28 of 91




Blackboard Grade Center

CLEMSON

COMPUTING & INFORMATION TECHNOLOGY

To create a Category and Status Smart View:

1. Hover your mouse over the Manage action link and select Smart Views.

2. The Smart Views page is displayed.

Edtmodes: [N (=] |

»

Smart Views

(MEMARSH-

1 Home Page
{  Information g

DE101) Smart Views are focused views ofthe Grade Center. Any number of Smart Views can be created based on a variety of criteria
including Grading Periods, Categories, and Performance. Once saved, Smart Views become a selectable list item on the
Current View drop-down menu of the Grade Center page. Any Smart View can be saved as the default view of the Grade Center
or as a Faverite which can be accessed from the Control Panel. hore Help

> Favorites Delete
Users and Groups

Customization

Packages and
Utilities

Help

Displaying 1 to 8 of 8 items

{ Content
1 = -
T Discussions Create Smart View I
1 Groups ¢
1, Tools © Favorites  Delete
Hel
! i = |Till: % | Description ‘Tvpe |Add as Favorite
ssignments [¥ ystem
A ts [¥ Syst &
COURSE MANAGEMENT
[ Blogs ¥ System I
# Control Panel [[] Discussion Boards |¥ System )
Content Collection [] Final Grade View ¥ System *
SO SJoOS [ Joumals [¥ system &
Evaluation
Preview of My Grades |¥ System 0
Grade Center g . = g M)
Full Grade Center [[] SelfandPeerAssessments |¥ System 0y
Assignments [ Tests [¥ System &
Tests.

Show All | Edit Paging.

T

3. Click Create Smart View. The Create Smart View page is displayed.
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9.

CLEMS""’ 3 i MyPlaces fffy Home @@ Hepb =3 Logout

U N1 VERSTTY

Ea| My institution Courses Community Content Collection System Admin

e L LS G I=T Y] Grade Center » Smart Views » Create Smart View Edit Mode s: [IETN |7 ]

é’ :-"| Create Smart View

Home P ASmart View is a focused 100k at the Grade Center. It shows only the data that matches a set of criteria. Smart Views are useful to quickly
1, Home Page find data when the Grade Center includes a great number of Studenis and Columns. More Help

T Information g
1

Indicates a required field
II Content Cancel
1 Discussions
1 Groups < 1.
1, Toois Name Incomplete Assignmen H‘D
1 Help
Description
COURSE MANAGEMENT
* Control Panel Type Custom

Content Collection

Add as Favorite ]
Course Tools "\2)

Evaluation
Grade Center i 2.
Full Grade Center Type of View Course Group View one or more Course Groups
Assignments
ng | Performance View specific users based on their perfarmance on a single item.
Section 001 User View individual users,
Missing Pre-reqs 3 @ Category and Status View items by their category and status
At Risk Students. Custom Build a query based on user criteria.
Users and Groups Select Criteria Select category and users to filter by status
Customization Categories Users
- -

e 4 Assignment All Users [ Include Hidden User Information
Utilities

Filter Results Columns to Display in Resuls:

Help

kS}* Not Attempted -
9
Genes

Enter a Name and Description for the Smart View.

Select Add as Favorite to make the Smart View a Favorite. Smart View’s tagged as Favorites will
display in the Control Panel under the Grade Center heading.

For Type of View, click Category and Status.

For Select Criteria, select “Assignment” for the Categories. Then select the specific users to
include in the Smart View.

In the Filter Results list choose the status to filter for. In this example, you would select “Not
Attempted.”

Then click Submit.

10. The Smart Views page is displayed with the new Smart View.

Creating a Custom Build Smart View

The Custom Build Smart View allows you to use multiple user criteria. Criteria are added as AND
statements. As each criterion is added, it is assigned a number. This number is reflected in the Formula
Editor, which appears below the criteria. Each criterion that is added can have a condition such as equal
to, greater than, and less than. Each condition requires a value to compare with the condition.

After all the criteria have been entered, the formula for the query appears. The formula can be manually
edited to change the operators and to insert parenthesis to change the way the formula is completed.
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To create a Custom Smart View:
1. Hover your mouse over the Manage action link and select Smart Views.
2. The Smart Views page is displayed.

-
e sorvoses [ 1[7]
Smart Views
(MEMARSH- K
DE101) Smart Views are focused views ofthe Grade Center. Any number of Smart Views can be created based on a variety of criteria

including Grading Periods, Categories, and Performance. Once saved, Smart Views become a selectable list itemn on the
Current View drop-down menu of the Grade Center page. Any Smart View can be saved as the default view of the Grade Center
or as a Faverite which can be accessed from the Control Panel. hore Help

1 Home Page
{  Information g

{ Content
1 = -
T Discussions Create Smart View I
1 Groups ¢
1, Tools © Favorites  Delete
Hel
! i = |Till: % | Description ‘Tvpe |Add as Favorite
[[] sssignments |¥ System a =
COURSE MANAGEMENT
[ Blogs ¥ System I
# Control Panel [[] Discussion Boards |¥ System )
Content Collection [] Final Grade View ¥ System *
SO SJoOS [ Joumals [¥ system &
Evaluation
Preview of My Grades |¥ System 0
Grade Center g . = g M)
Full Grade Center [[] SelfandPeerAssessments |¥ System 0y
Assignments [ Tests [¥ System &
Tests. T
“ Favarites Delete
Users and Groups
Customization Displaying 1to 8 of 8items | Show All || Edit Paging.

Packages and
Utilities

Help

3. Click Create Smart View. The Create Smart View page is displayed.
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Community

i MyPlaces fifiy Home (@ Hep =3I Logout

(IR e CETSTTY  Grade Center » Smart Views > Edit Smart View

Content Collection

System Admin

Edit ode is: [ICTH 17 ]

# Business Writing | »
(MEMARSH-
DE101)

I Home Page

1 Information
I Contents
II Discussions
1. Groups

| Tools

T Help

COURSE MANAGEMENT

# Control Panel
Content Collection

Course Tools:
Evaluation

Grade Center H 2.
Full Grade Center

Assignments

Tests.

Section 001

Wissing Pre-reqs

At Risk Students
Users and Groups
Customization
Packages and
Utilities

Help

‘Quick Unenroll

# Indicates a required field

# Name

Description

Type

Add as Favorite

Type of View

@»

Select Criteria

G

¢

Formula Editor

Filter Results

:

Edit Smart View

A Smart View is a focused look at the Grade Center. It shows only the data that matches a set of criteria. Smart Views are useful to quickly
find data when the Grade Center includes a great number of Studants and Columns. More Help

[Comprehensive Grade{ "@

[Mnich students scored below 60 on
either exam, and what group
students are in.

Custom

o 4—@

Course Group View one or more Course Groups.
(©) Performance View specific users based on their performance on a single item.
User View individual users
| Category and Status View items by their category and status.
@ Custom Build a query based on user criteria, 6
Selectihe users’ grade criteria to benchmark.

{  UserCriteria
Grade on Midterm Exam ( Score )

Condition:
w lessthan

9 UserCriteria Condition: Valug
Grade on Final Exam ( Score ) v Lessthan v o ]
Delete
3 userCiiteria Condition Value
Majors 1 -
Grou ~ Equalts ¥
P a [Non-ajors |
Section1
Section2  +
Delete
4 usercriteria: Condition: Value
Grou ¥ Equalte - -
P 4 Non-Wajors =]
Section1  —
Section2 ~

Delete

Add User Criteria

Change the operators and insert parentheticals to edt the formula

(1 OR 2) AND (3 OR 4) a

Manuazlly Edit

Columns to Display in Resuks:

Columns Used in Criteria v

Enter a Name and Description for the Smart View.

For Type of View, click Custom.

Then select a Condition.

Enter or choose a Value.

4
5
6. For Select Criteria, select a User Criteria.
7
8
9

To insert more User Criteria, click Add User Criteria. To remove a User Criteria, click Delete.

10. As User Criteria are added to the query, the Formula Editor will be populated with Selection Criteria

and Operators.

11. Click Manually Edit to modify the operators and insert parenthesis into the formula.
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12. In the Filter Results list choose the columns to display in the results.
13. Then click Submit.
14. The Smart Views page is displayed with the new Smart View.

Applying a Smart View to the Grade Center

There are two ways to apply a Smart View to the Grade Center. You can use the Smart Views that you
saved as Favorites, or you can navigate to the Full Grade Center and use the Filter option.

Option 1
To apply a Smart View Favorite to the Grade Center:

1. From the Control Panel, click the chevron to expand Grade Center.

CLEMS“N i MyPlaces iy Home @ Hep =3I Logout

U N1 VERSTTY

Ea| My institution Courses Community Content Collection System Admin

Grade cemer catiose o [T 7]
[ +] = N
(MEMARSH-

DE101)
$ Home Page

é’if’_l Grade Center: Full Grade Center |~

In the Screen Reader mode, the table is static and grades may be entered on the Grade Details page accessed by selecting the table cell for
the grade. In the interactive mode of the Grade Center, grades can be typed directly in the cells. Use the arrow keys or the tab key to navigate
through the Grade Center and the Enter key to submit a grade. More Help

Create Column || Create Calculated Column ¥ Filter  Wark Offine

T Information g
1

{  Content
1

1

T Discussions

t, Groues < > Move ToTop| Email Sort Columns BY: Layout Position | Order: a Ascending
Tools
L Grade Information Bar Last Saved:Way 27, 2010 10:37 AN
t Help
-
[~ Adams John train02
COURSE MANAGEMENT
[~ Jefferson Thomas train03
# Control Panel ™ Jones Sally train06
Content Collection [T Smith Anne train05
Course Tools I~ smith James train04
Evaluation [~ washington George traing 1
Grade Center 3
| « 1l '

Selected Rows: 0
3 | Move To Top | Email

Full Grade Center
Assignments
Tests

Section 001
Iissing Pre-reas

Icon Legend

Edit Rows Displayed

2. Under the Grade Center heading, click the name of a Smart View that was saved as a Favorite to
apply to the Grade Center.

Option 2

To apply a Smart View to the Grade Center using the Filter option:

1. From the Control Panel, click the chevron to expand Grade Center.
Click Full Grade Center.

2
3. Click Filter.
4

Hover your mouse over the Current View action link and select the Smart View to apply to the
Grade Center.
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Community Content Collection System Admin

Business Writing MEMARSH-DE101 (eI Yo o) Edit Wode is: [ICTN 17 ]

-

éf Grade Center: Full Grade Center =

In the Screen Reader mode, the table is stalic and grades may be entered on the Grade Details page accessed by selecting the table cell for
the grade. In the interactive mode of the Grade Center, grades can be typed directly in the cells. Use the armow keys or the tab key to navigate
through the Grade Center and the Enter key to submita grade. More Help

Create Column || Create Calculated Column ¥

1 Home Page
I. Information
II Content &
II Discussions
1. Groups

| Tools

T Help

1

“  Move To
iy 27, 2010 10:3

Grade Informatio)

COURSE MANAGEMENT r
# Control Panel B | ENE

Content Collection [~ Jefferson

Course Tools: I~ Jones

Evaluation [~ Smith

Grade Center [~ Smith

Full Grade Center Washingto

Assignments

Tests Selected Rows: { '

Section 001 2 | Move To

Wissing Pre-reqs i

£Disl Shidacs

5. The Grade Center will update to show only those columns and rows that meet the Smart View query
criteria.

6. The system will display the Smart View name in the page title.

fii MyPlaces ffiy Home @ Hep =3I Logout

Community Content Collection System Admin

Business Writing MEMARSH-DE101 PR AT £dt wode is: [IETM (7]

Grade Center: Section 001 | <

In the Screen Reader mode, the table is stalic and grades may be entered on the Grade Details page accessed by selecting the table cell for
the grade. In the interactive mode of the Grade Center, grades can be typed directly in the cells. Use the armow keys or the tab key to navigate

I Home Page
i through the Grade Center and the Enter key to submita grade. More Help
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1 Contents Create Calculated Column ¥ Wark Offine

1 Discussions N c
T croups <| IR scction 001 [ : cateoory: TR s=vs: [EIT

T Tools

i Helo % Move To Top | Email Sort Columns BY: Layout Position | Order: a Ascending
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Grade Information Bar
COURSE MANAGEMENT -

# Control Panel ™ Jones Sally train06 -
Content Collection ™ washington George train@1 -

Course Tools Selected Rows: 0 < I} )

Evaluation “> Move ToTop| Email Icon Legend

Grade Center i
Full Grade Center

Assignments

Tests.

Section 001

Wissing Pre-reqs i
‘Dol Studacy

Edit Rows Displayed

7. Hover your mouse over the Current View action link and select Full Grade Center (Default) to
display all records in the Grade Center.
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Column Organization

The Column Organization page allows you to configure the columns in the Grade Center display. The
Grade Center display can be customized to:

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

e Hide or show columns

o Edit the Categories of columns

e Edit the Grading Periods of columns
Some of these technologies are also available through the drag-and-drop capabilities of the page.
To organize columns in the grade center:
1. Hover your mouse over the Manage action link and select Column Organization.

2. The Column Organization page is displayed.

Freezing/Unfreezing Columns

Grade Center columns can be frozen in place so they do not move while scrolling the other data. The
columns containing students’ first and last names are frozen by default. Frozen columns remain in
position on the left side of the Grade Center while the rest of the columns can be scrolled through.

To freeze or unfreeze a column in the Grade Center:
1. Hover your mouse over the Manage action link and select Column Organization.
2. The Column Organization page is displayed.

3. To freeze a column:
a. Click L= for the gray bar and drag it below the desired row.
b. Click %] for the row and drag it above the gray bar.
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Column Organization
# DE_101 (Business
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1 Home Page ¥ The Column Organization page is divided into various tables that control how different Grade Center views are displayed. Rows in these tables represent
II Inf tion & Columns in the Grade Center views. Rows can be manipulated to customize the different views of the Grade Center. More Help
nformation * ¥
1
Module 1 ¥
t
I Module 22 ¥
1

1 Groups ¥
'
L, Toals ¥ - ShowHide | Change Categaryta Change Grading Period to
1 Help ¥ i
= Shown in All Grade Center Views =
COURSE MANAGEMENT
4 Control Panel + [ LastName (Frozen) Institution
+ [O] FirstName (Frozen) Institution
«% Everything above this baris afrozen column. Drag this bar to change which columns are frozen.
4 Evaluation » “ [ Usemame Institution
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3 E3
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2010 2010
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2010
' | ShowHide Change Category to. Change Grading Period to..

4. To unfreeze columns:
a. Click [ for the gray bar and drag it above the desired row.
b. Click % for the row and drag it below the gray bar.

Hide the column from students
To hide a column from the student’s view of the Grade Center:

1. Click the action menu for the column to hide from the student view of the Grade Center.
2. Then select Show/Hide to Users.
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é Grade Center: Full Grade Center v

In the Screen Reader mode, the table is stalic and grades may be entered on the Grade Details page accessed by selecting the table cell for
the grade. In the interactive mode of the Grade Center, grades can be typed directly in the cells. Use the armow keys or the tab key to navigate
through the Grade Center and the Enter key to submita grade. More Help
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3. The system disables the selected column from the student view of the Grade Center.

4. The system also puts the Column Not Visible to Users icon at the top of the column in the view that
Faculty see.

Hide the column from the Grade Center

To hide a column from the Grade Center:

1. Click the action menu for the column to hide from the Grade Center.
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In the Screen Reader mode, the table is stalic and grades may be entered on the Grade Details page accessed by selecting the table cell for
the grade. In the interactive mode of the Grade Center, grades can be typed directly in the cells. Use the arrow keys or the tab key to navigate
through the Grade Center and the Enter key to submit a grade. More Help
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1 Home Fage
1 Information g
1 Content

1

T Discussions

[

1, Groups < - Move To Top | Email Sort Columns By: gayout Position ~ Order: aAscending
Tools y
L Grade Information Bar Last Saved:Way 27, 2010 10:37 AN
t Help —
-
[~ Washington George train01 - 10
COURSE MANAGEMENT
I~ smith James traing4 -
# Control Panel [~ Smith Anne train05 -
Content Collection [~ Jones sally train06 -
Course Tools [~ Jefferson Thomas train03 -
Ee a5 [~ Adams John train02 -
i
Grade Center i Selected Rows: 0 « ] ’
Ful Grade Cent f -
Ul Grade Lentsr 5 Move To Top | Email Legend
Assignments g B
Tests Hide Column <= N
i Edit Rows Displayed
Section 001 > Delete Column - play
Wissing Pre-reas o

£ Dick Siudiac,

2. Then click Hide Column.
3. The Grade Center refreshes with the selected column removed.
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Displaying a hidden column in the Grade Center
To display a column in the Grade Center that has been hidden:

1. Hover your mouse over the Manage action link and select Column Organization.

2. The Column Organization page is displayed.
CLEMS@&N

Community

es fffi Home @ Help =F Logout

‘Content Collection System Admin

Business Writing
(MEMARSH-
DE101)

1 Home Page

1 Information g Help
II Content

1' Discussions
Il Groups

Il Tools

1. Help

COURSE MANAGEMENT

# Control Panel
Content Collection

éiﬂ Column Organization

¢

+2{! ShowiHide  |Change Category to. Change Grading Period to

= Shown in All Grade Center Views

The Column Organization page is divided into various tables that control how different Grade Center views are displayed. Rows in these
tables represent Columns in the Grade Center views. Rows can be manipulated to customize the different views of the Grade Center. More

m

o

3

£

Course Tools “ [[] LastName (Frozen) Institution
Evaluation <+ [7] FirstHame (Frozen) Institution
i

Grade Center 1 % [O] Username (Frozen) Instiution
Full Grade Center
st +}_Everything above this bar is a frozen column. Drag this bar to change which columns are frozen
Tests H . .

Section 001 1

Hissing Pre-reas “

tRick Gudacy

3. The columns that are hidden can be identified by the italic text and the word (Hidden) after the

column Name.

4. Select the checkbox for the hidden column to display in the Grade Center.

5. Hover your mouse over the Show/Hide action link and select Show Selected Columns. The
Column Organization page automatically updates to show the column.

6. Then click Submit.

Moving or Re-arranging Columns in the Grade Center

To move or re-arrange columns in the Grade Center:

1. Hover your mouse over the Manage action link and select Column Organization.

2. The Column Organization page is displayed.
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5.

T=TE ) . .
%ﬁf | Column Organization
vl

The Column Organization page is divided into various tables that control how different Grade Center views are displayed. Rows in these
tables represent Columns in the Grade Center views. Rows can be manipulated to customize the differentviews ofthe Grade Center. More
Help

& Grade Center: Full Grade Center 1
e

Inthe Screen Regder moge, the table is static and grades may be entered on the Gradi
the grade. In the interactive mode of the Grade Center, grades can be typed direcllyin th
through the Grade Center and the Enter key o submit a grade. Morg Help

Show/Hide Change Category to... Change G P R — w

-I Shown In All Grade Center Views

Move To Top | Email Sort Columns By.
a matio
r
™ Washington George train01 - 1
4' Last Name (Frozen) I~ Smith James train04
=3 First Name (Frozen) I Smith Anng rain0S -
. I~ Jones Sally train08 -
'%’ Username (Frozen)
I~ Jefferson Thomas train03 -
&» Everything abowve this bar is a frozen column. Drag this bar to cha I~ | Adams == train02 j
- TRy SRy Ry . . | p——
4' Assignment 1 Shown in Selecte. e Ty & _.{ - i o
Views Only 2010
3 Aftendance 3-24 Shown in Selected No Category None Way 28, 10
L N 204

Click L] for the column to move.

Then drag the column up in the list to move it to the left in the Grade Center. Drag the column down
the list in order to move it to the right in the Grade Center.

Drop the column in its new location in the Grade Center.

Deleting Columns from the Grade Center

Note: You can only delete columns from the Grade Center that were created in the Grade Center.
If a column was automatically generated as part of an assignment, test, etc. The item associated
with the column has to be removed first before the column can be deleted from the Grade Center.
For example, if Assignment 1 is under the Module 1 link in the menu, Assignment 1 has to be
removed from Module 1 before you can delete the related column from the Grade Center.

Note: There are specific columns used by Blackboard Learn that cannot be removed from the
Grade Center. These columns include: First Name, Last Name, Username, Student ID, Last
Access, Availability, and Total. Some of these columns can be hidden if necessary.

To delete a column from the Grade Center:

1. Click the action link for the Column to delete from the Grade Center.
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i MyPlaces fifiy Home (@ Hep =3I Logout

Community Content Collection

Business Writing MEMARSH-DE101 (eI Yo o) Edit Wode is: [ICTN 17 ]

-

Grade Center: Full Grade Center =

In the Screen Reader mode, the table is stalic and grades may be entered on the Grade Details page accessed by selecting the table cell for
the grade. In the interactive mode of the Grade Center, grades can be typed directly in the cells. Use the armow keys or the tab key to navigate

I Home Page
i through the Grade Center and the Enter key to submita grade. More Help

{  Information

1, Contents Create Calculated Column ¥ Filter  Work Offine
1 Discussions =
I. Groups < > Move To Top | Email Sort Columns By | ayout Position rder. A Ascending
Tools
) Grade Information Bar Last Saved:Hay 27, 2010 10:37 AN
1 Help 3
E
x
I~ Washington George train01 -
COURSE MANAGEMENT .
I~ Smith James train04 -
# Control Panel I~ Smith Anne train05 -
Content Collection I Jones sally train0s -
Course Tools I~ Jefferson Thomas train03 -
Bl I~ Adams John rain02 -
Ginle,Contol H Selected Rows: 0 L T —
Full Grade Center * ove ToTop ][ Emal
Assignments
Tests Delete Column_<ffe=
Section 001

Nissing Pre-reqs

£ Dick Chudlac

2. Then click Delete Column.
Message from webpage @

- e =

@) De'ete this column and all of s associations? This action is final and
| €' cannot be undone.

Cancel

Note: Deleting a Column is a final action and cannot be undone.
3. You will be prompted to confirm deletion of the column.
4. Click OK.

Send Email
To send an Email to a student from the Grade Center:

1. From the Grade Center, select the student to Email.
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i MyPlaces fifiy Home (@ Hep =3I Logout

Community Content Collection System Admin

-
Business Writing MEMARSH-DE101 (eI Yo o) Edit Wode is: [ICTN 17 ]

* Business Writing | Grade Center: Full Grade Center =

(MEMARSH-
DE101)

I Home Page

In the Screen Reader mode, the table is stalic and grades may be entered on the Grade Details page accessed by selecting the table cell for
the grade. In the interactive mode of the Grade Center, grades can be typed directly in the cells. Use the armow keys or the tab key to navigate

1| Information through the Grade Center and the Enter key to submit a grade. More Help

1, Contents Create Calculated Column ¥ Filter  Work Offine
1 Discussions =
I. Groups < > Move To Top | Email Sort Columns By: | ayout Position Order: a4 Ascending
Tools
) Grade Informaton 82| > Email Selected Users 2 Last Savechiay 27, 2010 10:37 Al
i Helo | > Em ted Users

# Control Panel "train05

Content Collection I Jones sally train0s -

Course Tools: I~ Jefferson Thomas train03 - - B
Evaluation [~ Adams John train02 -

Grade Center Secied Rows: 1 N P—TT— e

Full Grade Center " Move ToTop | Emai |con Legend

Assignments

Tests.

Section 001 Edit Rows Displayed

Nissing Pre-reqs
SDik Chdany

2. Then hover your mouse over the Email button.
3. Click Email Selected Users.

ces iy Home @ Hep =3I Logout

Community Content Collection

Business Writing MEMARSH-DE101 [l qel i S R 120 r } Edit Wode is: [T |

R Send Email

(MEMARSH-
DE101)

{ Home Page

T Information &
1 Content
1

1 Discussions To Smith, James

1 Groups
1 Tools
T Help

< Additional Recipients [ |
(Beg)

From Melissa Lockhart

Subject [RE: Your Grade | ‘_(D

COURSE MANAGEMENT Message

Flease schedule 2 time to meet with me to discuss your grade. -

# Control Panel
Content Collection

Course Tools 2
Evaluation

Grade Center
Full Grade Center
Assignments
Tests

Section 001
Wissing Pre-reqs
At Risk Students b

5
Users and Groups
Customization

Packages and ] Include list of recipients
Utilities A copy ofthis email will be sent to the sender.

G Attachments Altach a file ‘—@
Quick Unenroll ?

The Send Email page is displayed.
Enter a Subject for the Email message.

Then enter the Message.

N g &

. Select Include list of recipients to add a list of the recipients to the email.
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8. Click Attach a file then Browse and select the file to attach.
9. Click Submit.

Note: You can also click the action link at the end of the Last Name, First Name, Username,
StudentID, Last Access, and Availability columns for a specific student and select to Email

User.

Creating a Grade Center Column

Manually Creating a Grade Center Column
To manually create a Grade Center column:

1. Click Create Column.

CLEMS"“' - i MyPlaces iy Home @@ Help =3I Logout

UNI1VERSITY

B4  Myinstitution Courses Community Content Collection System Admin

i LR L=t Grade Center dit Mode is: [IET |7 ]

FE
é:: | Grade Center: Full Grade Center =
In the Screen Reader mode, the table is stalic and grades may be entered on the Grade Details page accessed by selecting the table cell for
1 Home Fage the grade. In the interactive mode of the Grade Center, grades can be typed directly in the cells. Use the arrow keys or the tab key to navigate
T information & through the Grade Center and the Enter key to submit a grade. More Help
1
L, Content Croate Calculated Column Filter  Wark Offine
1 Discussions ’ L
1, Groups < ~» Move To Top | Email Sort Columns By: Layout Position ~ Order: aAscending
Tools
L Grade Information Bar Last Saved:Hay 27, 2010 10:37 AW
1 Help
F
I~ washingtan George train01
COURSE MANAGEMENT
I~ smith James train04.
# Control Panel [~ Smith Anne train05
Content Collection [~ Jones sally train06
Course Tools [~ Jefferson Thomas train03
—— [ Adams John train02
S - .
Grade Center k Selected Rows: 0 « 1 '
Full Grade Cent ¥
Ul Grade Lentsr 5 Move To Top | Email Icon Legend
Assignments
Tests
Section 001 Edit Rows Displayed
Wissing Pre-reas i
£ ic 2husians

2. The Create Grade Column page is displayed.
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CLEMS*N i MyPlaces fifiy Home (@ Hep =3I Logout

U N1 vERGSITY

®a] Myinstiution Courses Community Content Collection System Admin

W LS CEGSTT)  Grade Center » Create Grade Column Edit Wode is: [ICTN 17 ]

5,°"| Create Grade Column

it

Grade Columns represent any Student effort that is measured. Columns are added to the Grade Center automatically for work done on the
system in Discussion Boards, Assignments, and Tests and Surveys. Work done that is not automatically graded can be measured in the
Grade Center by creating a Grade Column. More Help

111

I Home Page

1' Information

I Contents

II Discussions
" Groups

I-
1 Tools
!

Indicates a required field

1.

e Columa Hame <)
Name
COURSE MANAGEMENT
Description
visual Edior is: [0
# Control Panel

= Normal v 3%  Aial - B J U ake| % & | =
“AE Y NP & v @QEIALS | AGOOS
CEED BE BE

&= 5=

Content Collection

Course Tools:
Evaluation

Grade Center

5

Full Grade Center
Assignments
Tests +[path: body
Section 001
Nissing Pre-reqs
SDik Chdany

i
—s—

Primary Displa: L =

ol

3. Enter a Column Name. This is a formal name, and is displayed in the Grade Center if no Grade
Center Display Name is entered. This field will accept 15 characters.

4. Enter the Grade Center Display Name. This appears as the column header in the Grade Center.
This field will accept 15 characters in the column header. The Grade Center is the only area where
this name is used.

5. Enter a Description of the column.

6. Select a Primary Display from the drop down menu. The default choice is Score. The format
chosen is the primary or only format displayed to Students.

a. Score — will display the grade as a score. Points Correct out of Points Available.

b. Text — will display the grade in alphanumeric format. An example may be Satisfactory or
Unsatisfactory. Text columns can contain non-graded information like a students home town,
their lab partner, or their preferred name. Text columns cannot be included in Calculated
Columns such as Weighted Grade, Total Points, Average Grade, and Minimum/Maximum
grades.

c. Percentage — will display the grade as a percentage. Points Correct divided by Points Available.

Note: Simply entering a Score for Grade Column that uses the Primary Display of Percentage
will not calculate Percentage. To calculate a Score’s Percentage select “Score” from the
Primary Display drop down menu and select “Percentage” from the Secondary Display drop
down menu.

d. Letter —will display a letter grade A, B, C, D, F based on the points or percentage values
defined in the Grading Schema.

e. Complete/Incomplete — will display the words Complete or Incomplete for the grade to indicate
whether the assignment has been completed.

f. Grading Schema — once grading schemas are created they will appear as an option in the
Primary and Secondary Display options.
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7. Select a Secondary Display from the drop down menu. This selection displays the secondary
format for this Grade Item in the Grade Center in parenthesis.

CLEMS*N i MyPiaces ffff Home @ Help =3I Logout

Courses Community Content Collection System Admin

Primary Display Score A ' k ) i

Grades must be entered using the selected form; lay in this format in both the Grade Center and My
Grades,

At Risk Students

Users and Groups
Customization

Packages and Secondary Display Percentage - HZJ

Utilities This display option is shown in the Grade Center only
Help

Category Assignment ¥ H@
Quick Unenroll
Points Possible ‘_@

Grading Period Nene -

Date Created May 27, 2010
Due Date @ Mone
[— )

Enter dates as mm/dd/yyy

mn

Selact No for the first option to exclude this Grade Ce

from Students in My Grade lect Yes for the third

er column from calculations. Select No for the second option to hide this column
ion to show column statistics to Students in My Grades

Include this Columnin @ Yes i No
Grade Center
Calculations

8. Select a Category from the drop down menu. This associates the column to a Category.

Note: Default Categories are included in the Grade Center. User defined Categories must first
be created before they can be associated with a column.

Note: Categories classify Grade Center Columns and can be used to create Smart Views that
focus the view of Grade Center data or to create Calculated Columns.

9. Enter Points Possible. Denote the number of points assigned to this column. Non-numeric entries
are not accepted.

10. Select a Grading Period from the drop down menu. The Grading Period drop down menu will
only be displayed if Grading Periods have been defined.

Note: Columns that are assigned a Due Date are automatically associated with a Grading Period
if the Due Date falls within the date range of the Grading Period. This option to automatically
associate columns with a grading period is an option you can select when creating the Grading
Period.

11. The system added field Date Created, displays the date the Grade Item was created. This
information cannot be edited.

12. Enter a Due Date. Select from the following:
a. None — there will be no due date for the Grade Item.

b. Due On — specify the due date for the Grade Item, including month, day and year.
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Grading Periad None -

Date Created May 27, 2010

Due Date @ Mone

Enter dates as mmiddyyyy

r column from calculations. Select No for the second option to hide this column
on ta show column statistics to Students in My Gradas

Select No for the first option to exclude this Grade C
from Students in My Grades. Select Yes for the third
Include this Columnin @ yes ) No

Grade Center
Calculations

Show this Column to @ Yes No
Students

¢e

Show Statistics (average Yes @ No
and median) for this

column to Students in My

Grades

1l

13. Set additional Options for the column by clicking Yes or No for the following:

a.

Include this Column in Grade Center Calculations — the column is included in the possible
selections of items when creating Calculated Columns, such as Weight Grades Columns or Total
Point Columns.

Show this Column to Students — Grades will appear in My Grades, View Grades and the
Report Card module when available.

Show Statistics (average and median) to Students in My Grades — includes statistical
information with the grade value when shown to students.

14. Click Submit.

15. The new column is added to the far right side of the Grade Center. However, you can always change
the order of this column by hovering your mouse over the Manage action link and selecting Column
Organization

Creating Calculated Columns

In the Grade Center, you can calculate grades by combining multiple columns to attain performance
results, such as class averages, final grades that are based on a weighted scale, or total points, or to drop
the lowest quiz score, etc. These are called Calculated Columns. These columns, which display
performance results, can be displayed to students or remain accessible to only the Faculty member, TA,
and Grader. The possible Calculated Columns include the following:

Average Column
Minimum/Maximum Column
Total Column

Weighted Column
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Creating an Average Column

An Average Column calculates and displays the numeric average for a selected number of Columns. An
example of an Average Column would be if a faculty member wanted to display the average for all
Tests, or display the average grade for each Student for a grading period. You also have the option of
dropping the lowest or highest score before the average is taken.

To create an Average Column:
1. Hover your mouse over the Create Calculated Column action link and select Average Column.

2. The Create Average Column page is displayed.
CLEMS@&N

Community Content Collection System Admin

Edit Mode is: [T |7 ]

é’ Zf“_| Create Average Column

Business Writing
(MEMARSH-
DE101)

$ Home Page

1

An Average Column calculates and displays the numeric average for a selected number of Columns. Columns with text as the primary
display cannot be averaged.

T Information g
{ Content

T Discussions

Indicates a required field =

I Groups < 1.
1 Tools
| Column Name Midterm Quiz Average 1
T Help
Grade Center Display Midterm Quiz Average 2
Name Displays as the column header in the Grade Center. BNt exceed 15 characters
COURSE MANAGEMENT
Description
# Control Panel
Content Collection “ Normal v 3 v  Aial - B I U ake| % | =
Course Tools CE L DB e v QOJAS | EAOOOS
Evaluation CEED RE B

Grade Center i

This is the average of the first 4 quizzes at the midterm grade report ‘—@

Full Grade Cener
Aassignments
Tests
Section 001
—s—
Missing Pre-reas <
{ Risk Styden o Nica =

3. Enter a Column Name. This is a formal name, and is displayed in the Grade Center if no Grade
Center Display Name is entered. This field will accept 15 characters.

4. Enter the Grade Center Display Name. This appears as the column header in the Grade Center.
This field will accept 15 characters in the column header. The Grade Center is the only area where

this name is used.

~[path: body

5. Enter a Description for the Average Column.
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CLEMS@N
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At Risk Students.
Users and Groups
Customization

Packages and
Utilities

Help

i MyPlaces fifiy Home (@ Hep =3I Logout

®a] Myinstiution Courses Community Content Collection System Admin

Primary Display Percentage - 1
Calculated grades display i this format i both the Grage Center and My Grades
Secandary Display None - ‘—@
lay option is shown in the Grade Center only

Grading Period First 6 Weeks = <—®

Date Created May 28, 2010

Choose All Grade Columns to include all grade columns in the average. If Grading Periods exist, limit the columns included in the
average by choosing All Grade Columns in Grading Period. To include spedific columns o categories in the average, choose Selected
Columns and Categories.
Include in Average All Grade Columns
All Grade Columns in Grading Period First 6 Weeks «
@ Selected Columns and Categories <—@

Columns to Select: Selected Columns:
Atendance 8-24 Column: Quiz 1

Midterm Exam
Final Exam
Survey of Skills
‘Weighted Total
Total
Attendance 8-26
Resume

Column: Quiz 2

Column: Quiz 3

o000

Column: Quiz 4

1

6. Select a Primary Display from the drop down menu. The default choice is Score. The format

chosen is the primary

or only format displayed to Students.

7. Select a Secondary Display from the drop down menu. This selection displays the secondary

format for this Grade

Item in the Grade Center in parenthesis.

8. Use the drop down list to select a Grading Period. This selects all the columns associated with a
Grading Period. The Grading Period list will not display unless Grading Periods have been created.

9. Date Created is automatically populated based on the system date and time.

10. In the Select Columns area, click the radio button to select which Columns, Categories or Grading
Periods to include when calculating the Average Column. An Average Column can include the

following options:

e All Grade Columns — Includes all Grade Columns in the average.

e All Grade Columns in Grading Period — Includes All Grade Columns in a specific Grading
Period when generating the average.

e Selected Columns and Categories — Includes specific columns or categories in the average.

Note: Columns and Categories that are not set to “Include in Grade Center Calculations” are
ignored when calculating the Average.
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CLEMS*N i MyPlaces fifiy Home (@ Hep =3I Logout

U N1 vERGSITY

®a] Myinstiution Courses Community Content Collection System Admin

ist, limit the columns included in the
tegories in the average, choose Selected

e. If Grading Perioc

Choose All Grade Columns to include all grade columns in the av 0
specific columns

average by choosing All Grade Columns in Grading Period. Ta in
Columns and Categories.

Include in Average All Grade Columns
‘] All Grade Columns in Grading Period  First § Weeks
@ Selected Columns and Categories

Columns to Select: Selected Columns:
Aftendance 8-24 Column: Quiz 1

Midterm Exam pr—

Final Exam
2) Survey of Skills >! fcolumn: auiz 3

tw Weighted Total [Column: Quiz 4

Total L

Attendance 8-26

Resume

Column: Quiz2

L—E‘I

@,—-} ololo o]

Column Information

1

Categories to Select

Assignment
Survey

3 Test =
Lﬁ Discussion 2

Blog et
Journal k=2
Category Information

11. In the Columns to Select box, select the Columns to include in the calculation of the Average
Column.

12. Then click the right arrow button to move the columns to the Selected Columns area.

i

13. In the Categories to Select box, select the Categories of Columns to include in the calculation of the
Average Column.

14. Then click the right arrow button to move the columns in the selected categories to the Selected
Columns area.

15. To remove items from the Selected Columns area, click L2 for the item to remove.

CLEMS*N i MyPlaces fifiy Home (@ Hep =3I Logout

U N1 vERGSITY

®a] Myinstiution Courses Community Content Collection System Admin
Journal 2 i
Category Information
1\» Calculate as Running @ Yes No
o Toa! A running total enly ncludes tems that have grades or sttempts. Selecting No ncludes all tems n the calculstions, using
a value of 0 for an item if there is no grade
4.
Select No for the first option clude this Grade Center column from calculations. Select No for the second option to hide this column
from Students in My Grades. Selact Yes for the third option to show column statistics to Students in My Grades
J Include this Column in Yes @ No
(2 Grade Center
Calculations
+ Show this Column to Yes @ No
(3'» Students
~ Show Statistics (average @ Y58 No
4 and median) for this
column to Students in My
Grades 5
5. i

16. Click Yes for Calculate as Running Total to include only items that have grades or attempts in the
Running Total. Selecting No includes all items in the calculations, using a value of 0 for any item
that contains no grade.
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17. Click No to Include this Column in Grade Center Calculations.
18. Click No if you do not want to Show this Column to Students.

19. Click Yes if you want to Show Statistics (average and median) for this column to Students in
My Grades.

20. Then click Submit.

i MyPlaces fifiy Home (@ Hep =3I Logout

Community Content Collection System Admin
-
Grade Center canvace = [T 1]
Success: created column: Midterm Quiz Average. B
=
| Grade Center: Full Grade Center =
I Home Page
T information In the Screen Reader mode, the table is stafic and grades may be entered on the Grade Details page accessed by selecting the table cell for
1 the grade. In the interactive mode of the Grade Center, grades can be typed directly in the cells. Use the arrow keys or the tab key to navigate
1, Content through the Grade Center and the Enter key to submit a grade. More Help
1 Discussions L
Create Column || Create Calculated Column ¥% anage ¥ eports ¥ ilter ork Offline b
T crouss ff Crote Co! Create Calculated Column % | M % | Reports ¥ Filter  Work Off
t Tools
I Help > Move To Top | Email Sort Columns By: | ayout Position ~ Order: a Ascending
Grade Information Bar Last Saved:Hay 28, 2010 09:52 AN
COURSE MANAGEMENT u ['J . V]
I~ Adams John frain02 100.00% - 210.00
# Control Panel :
Content Collection [~ Jefferson Thomas train03 62.50% - 175.00
Course Tools " | Jones Sally train0 100.00% - 210.00
Evaluation I~ Smith Anne train05 100.00% - 230.00
Grade Center in I~ Smith James train04 100.00% - 220.00
Full Grade Center . I~ Washington George train01 100.00% - 210.00
Assignments Selected Rows. 0 < I v
Tests. .
Section 001 % Move ToTop | Email Icon Legend
Wissing Pre-reqs
Af Bisk Siydent Edit Rows Displaved h

21. The Grade Center is displayed with the new Calculated Column at far right.

Creating a Minimum/Maximum Column

A Minimum or Maximum Grade column displays either the minimum or maximum grade for a selection
of Columns. This column can be displayed to the Students or just the Faculty. For instance, Faculty
may choose to find the minimum scores of all the Tests from a Grading Period and display it only to the
Faculty.

To create a Minimum/Maximum Column:

1. Hover your mouse over the Create Calculated Column action link and select
Minimum/Maximum Column.

2. The Create Minimum/Maximum Column page is displayed.
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i MyPlaces fifiy Home (@ Hep =3I Logout
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Grage Center » Create MinimumiMaximum Column Edit Wode is: [ICTN 17 ]

52"’ Create Minimum/Maximum Column

m

H B AMinimumaximum Column calculates either the minimum or maximum grade for a selected number of Columns. Columns with text as
1, HomePage the primary display cannot be displayed a5 a minimum of maximum grade. More Help

{  Information

Indicates a required field
1. Content Cancel
1 Discussions
1. Groups < 1.
Tool
i, ools Column Name Minimum Quiz Score for the Midter ﬂD
Help

Grade Center Display  [Minimum Quiz 8core for the Midter ﬂz’)
the Grade Center. Cfinot exceed 15 characters

Mame Displays as the column header in the

COURSE MANAGEMENT

Description

 Control Panel visual Edtor is: [T 7]
Content Collection “ Normal v 3 v Aral - B 7 Uae| = £ | =E=E=|ISISEE
Course Tools “d5 % Iy & o PO FAL | <

Evaluation CEEL R B

Grade Center

This column reflects the minimum quiz score for the midterm grading period. H?D

Full Grade Center

Assignments
Tests T e
Section 001 Path: Gody

——

Missing Pre-reas
AL Risk Student B Dical h

3. Enter a Column Name. This is a formal name, and is displayed in the Grade Center if no Grade
Center Display Name is entered. This field will accept 15 characters.

4. Enter the Grade Center Display Name. This appears as the column header in the Grade Center.
This field will accept 15 characters in the column header. The Grade Center is the only area where
this name is used.

5. Enter a Description for the Minimum/Maximum Column.

fily Home @ Hep =3I Logout

Community Content Collection

Primary Display
Users and Groups d grade: rmal e Gi ly Grades.
Customization
Packages and Secendary Display None - 2
Utilities This display option is shown in the Grade Center only.

Help

Quick Unenroll 2.
Grading Period None - @

Date Created May 28, 2010

mn

To find the maximum or minimum valug within the defined set of columns, choose the appropriate calculation option. Choose All Grade
Columns to include all grade columns in the definec rading Perieds exist, limitthe columns included in the defined set b
choosing All Grade Columns in Grading Period To de specific columns or categories in the defined set, choose Selected
Columns and Categories.

Calculation Type @ Minimum &) Maximum «AD

Includein ! All Grade Columns
Minimumilaximum ) All Grade Columns in Grading Period First 6 Weeks w
@ Selected Columns and Categories

Columns to Select: Selected Columns:

Atendance 8-24 Column: Quiz 1 o

Midterm Exam

Final Exam Column: Quiz 2 o

Survey of Skills > | column: Quiz 3 o

Weighted Total . . =

6. Select a Primary Display from the drop down menu. The default choice is Score. The format
chosen is the primary or only format displayed to Students.

7. Select a Secondary Display from the drop down menu. This selection displays the secondary
format for this Grade Item in the Grade Center in parenthesis.

8. Use the drop down list to select a Grading Period. This selects all the columns associated with a
Grading Period. The Grading Period list will not display unless Grading Periods have been created.
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9. Date Created is automatically populated based on the system date and time.

10. In the Select Columns area, select a radio button for the Calculation Type. This can be either

Minimum or Maximum.

11. Next, click the radio button to select which Columns, Categories or Grading Periods to include when
calculating the Minimum/Maximum Column. In creating a Minimum/Maximum Grade column, the

Faculty can select from the following:

e All Grade Columns — Includes all Grade Columns in the minimum/maximum.

e All Grade Columns in Grading Period — Includes All Grade Columns in a specific Grading

Period in the calculation of the minimum/maximum.

e Selected Columns and Categories — Includes specific columns or categories in the

minimum/maximum.

Note: Columns and Categories that are not set to “Include in Grade Center Calculations” are

ignored when calculating the Minimum/Maximum.

i MyPlaces fifiy Home (@ Hep =3I Logout

CLEMS@N

U N1 vERGSITY

®a] Myinstiution Courses Community Content Collection System Admin

To find the maximum or minimum value within the defined set of colum
Columns to include all grade columns in the di
choosing All Grade Columns in Grading Period. To inclu

Columns and Categories.
@ Winimum ) Maximum ﬂ‘D

All Grade Columns

Calculation Type

Include in
MinimumiMaximum

(O

(]

Columns to Select:

All Grade Columns in Grading Period  First § Weeks
@ Selected Columns and Categories ‘—kz)

Selected Columns:

oose All Grade

dseth
Selected

Aftendance 8-24
Midtarm Exam
Final Exam
Survey of Skills
‘Weighted Total
Total

Attendance 8-26
Resume

Column Information
—

=
Categories to Select

Column: Quiz 1
Column: Quiz 2

v

IColumn: Quiz 3

IColumn: Quiz 4

Assignment
Survey

Test
Discussion
Blog
Journal

Category Information

i

Y

[

Qplclolco
S

12. In the Columns to Select box, select the Columns to include in the calculation of the
Minimum/Maximum Column.

13. Then click the right arrow button to move the columns to the Selected Columns area.

14. In the Categories to Select box, select the Categories of Columns to include in the calculation of the
Minimum/Maximum Column.

15. Then click the right arrow button to move the columns in the selected categories to the Selected

Columns area.

16. To remove items from the Selected Columns area, click L2 for the item to remove.
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My Institution Courses Community Content Collection System Admin

Journal 2 i

Category Information

Calculate as Running @ Yes () No ﬂ@
Total A running total only includes TEE that have grades or attempts. Selecting No ncludes al tems in the calculstions, using

a value of 0 for an item if there is no grade.

Select No for the first option to exclude this Grade Center column from calculations. Select No for the second option to hide this column
from Studants in My Grades. Selact Yes for the third option to show column statistics to Students in My Grades.

Include this Column in Yes @ No ‘.@
Grade Center
Calculations

Show this Column to Yes @ No
Students

&

Show Statistics (average @) Yes No
and median) for this

column to Students in My

Grades

1

Cancel

17. Click Yes for Calculate as Running Total to include only items that have grades or attempts in the
Running Total. Selecting No includes all items in the calculations, using a value of 0 for any item
that contains no grade.

18. Click No to Include this Column in Grade Center Calculations.
19. Click No if you do not want to Show this Column to Students.

20. Click Yes if you want to Show Statistics (average and median) for this column to Students in
My Grades.

21. Then click Submit.

fii MyPlaces ffiy Home @ Hep =3I Logout

CLEMS@N
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My Institution
Business Writing MEMARSH-DE101 PR AT £dt wode is: [IETM (7]

Success: created column: Minimum Quiz Score for the Midterm Grade. B

| Grade Center: Full Grade Center =

Courses Community Content Collection System Admin

I Home Page
In the Screen Reader mode, the table is static and grades may be entered on the Grade Details page accessed by selecting the table cell for

{  Information
the grade. In the interactive mode of the Grade Center, grades can be typed directly in the cells. Use the arrow keys or the tab key to navigate

1, Content through the Grade Center and the Enter key to submit a grade. More Help
1 Discussions k
1 Grouns ‘ Create Calculated Column ¥ Filter  Wark Offine 3
1 Tools
1| Help > Move To Top | Email Sort Columns By: L ayout Position ~ | Order: 4 Ascending

Grade Information Bar Last Saved:hlay 28, 2010 09:52 AN

COURSE MANAGEMENT | ]
T ™ Adams John train02 F0.00 0.00 100.00%
# Control Panel
- 14 14
Content Collection [~ Jefferson Thomas train03 0.00 10.00 0.00%
Course Tools I Jones sally train06 F0.00 0.00 100.00%
Eoen ™ Smin Anne train05 F0.00 0.00 100.00%
s, Y ™ Smin James train04 F0.00 0.00 100.00%
Ful Grade Center ' I~ Washington George train0 1 10.00 10.00 100.00%
Assinments Selectzd Rows: 0 « T
Tests :
Section 001 “7 Move ToTop | Email Icon Legend

Wissing Pre-reqs
t Risk Siuden Edit Rows Displaved

22. The Grade Center is displayed with the new Calculated Column at far right.
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Creating a Total Column

A Grade Center Total Points column is a grade based on the cumulative points received, related to the
points allowed.

For example, Faculty may create a column to determine the final grade for the first quarter by creating a
Grade Center Total Points column that includes all of the columns in the first quarter Grading Period.
Alternatively, Faculty can create a Grade Center Total Points column that displays the percentages of a
particular Grade Center column, or a Category or Categories.

You also have the option of dropping the lowest or highest score before the average is taken.
To create a Total Column:

1. Hover your mouse over the Create Calculated Column action link and select Total Column.

2. The Create Total Column page is displayed.
CLEMS@N & yPeces i) tore @ Heb < Loaet

U N1 VERSTTY

Ea| My institution Courses Community Content Collection System Admin

e L LLEE2IT)| Grade Center » Create Total Column Edit Mode is: [T |7 ]

|+ oo

(MEMARSH-
DE101)
1 Home Page

é’ifﬂ Create Total Column

1

ATotal Column calculates the total paints for a number of Columns related to the total number of points allowed. Total Columns are useful

for generaling a final score. Columns with text as the primary display cannot be totaled. More Help

1 Information g
1

Indicates a required field
1. Content Cancel
1 Discussions
1 Groups < 1.
N covmaname  fouzes ] 4(1)
1 Help
Grats Gentr Dispiay +2)
Name Displays as the column header in the Grade Cent®®Cannot exceed 15 charact
COURSE MANAGEMENT
Description
# Control Panel
Content Collection “* Normal - 3w Arial A B I U abe X ox
Course Tools CEEY P o o QOJAS VIO OO
Evaluation ‘hED RE BE
Grade Center iw
This is the total for all quizzes for the semester minus the lowest quiz score. 3
Full Grade Center
Assignments
Tests
Section 001 Path: body —
Missing Pre-reqs ==
At Risk Stugent o i =

3. Enter a Column Name. This is a formal name, and is displayed in the Grade Center if no Grade
Center Display Name is entered. This field will accept 15 characters.

4. Enter the Grade Center Display Name. This appears as the column header in the Grade Center.
This field will accept 15 characters in the column header. The Grade Center is the only area where
this name is used.

5. Enter a Description for the Total Column.
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At Risk Students. Primary Display Score A HD A

Users and Groups Calculated grades display in this format in both the Grad® Center and My Grades.
‘Customization

ErE— Secondary Display None - 4—@

Utilities This display option is shown in the Grade Center only

Help

Grading Period None - H3)

Date Created May 28, 2010

1

Choose All Grade Columns to include all grade columns in the total. If Grading Periods exist, limitthe celumns included in the total b
choosing All Grade Columns in Grading Period. To include specific columns or categories in the total, choose Selected Columns and

Categories.
Include in Total All Grade Columns
All Grade Columns in Grading Period First 6 Wegks «
@ Selected Columns and Categories H@
Columns to Select: Selected Columns:
‘Weighted Total - Category: Quizzes
Total in Grading Period
Aftendance 8-26
Resume 2 Al v
Quiz 1 = L
Quiz2 T OR - 0
Quiz3 @ Drop Grades Use only the
ouiz4 - Drog] Highest Lowest Valug to -

6. Select a Primary Display from the drop down menu. The default choice is Score. The format
chosen is the primary or only format displayed to Students.

7. Select a Secondary Display from the drop down menu. This selection displays the secondary
format for this Grade Item in the Grade Center in parenthesis.

8. Use the drop down list to select a Grading Period. This selects all the columns associated with a
Grading Period. The Grading Period list will not display unless Grading Periods have been created.

9. Date Created is automatically populated based on the system date and time.

10. Click the radio button to select which Columns, Categories or Grading Periods to include when
calculating the Total Column. In creating a Total column, the Faculty can select from the following:

e All Grade Columns — Includes all Grade Columns in the total.

e All Grade Columns in Grading Period — Includes All Grade Columns in a specific Grading
Period in the calculation of the total.

e Selected Columns and Categories — Includes specific columns or categories in the total.

Note: Columns and Categories that are not set to “Include in Grade Center Calculations” are
ignored when calculating the Total.

Teaching & Learning Services ithelp@clemson.edu June 2010 Page 54 of 91




Blackboard Grade Center

CLEMSON

COMPUTING & INFORMATION TECHNOLOGY
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®a] Myinstiution Courses Community Content Collection System Admin

All Grade Columns to include all grade columns in the total. If Grading
All Grade Columns in Grading Period. To include specific columns or

xist, limit the columns included in the total b
s inthe total, choose Selected Columns

Include in Total All Grade Columns
All Grade Columns in Grading Period  First § Weeks
@ Selected Columns and Categories 1

Columns to Select Selected Columns:

Weighted Total - Category: Quizzes e
Total === in Grading Period
Atendance §-26

) Al - -
Resume
@)"“ Quiz1 — -@/t
Quiz2 or 5
Quiz3 @ Drop Grades Use only the
Quizd -1 Drog___ | Highest Lowest Value to
i Grades. Calculate
Column information
Drogl1 | Lowest Highest Value to
Grades =

—
— Palrulate. —
Categories to Select H (i} »

Test -]

I

1

Discussion

k?_’)_‘ Blog

Journal
Self and Peer
Attendance

4 [

= E

Category Information

11. In the Columns to Select box, select the Columns to include in the calculation of the Total Column.
12. Then click the right arrow button to move the columns to the Selected Columns area.

13. In the Categories to Select box, select the Categories of Columns to include in the calculation of the
Total Column.

14. Then click the right arrow button to move the columns in the selected categories to the Selected
Columns area.

15. If you choose a category to include in the Total Column, additional options will be available in the
Selected Columns area.

a. Select a Grading Period for the Category is only available when Grading Periods have been
created.

b. Drop Grades removes a number of either the highest or lowest grades for the Category from the
calculation.

c. Use Only the Lowest or Highest Value to Calculate removes all grades from the calculation
except for the best or worst score.

16. To remove items from the Selected Columns area, click L2 for the item to remove.
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CLEMS*N @ MyPaces jfff Home @@ Hep =3I Logout
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My Institution Courses Community Content Collection System Admin

Attendance 2 -

Category Information

Caleulate as Running @ Yes © Nn‘_ﬂg\
Total A running total only includeSBMS that have orades or attempts. Selecting No Includes al tems in the calcuiations,

using a value of 0 for an ftem f there is no grade.

Select No for the first option to exclude this Grade Center column from calculations. Select No for the second option to hide this
column from Students in My Grades. Select Yes for the third option to show column statistics to Students in My Grades

Include this Columnin Yes @ Ng‘_®
Grade Center

Calculations

Show this Celumn to Yes @ Mo ‘—@
Students )

Show Statistics (average @ ¥ag No
and median) for this e
column to Students in My

Grades

Concel

¢

m

17. Click Yes for Calculate as Running Total to include only items that have grades or attempts in the
Running Total. Selecting No includes all items in the calculations, using a value of 0 for an item if
there is no grade.

18. Click Yes to Include this Column in Grade Center Calculations.
19. Click Yes if you want to Show this Column to Students.

20. Click No if you do not want to Show Statistics (average and median) for this column to Students
in My Grades.

21. Then click Submit.

N 1 vV ER S 1T Y

& MyPaces iy Home @ Hep =3H Logout

B4  Myinstitution Courses Community Content Collection System Admin
-
Grade cemer caeoceis [T 12
Success: created column: Quizzes. 8
Grade Center: Full Grade Center »
1 Home Page
T information In the Screen Reader mode, the table is stafic and grades may be entered on the Grade Details page accessed by selecting the table cell
for the grade. In the interactive mode of the Grade Center, grades can be typed directly in the cells. Use the arow keys or the tab key to
1, Content navigate through the Grade Genter and the Enter key to submit a grade. More Help
1 Discussions L
1 Grouns ‘ Create Calculated Column ¥ Fiter  Work Offline #
t Tools
I Help > Move To Top | Email Sort Columns By: Layout Position ~ Order: a Ascending
Grade Information Bar
COURSE MANAGEMENT u L]
I~ Adams John frain02 F0.00 100.00%
# Control Panel : =
Gontent Collection [~ Jefferson Thomas train03 ;D 00 0.00%
Course Tools " Jones Sally train0 10.00 100.00%
Evaluation I~ Smith Anne train03 "0.00 100.00%
Grade Center iy I~ Smith James train04 "0.00 100.00%
Full Grade Center . ™ Washington George train01 10.00 100.00%
Assinments Selectad Rows: 0 « 3
Tests. .
Section 001 “  Move ToTop | Email Icon Legend
Wissing Pre-reqs
it Risk Shdent Ediit Bows Displaved h

22. The Grade Center is displayed with the new Total Column at far right.
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Creating a Weighted Column

Most faculty identify in their syllabus for students the categories that their overall grade will be
composed of. Students might see something similar to this:

e Quizzes: 20%

e Exams: 50%

e Attendance: 5%

e Group Projects: 15%
e Assignments: 10%

These are the weights assigned to specific categories. In Blackboard Learn you can create not only
categories to assign to items in the Grade Center. You can also use these categories to create weighted
columns and weighted totals.

For example, Faculty may create a Weighted Grade column that calculates a quarterly grade (grade for
one quarter of the year), in which each Category, such as Test, Survey, and Assignment are given a
certain percentage of the final quarter's grade. Alternatively, the Faculty may create a Weighted Grade
that is the final grade for a course, with the quarters and exams included in the Weighted Grade.

Faculty can create any number of Weighted Grade columns, including Weighted Grade columns that
include other Weighted Grade columns. For example

(Quiz = 20%) + (Homework = 10%) + (Participation = 20%) + (Exam = 50%) = (Quarter Grade)
(Quarter 1 = 25%) + (Quarter 2 = 25%) + (Quarter 3 = 25%) + (Quarter 4 = 25%) = (Year Grade)
Faculty can create a Weighted Grade based on any column, or any Category in the Grade Center.
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To create a Weighted Column:

1. Hover your mouse over the Create Calculated Column action link and select Weighted Column.
2. The Create Weighted Column page is displayed.

CLEMS@&N

U N1 vERGSITY

@ MyPaces jfff Home @@ Hep =3I Logout

®a] Myinstiution Courses Community Content Collection System Admin
.
CYETITE T T L M2 1 Grade Center » Create Weighted Column Edt Wode is: [IETH /|[7 ]

4:-"| Create Weighted Column

m

Home P AWeighted Column calculates and displays a grade based for a selected number of Columns based upen each columm's respective
1, HomePage worth of the total grade. Columns with text as the primary display cannot be displayed as a weighted grade. Mare Help

{  Information

Indicates a required field
1 Discussions
1. Groups < 1.
t Tools
y Column Name Total Weighted Grade 1
T Help

Grade Center Display  |Total Weighted Grade ‘—k@
 CenternGannot excee

Name Displays as the column header in the Grad d 15 characters

COURSE MANAGEMENT

 Control Panel Dessrption Visualedior is: [T |
Content Collection “ Normal v 3w Al - B I U =e|x £ |= :

Course Tools CEY DR e v QE AL |IR OO
Evaluation CEREL BB

Grade Center

Full Grade Center

The total weighted grade will be composed of: Exams(50%), Quizzes(20%), Attendance(5%),
Group Projects(15%), Assignments (10%). 3

Assignments
Tests
Section 001 I

—=—
Wissing Pre-reqs ¥

{ Risk Sfuden:

3. Enter a Column Name. This is a formal name, and is displayed in the Grade Center if no Grade
Center Display Name is entered. This field will accept 15 characters.

4. Enter the Grade Center Display Name. This appears as the column header in the Grade Center.
This field will accept 15 characters in the column header. The Grade Center is the only area where
this name is used.

5. Enter a Description for the Weighted Column.
CLEMSg" - @ MyPaces fiif Home @ Hep =3I Logout

UNI1VERSITY

Courses

My Institution Community Content Collection

1

At Risk Students Primary Display Percentage e

Users and Groups Calculated grades display in this format in both the Grade Center and My Grades
Customization >

Packages and Secondary Display Nane -

Utilities This display option is shown in the Grade Center only.

Help

‘Quick Unenroll 2,
Grading Period None - *@

Date Created May 28, 2010

il

Select the columns and categeries to include in this weighted grade and then set the weight percentages.

Include in Weighted

Grade
Columns to Select Selected Columns:
Aftendance 8-24 o Enter the weight percentage for each item. Percentages
Midterm Exam should add up to 100 percent.
Final Exam L p
Survey of Skills = 5] | %[5 Category: Attendance
‘Weighted Total in Grading Period:
Total Al -
Atendance §-26 E
Resume - =
Column Information ‘Weight Columns: @ Equally (*) Proportionally
Categaries o Select @ Drop Grades OR Use anly the <
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10.

11.
12.

13.

14.
15.
16.

Select a Primary Display from the drop down menu. The default choice is Score. The format
chosen is the primary or only format displayed to Students.

Select a Secondary Display from the drop down menu. This selection displays the secondary
format for this Grade Item in the Grade Center in parenthesis.

Use the drop down list to select a Grading Period. This selects all the columns associated with a
Grading Period. The Grading Period list will not display unless Grading Periods have been created.

Date Created is automatically populated based on the system date and time.
CLEMS’-’%N @ MyPaces jfff Home @@ Hep =3I Logout

U N1 vERGSITY

®a] Myinstiution Courses Community Content Collection System Admin
3.
Selactthe columns and categories to include in this weighted grade and then setthe weight percentages.

Include in Weighted
Grade

Columns to Select Selected Columns:
Weighted Total L Enter fle weight percentage for each item. Percentages
Total t p to 100 percent.
Aftendance 8-26 -
1 Resume B |- %Co\nmn..ﬂ\nendance
\J Quz1 = 5[15_|% Column: Group Project 4
uiz.
Quiza % [20 ] % Category: Quizzes _O
Quiz4 =2 in Grading Period: =
Column information
Al <= -
—
Categories to Select:
L I Weight Columns: @) Equaly (- Pmpunmnalryl
Blog - -
Journal =
2 Self and Peer @ Drop Grades OR Use only the
Group Projects =[I> Drog | Highest Lowest Value bomml
Test el Graces Calculate
Atendance 52 DWD Lowest Highest Value to
Category Information Grades it
| B « 10, 3
3 b %calegory: Assignment
in Grading Period
Al - b
L

<
Total Weight: 100%«‘:’,)

Calculate as Running 2 Ya: Mo

Note: In Blackboard Learn Weighted Columns can consist of a combination of both Columns
and Categories. You do not have to choose one or the other.

In the Columns to Select box, select the Columns to include in the calculation of the Weighted
Column.

Then click the right arrow button to move the columns to the Selected Columns area.

In the Categories to Select box, select the Categories of Columns to include in the calculation of the
Weighted Column.

Then click the right arrow button to move the columns in the selected categories to the Selected
Columns area.

To remove items from the Selected Columns area, click L2 for the item to remove.
Enter a percentage that reflects the weight for each selected Column.

If you chose categories, select how to Weight Columns within the Category:

a. Equally applies equal value to all columns within a Category.

b. Proportionally values each Column based on its points possible compared to other Columns in
the Category. Choose this option when you have assignments within a given category that have
different point values.
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17. Drop Grades removes a number of either the highest or lowest grades for the Category from the
calculation.

18. Use Only the Lowest or Highest Value to Calculate removes all grades from the calculation
except for the best or worst score.

19. The percentages of all Columns and Categories together should add up to 100 percent (or more).

CLEMS"’%N & MyPaces iy Home @ Hep =3H Logout

U N 1 vERSITY

B4  Myinstitution Courses Community Content Collection System Admin
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Total Weight: 100%

Calculate as Running @ Yes
Total

s or attempts. Selecting No includes al it

Select No for the first option to e:
column from Students in My Grades

s Grade Center column from calculations. Select No for the second option to hide this
ct Yes for the third optian to show column statistics to Students in My Grades.

Include this Column in Yes @ No
Grade Center
Calculations

Show this Column to Yes @ No
Students

Show Statistics (average @) ves No

and median) for this
column to Students in My

Grades
5
5.

Concel
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20. Click Yes for Calculate as Running Total to include only items that have grades or attempts in the
Running Total. Selecting No includes all items in the calculations, using a value of 0 for an item if
there is no grade.

Note: The Calculate as Running Total can affect the Grade Distribution on the Column
Statistics report.

21. Click Yes to Include this Column in Grade Center Calculations.
22. Click Yes if you want to Show this Column to Students.

23. Click No if you do not want to Show Statistics (average and median) for this column to Students
in My Grades.

24. Then click Submit.
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Wissing Pre-reqs
Af Bisk Siydent Edit Rows Displaved e

25. The Grade Center is displayed with the new Weighted Column at far right.

Creating a Text Column

A Text Column will display in the grade in alphanumeric format. An example may be Satisfactory or
Unsatisfactory. Text Columns can contain non-graded information like a student’s home town, their lab
partner, or their preferred name. Text Columns cannot be included in Calculated Columns such as
Weighted Grade, Total Points, Average Grade, and Minimum/Maximum grades.

To create a Text Column:
1. Click Create Column.

@ MyPaces jfff Home @@ Hep =3I Logout

Community Content Collection System Admin
-
aradeConter conuose s [ETN][7]
é i | Grade Center: Full Grade Center ~
In the Screen Reader mode, the table is stalic and grades may be entered on the Grade Details page accessed by selecting the table cell
I Home Page for the grade. In the interactive mode of the Grade Center, grades can be typed directly in the cells. Use the arrow keys orthe tab key to
+1 ormation navigate through the Grade Center and the Enter key to submit a grade. More Help
T, Content Create Calculated Column ¥ Fitter  Work Offine
1 Discussions ’ 3
Graups
i- To0! < > Move To Top | Email Sort Columns By Layout Position Order: a4 Ascending
0ols
' Grade Information Bar Last Saved:May 28, 2010 04:54 P
1| Help
E
I~ Adams John train02 -
COURSE MANAGEMENT
[~ Jefferson Thomas train03 -
# Control Panel I~ Jones sally train0 -
Canisat Collscton I~ Smith Anne rain05 -
Erey e s I Smith James rain04 -
Svaliation [ Washington George train0 1 - May 28, 2010
Grade Center S J—
: Selectad Rows: 0 « [ ’
Full Grade Center f
Assignments Move To Top | Email Icon Legend
Tests.
Section 001 Edit Rows Displayed
Wissing Pre-reqs -

2. The Create Grade Column page is displayed.
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@ MyPaces jfff Home @@ Hep =3I Logout

Community Content Collection System Admin
-
Grage Center » Create Grade Column Edt Wode is: [IETH /|[7 ]
 Business Writing ;| create Grade Column
(MEMARSH-
DE101)
Home P Grade Columns represent any Student effort that is measured. Columns are added to the Grade Center automatically for work done on the =
I, Home Page system in Discussion Boards, Assignments, and Tests and Surveys. Work done thatis not automatically graded can be measured in the
{  Information Grade Center by creating 2 Grade Column. More Help
1 Content
. Indicates a required field
1 Discussions Cancel m
i Groups <
t Tools 1.
1| Help Column Name L ab Pariner H’D
Grade Center Display  [Lab Partner ﬂ@
Name
COURSE MANAGEMENT
Description
 Control Panel visualedior is: [T |
- t == = | iz iz = =
Content Callection Nomal _~ {3~ 8 arid T B 2 U | EEE|ZEEEE
~ ab A s
Course Tools 53@@@ & @@ ®E|j—ﬁ VIe o O
Evaluation BESRS B
Grade Center .
! This is the student's lab partner for the semester ‘—@
Full Grade Center
Assignments
Tests +[Path: body
Section 001 A
—a—
Wissing Pre-reqs
At Bisk Student Primary Displa r > h

3. Enter a Column Name. This is a formal name, and is displayed in the Grade Center if no Grade
Center Display Name is entered. This field will accept 15 characters.

4. Enter the Grade Center Display Name. This appears as the column header in the Grade Center.
This field will accept 15 characters in the column header. The Grade Center is the only area where
this name is used.

5. Enter a Description for the column.

Courses

Content Collection < Mormal v 3w adil v | B 7 U %o

b N
Course Tools WEDE & o @O AL TO®OOW
Evaluation BELBE B

Grade Center

This is the student's lab partner for the semester.
Full Grade Center

Assignments
Tests = [Path: body
Section 001 —a—

—s—
Wissing Pre-reas
At Risk Students Primary Display Text - ‘_@

Grades must be entered using the selected format. GradS8 display in this format in both the Grade Center and Iy

Users and Groups Grades
Customization
Packages and Secondary Display None A 2

il

Utilities =
his display optien is shown in the Grade Center only.

Help

Category NoCategary = ﬂ@
Quick Unenroll
Paints Possible O ﬂl.i)

2.
Grading Period None -
Date Created May 28, 2010
Due Date @ None

— 26

Enter dates as mmddiyyyy

6. Select Text from the Primary Display drop down menu.
7. Enter 0 for the Points Possible.
8. Click None for Due Date.
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9. Set additional Options for the column by clicking Yes or No for the following:

a.

CLEMS@N

U N1 vERGSITY

®a] Myinstiution Courses

@ MyPaces jfff Home @@ Hep =3I Logout

Community Content Collection System Admin
2.
Grading Period None -
Date Created May 28, 2010
Due Date @ None
ter dats
3.

Select No for the first option to exclude this Grade Center column from calculations. Select No for the second option to hide this
column from Students in My Grades. Select Yes for the third option to show column statistics to Students in My Grades

Include this Columnin Yes @ Ng‘_KD
Grade Center

Calculations
Show this Celumn to Yes @ Mo ‘—@
Students )

Show Statistics (average @ ¥ag No
and median) for this e
column to Students in My

Grades
4
4.

Concel

3

il

Include this Column in Grade Center Calculations — the column is included in the possible
selections of items when creating Calculated Columns, such as Weight Grades Columns or Total
Point Columns.

Show this Column to Students — Grades will appear in My Grades, View Grades and the
Report Card module when available.

Show Statistics (average and median) to Students in My Grades — includes statistical
information with the grade value when shown to students.

10. Click Submit.

CLEMS@N

U N1 VERSTTY

(MEMARSH-
DE101)

I Home Page
Il Infarmation £
II Content

t| Discussions
1 Groups

Il Tools

1. Help

Ea| My institution Courses

Business Writing MEMARSH-DE101 [P REYWEY 018

@ MyPaces iy Home @ Hep =3I Logout

Community Content Collection System Admin

Edit Mode is: [JEL0 7]

Success: created column: Lab Partner. ]

Pl Croato Column | Croato Caloulatod Column ¥

é’if’_l Grade Center: Full Grade Center |~

In the Screen Reader mode, the table is static and grades may be entered on the Grade Details page accessed by selecting the table cell
for the grade. In the interactive mode of the Grade Center, grades can be typed directly in the cells. Use the amow keys or the tab key to
navigate through the Grade Center and the Enter key to submit a grade. More Help

Filter  Work Offline

“» Move To Top | Email Sort Columns BY: Layout Position ~ Order: aAscending

P

il

Grade Information Bar 5:03 PU
COURSE MANAGEMENT - ]
[~ Adams John train02 100.00 70.00 Thomas Jefferson
# Control Panel
P Te— [~ Jefferson Thomas train03 75.00 100.00 Sally Jones
Course Tools ™ Jones Sally train06 75.00 100.00 John Adams
Evaluation I~ smith Anng train05 65.00 75.00 George Washingtor
Grade Center S I~ smith James train04. 100.00 20.00 Anne Smith
Full Grade Center I~ washingtan George train01 65.00 90.00 James Smith
Assignments Selected Rows: 0 Mo
Tests T
Section 001 = Move To Top | Email Icon Legend
Wissing Pre-reqs
At Risk Stydent Edit Rows Disnlaved i

11. The new column is added to the far right side of the Grade Center. However, you can always change

the order of this column by clicking Manage and selecting Column Organization.
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Reports

Column Statistics and Grade Distribution
To view the Column Statistics and Grade Distribution:

1. Click the action link for the selected column.

& MyPaces iy Home @ Hep =3H Logout

Community Content Collection System Admin

Grade Center

eat woce is: [ILTM - |[? ]

Grade Center: Full Grade Center |

{ Home Page

t| Information navigate through the Grade Center and the Enter key o submit a grade. More Help
1

Full Grade Center

Assignments ~% | Move To Top | Email

Tests
Section 001
Wissing Pre-reqs

1 Discussions
i Groups %
. > Move To Top | Email Sort Columns By Layout Position
t Tools
' Grade Information Bar
1 Help
=
I~ Adams John train02 60.00 100.00
COURSE MANAGEMENT
[~ Jefferson Thomas train03 70.00 75.00
# Control Panel I~ Jones Sally train06 80.00 80.00
ERTETEE FEET I Smith Anne train05 90.00 90.00
Erey e s I Smith James train04 95.00 75.00
EiEluation ™ Washington Gearge rain01 100.00 50.00
Grade Center S . .
: Selectsd Rows: 0 <[l

In the Screen Reader mode, the table is stalic and grades may be entered on the Grade Details page accessed by selecting the table cell
for the grade. In the interactive mode of the Grade Center, grades can be typed directly in the cells. Use the arrow keys or the tab key to

Filter  Work Offline

Order: a4 Ascending

Last Saved:May 28, 2010 05:03 PM

> Delete Column

| EditRows Displayed |

1

2. Then select Column Statistics.

@ MyPaces iy Home @ Hep =3I Logout

CLEMS@N

U N1 VERSTTY

My Institution Courses Community Content Collection System Admin

Column Statistics

1 Home Fage
1 Information g
{ Content

t Discussions

MCu\umn. -Select-

1 Groups
1 Tools
T Help

Column Final Exam (Test)

COURSE MAHNAGEMENT Bolpice sl o
Description
# Control Panel
Content Collection
Course Tools
Evaluation
Count [ 1] Null 0
Grade Center s Minimum Value 60.00 In Progress 0
Full Grade Center Waximum Value 100.00 Needs Grading 0
Assignments
Tests Range ‘o0 Eremet !
Section 001 Average 80.00
Wissing Pre-reqs Wedian 77.50
At Risk Students
Standard Deviation 1258
Variance 15833

ers and Groups

greater than 100

Users who are unavailable are notincluded in column statistics. To include them, select the check bax and click Refresh. To view statistics
for another column, select the column name and click Ge or click the next or previous arrows to navigate sequentially.

¥  Go 'Fhuw Statistics For: Available Users only w | Refresh

< Column Final Exam 1Te5t|- |ﬂ2)

2 e s - o= N e

m

3. The Column Statistics page is displayed. The Column Statistics page displays numerous statistics
for a Grade Item, including average, median, standard deviation, and so on.

4. View Column Statistics for a different column by clicking the arrows for Previous Column or Next

Column.
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5. Alternately, you can select a column name from the Jump to Column drop down menu. Then click
Go.

6. Click OK to return to the Grade Center.

Viewing Statistics by Student
To view the Statistics by Student:

1. Hover your mouse over the First Name, Last Name, Student ID or Username of the student for
which you want to view statistics.

2. Then click the Action link to view the contextual menu.

& MyPaces iy Home @ Hep =3H Logout

CLEMS@N

U N 1 vERSITY

My Institution Courses Community Content Collection System Admin

Business Writing MEMARSH-DE101 PR AT eat woce is: [IETM - |[? ]

%:-"| Grade Center: Full Grade Center =

In the Screen Reader mode, the table is stalic and grades may be entered on the Grade Details page accessed by selecting the table cell
for the grade. In the interactive mode of the Grade Center, grades can be typed directly in the cells. Use the arrow keys orthe tab key to

I Home Page
1 navigate through the Grade Center and the Enter key to submit a grade. More Help

{  Information

£} coner Fite Vi ome
1. Discussions |
i' f:fs < > Move To Top | Email Sort Columns By: Layout Position ~ Order: A Ascending
Il Help Grade Information Bar Mot a grade cu\umn? Last Saved:May 28, 2010 05:03 PH
E
I~ Adams i 100.00 100.00

COURSE MANAGEMENT

[~ Jeffersan 75.00 75.00

# Control Panel I~ Jones sally 80.00 75.00

Content Collection [~ Smith Anne 90.00 65.00
Course Tools [~ Smith James 75.00 100.00

Ere [~ Washington George 80.00 85.00

Grade Center in

Selected Rows: 0 G

Full Grade Center

e ot

Tests

Section 001 Edit Rows Displayed

Missing Pre-regs
\{ Rigk Student:

3. Click View User Statistics.
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@ MyPlaces jfff Home @ Hep =FI Logout

Community Content Collection System Admin
Grade Center » User Statistics Edit Mode is: [ |2 ]
e i
;~'| User Statistics
Home P Statistical information related to student performance and sorted by Categary is available from the any Grade Center View. By default,
1, Home Page statistics for the full Grade Center are displayed from every Grade Center View. To see stalistics for a custom view, set the Current View of
1 Information & the Grade Center o the custom view. Next, select the desired student, dlick User Statistics, and then check the box labeled Show
statistics for current view only.
t Content
1 Discussions =
1 Groups " k‘D—. I User -Select- ~ Go Ehnw Statistics For: All Views ~ Refresh
1 Tools
I. Help User Thomas Jefferson (trainﬂa]‘-kz)
I User Thomas Jefferson (train03) }
Student ID
# Control Panel
Content Collection Contact Phone (Home)
Phone (Work)
Course Tools frain03@clemson.edu
Bz = Items Completed 69% (9 of 13}
Grade Center
Full Grade Center
Assignments
Tests
Section 001
Missing Pre-reqs 0% 3 - - -
At Risk Students Test 7250% 2 _ _ _
Users and Groups Assignment 0% - - - -
Customization Quizzes 7.50% 4 - - - 3
Packages and
Utilities
Quick Unenroll

4. The Student Statistics page is displayed. The Student Statistics page displays a Student’s statistics in
the Categories.

5. View Student Statistics for a different column by clicking the arrows for Previous User or Next
User.

6. Alternately, you can select a Student Name from the Jump to User drop down menu. Then click
Go.

7. Click OK to return to the Grade Center.

Create a Report

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

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

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

Reports print one Student per page.
To create a report:

1. Hover your mouse over the Reports action link and select Create Report.
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CLEMS*N @ MyPaces jfff Home @@ Hep =3I Logout

U N1 vERGSITY

®a] Myinstiution Courses Community Content Collection System Admin

e L LMY Grade Center > Create Reports Edit Mode is: [T |[2 ]

n ® N

Business Writing
(MEMARSH-
DE101)
I Home Page

%:"’| Create Reports

il

Reports are customized, printable Reports from Grade Center data designed to be shared with Students and Observers. Reports can be
generated for all of the grades in the Grade Center, for a specific time frame such as a marking period, for a defined group of Students, or

{  Information for a defined Category of grades. More Help

1
1 Content
1 Discussions Cancel  Preview m
i Groups <
t Tools 1.
I Help Select what to include in the header of each report.
eport Name Midterm Report
COURSE MANAGEMENT ate Way 28, 2010
# Control Panel 1] I histitution Name Clemson University
Content Collection k.
;ourse Informatiort | [Business Writing( MEM, 2
Course Tools
Evaluation [] Hames of Users by || Instructor
Grade Center e Fo!
Full Grade Center
Assignments
Tests [] Pustom Text
Section 001 —
Wissing Pre-reqs -

2. Select which Header Information to include in the report.
a. Report Name —is a required field. Enter a Report Name in the field provided.

b. Date — is the date the report was created. The date will automatically be populated with the
current system date and time. This date can be modified.

c. Institution Name — defaults to MyCLEmson. The Institution Name can be modified.

d. Course Information — the Course ID and Course Name will automatically be populated from
the system. The Course Information can be modified as necessary.

e. Names of Users by Role — ready only. Option only allows you to select from Instructors and
Teaching Assistants.

f. Custom Text —add any other text that you want to appear in the header in this box.

%S&‘N & iy Paces

Courses ‘Community ‘Content Collection

filli Home @ Hep =3I Logout

System Admin

Packages and
Utiliies 2.

GED Create reports for the selected Users.

Quick Unenroll o All Users
Al Users in Group

@ Selected Users
John, Adams

Sally, Jones

James, Smith ‘
Anne, Smith
George, Washington

1

Select what User information to include in the reports.
First Name
Last Name
[ fUsername
[_§Student ID

[ fLast Access

3. Select which students to include in the Report.
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a. All Users — includes all Users enrolled in the class.

b. All Users in Group — allows you to select specific Groups of users to include in the report.
Control + Click or Shift + Click to select multiple Groups.

c. Selected Users — allows you to select specific Users to include in the report. Control + Click or
Shift + Click to select multiple Users.

4. Select the User Information to include in the report.

CLEMS@N

UNI1VERSITY

Ea| My institution Courses Community  ContentCollection ~ System Admin

Username
Student ID

Last Access

4.

Select the columns to include in the reports.

All Columns

All Columns in Grading Period
@ All Columns in Category

-

Survey E <

rest” IS

Discussion
Blog
Journal 2

Selected Columns

1

Include Hidden Columns in Reports.

5.
Select the column information to include in the reports. Name and Grade are included by default
Description

Due Date

fatistics Median b4

5. Select the Columns to include in the report.

a. All Columns — includes all Columns in the Grade Center in the report.

b. All Columns in Grading Period — includes all Columns in a selected Grading Period(s).
Control + Click or Shift + Click to select multiple Grading Periods.

c. All Columns in Category — includes all Columns in selected Categories. Control + Click or
Shift + Click to select multiple Categories.

d. Selected Columns — allows you to select specific columns to include in the report. Control +
Click or Shift + Click to select multiple Columns.
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CLEMS’-’%N @ MyPaces jfff Home @@ Hep =3I Logout

U N1 vERGSITY

®a] Myinstiution Courses Community Content Collection System Admin

5.
Select the column infermation to include in the reports. Name and Grade are included by default

[fDescription

ki)_’ [ jDue Date

[Zfstatistics Wedian and Average ~

Select what to include in the footer of each report.

=

Custom Text Business Writing

(2> %
["]|Signature Line

[|pate Way 28, 2010

[ JjCourse Information  |Business Writing( ME,

n

3

Cancel  Preview

6. Select the Column Information to include in the report. Name and Grade are included by default.

a. Description — includes the Column Description in the report.
b. Due Date — includes the Column Due Date in the report.

c. Statistics — allows you to include the Average, the Median, or the Median and Average in the
report.

7. Select the Footer Information to include in the report.
a. Custom Text — add any other text that you want to appear in the footer in this box.
b. Signature Line — adds a line for a signature to the report.

c. Date — is the date the report was created. The date will automatically be populated with the
current system date and time. This date can be modified.

d. Course Information — the Course ID and Course Name will automatically be populated from
the system. The Course Information can be modified as necessary.

8. Click Submit.
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@ Print Report

Midterm Report for Thomas Jefferson

Item Grade
Midterm Exam 70.00
Final Exam 75.00
Resume -6

Quiz 1 10.00
Quiz 2 10.00
Quiz 3 0.00

Quiz 4 10.00

Business Writing

Grade Center Reporis can be printed using the browser's Print button. More Help

Clemson University
Business Writing( MEMARSH-DE101 )
May 28, 2010

Average
8250
80.00

1833
10.00
833

10.00

Median
85.00
7750

20.00
10.00
10.00
10.00

T

9. The report is displayed.

10. Print the report using the browser window’s print function

View Grade History

Grade History is a tool that tracks all changes to grades within the Grade Center. When Grade History is
available, it displays a table of data detailing every grade change to date. The Grade History table can be
sorted to show items by column name, score, or date by clicking the column header name. The Grade
History table can be filtered to display entries within a date range using Show Entries from Past,

located at the top of the table.

To view Grade History:

1. Hover your mouse over the Reports action link and select View Grade History.
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i MyPlaces fify Home (@ Help =3 Logout

Community Content Collection System Admin

Grade Center » Grade History Edit Mode is: [JEIN /|[7 ]

#Business Writing Grade History
(MEMARSH-
DE101)

1 Home Page

Grade History is a tool that fracks all changes to grades within the Grade Center. When Grade History is available, it displays a table of data
detailing every grade change in the Grade center to date. The Grade History table can be sorted to show items by column name, score, or
date by clicking the column header name. The Grade History table can be filtered to display entries within a date range using Show Entries
from Past, located at the top of the table. More Help

{ Information

1 Content
1. Groups &
i. LE:;S 98 Total Entries Show Entries from Past: 1 Day ¥ | Go

COURSE MANAGEWENT

R o ] S N S C

Jun2, 2010 Group Melissa Sally Jones  Attempt Grade May 28, 2010 ‘Grading Notes Text transcript
# Control Panel 10:05:31 AM Project Lockhart 75.00 45303 PM was missing. Ifthey turn in
Content Collection befare midterm grades they can

rec ..
Course Tools View Full Comment

Evaluation Feedback to User The
assignmentwas to create a

ErzEzEr ] podcast with a text franscript

Full Grade Center Your podcast is

Assignments View Full Comment

Test

Section 001 Jun2, 2010 Group Melissa John Attempt Grade May 28, 2010 Grading Notes Talk to group and
10:02:22 AM Project Lockhart Adams 100.00 4:52:57 PM see if you can use as example in

Missing Pre-reqs
At Risk Students

future classes

Feedback to User Great Work
Users and Groups
Customization

Packages and
Utilities

Help

2. The Grade History page is displayed.

3. From the Grade History page you can view the history of all changes that have been made to the
Grade Center.

4. Filter the Grade History page by clicking the Show Entries from Past drop down menu and
selecting a date range. Then click Go.

5. To clear the Grade History at the end of the semester, click Clear Grade History. A pop-up
message will confirm that you want to Clear Grade History, and warn you that this action is final and
cannot be undone.

Download Grade History
To Download Grade History:

1. Hover your mouse over the Reports action link and select View Grade History.
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Community

i My Places

iy Home

@ tHep =31 Logout

Content Collection

Edit Mode is: [JEIN /|[7 ]

20408 N

# Business Writing
(MEMARSH-
DE101)

1 Home Page
I. Information
1 Content
Il Discussions
1. Groups

1| Tools

1 Help

COURSE MANAGEWENT

Jun 2, 2010

# Control Panel
Content Collection

Course Tools
Evaluation
Grade Center
Full Grade Center
Assignments
Tests.

Section 001
Missing Pre-reqs
At Risk Students

Jun2, 2010

Users and Groups
Customization

Packages and
Utilities

Quick Unenroll

10:05:31 AW

10:02:22 AW

Grade History

Grade History is a tool that fracks all changes to grades within the Grade Center. When Grade History is available, it displays a table of data
detailing every grade change in the Grade center to date. The Grade History table can be sorted to show items by column name, score, or

date by clicking the column header name. The Grade History table can be filtered to display entries within a date range using Show Entries
from Past, located at the top of the table. More Help

Disable Grade History | Clear Grade History || Download I <+

98 Total Entries Show Entries from Past: 1 Day ¥ | Go

R o ] S N S C

Graup Melissa Sally Jones  Attempt Grade
Project Lockhart

Group Melissa John Atternpt Grade
Project Lockhart Adams 100.00

May 28, 2010
4:53.03 PM

May 28, 2010
45257 PM

Grading Notes Text transcript
was missing. Ifthey tum in
before midterm grades they can

rec ..
View Full Comment
Feedback to User The
assignmentwas to create a
podcast with a text ranscript.
Your podcast is

View Full Comment

Grading Notes Talk to group and
see if you can use as example in
future classes

Feedback to User Great Work

2. The Grade History page
3. Click Download.

Community

is displayed.

i My Places.

il Home

@ Heb

=3 Logout

Content Collection

3[4l Grade Center » Grade History » Download Grade History

eat ode is: XM |[7 ]

8040 8% N

# Business Writing
(MEMARSH-
DE101)

i Home Page
1 Information &

# Control Panel
Content Collection
Course Tools
Evaluation
Grade Center iw
Full Grade Center
Assignments

Tests
Section 001

Download Grade History

1 Content 1.
1 Discussions Comma-delimited files (.CSV)
T c Both are common types of data files and can b

, broups < Microsoft Excel.
1 Tools

. Delimiter Type ~1Comma @ Tab 1
1 Help

Include Comments @ Yes 7)Mo ‘_@
COURSE MANAGEMENT
28

have data items separated by commas. Tab-delimited files (XLS) have data items separated by tabs.
e opened in most editing software. XLS tab-delimited files can be opened directly in

n

Cancel

Missing Pre-reqs
At Risk Shigieqt

. The Download Grade History page is displayed.

. Select whether to Include Comments.

4
5. Select the Delimiter Type.
6
7

. Then click Submit.
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Blackboard Grade Center

i MyPlaces iy Home ¢ Hep =31 Logout

Community Content Collection System Admin

usiness r Edit Mode is: [T |

é| Download Grades

I. Home Page The data has been savedto a file. To download the file and work off line click Download to Open the file or right click and select Save As to

1 Information save the file locally.

1, content [ DownLo ||

1 Discussions . i
1, Groups <

1 Tools

t Help

COURSE MANAGEWMENT

# Control Panel
Content Collection

Course Tools
Evaluation

Grade Center

Full Grade Center

Assignments

Tests

Section 001

Missing Pre-reqs
! Risk Student =

8. The Download Grades page is displayed.
9. Click DOWNLOAD.

File Download e =

Do you want to open or save this file?

@ D Name: gc MEMARSH-DE101_history_log_2010-06-02-10-29-55.xls
= Type: Microsoft Office Excel 97-2003 Worksheet
From: bblearn.clemson.edu

open | [ save | [ cancal

@&  Whilefilesfom the Intemet can be useful, some files can potentially harm
d your computer. ff you do nottrust the source, do not open or save this file
What's the risk?

10. The File Download pop-up is displayed. Click Open to open the spreadsheet. Click Save to
download and save the spreadsheet to your local computer.

Viewing Student Survey/Test/Assignment Attempts

Assign a Grade to an Essay Question
To assign a grade to an Essay Question:

1. Inthe Grade Center, find the column for the Quiz or Test that needs to be graded.

2. Then look for the student record that has the 521 (green exclamation mark).
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i MyPlaces iy Home ¢ Hep =31 Logout

Community Content Collection System Admin

Grade Center Edit Mode is: [l |7 ]

1 Home Page

1 Information
1

1 Content

1 Discussions

é:;f] Grade Center: Full Grade Center =

In the Screen Reader mode, the table is static and grades may be entered on the Grade Details page accessed by selecting the table cell
for ihe grade. In the interactive mode of the Grade Center, grades can be typed directly in the cells. Use the arrow keys or the tab key to
navigate through the Grade Center and the Enter key to submit a grade. More Help

Create Column || Create Calculated Column % Filter  Work Offline

n

Groups
i- ool < * Move To Top  Email Sort Columns By Layout Position Order: aAscending
ools
. Grade Information Bar Last Saved:June 02, 2010 10:35 AN
1 Help
r 2
I~ | Adams John train02 70.00 Thomas Jefferson |-
COURSE MANAGEMENT
[~ Jefferson Thomas train03 100.00 Sally Jones -
# Control Panel [~ Jones Sally train0B 100.00 John Adams -
Content Collection I~ Smith Anne train0s 75.00 George Washingtor -
Course Tools [ Smith James train04 50.00 Anne Smith - L
— — — ——— m— —
(Er= =i [~ Washington George train01 90.00 James Smith 04 © I
Grade Center
ows: 0 7 T
Full Grade Center ;
Assignments > Move To Top | Email Icon Legend
Tests
Section 001 Edit Rows Displayed
Missing Pre-reqs
t Bigk Student:

3. Click the action link to the right of the L] (green exclamation mark) and select View Grade Details.

Business Writing MEMARSH-DE101

i MyPlaces fify Home (@ Help =3 Logout

Community Content Collection

Grade Center Edit Wode is: ICTH 17 ]

# Business Writing
(MEMARSH-
DE101)

i Home Page

1 Information &
II Content

Il Discussions
1. Groups

1| Tools

1 Help

COURSE MANAGEWENT

# Control Panel
Content Collection

Course Tools

Evaluation

Grade Center
Full Grade Center
Assignments
Tests.

Section 001
Missing Pre-reqs

é:-‘_’l Grade Center: Full Grade Center -

In the Screen Reader made, the table is static and grades may be entered on the Grade Details page accessed by selecting the table cell
for the grade. In the interactive mode of the Grade Center, grades can be typed directly in the cells. Use the arrow keys or the tab key to
navigate through the Grade Center and the Enter key to submit a grade. More Help

Create Calculated Column ¥ Filter  Work Offline

> | Move To Top || Email Sort Columns By: Layout Position | Order:| aAscending

Grade Information Bar  Grade Type: Grade | Points Possiole: 10 | Displayed As: Score | Visiole to Users: Yes Last Saved:June 02, 2010 10:35 AM

r [ ¥
" Adams John train02 70.00 Thomas Jefferson | -
[~ Jefferson Thomas train03 100.00 Sally Jones -
I~ Jones Sally train06 100.00 John Adams -
I~ Smith Anne train05 75.00 George Washingtor -
[~ Smith James train04 80.00 Anne Smith -
[~ Washington George train01 90.00 Jam)|
Selected Rows: 0 <
5 MoveTo Top | Email e
atempter2i0 [ o= |
Displayed

At RISk Shigent

m

4. Select the Attempt to grade.

5. The Grade Test page is displayed.
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i MyPlaces fify Home (@ Help =3 Logout

Community Content Collection System Admin

L LT CEEZIT) Grade Center 5 Edit Grade: Edit ode is: [ICTH 17 ]

4:-"| Grade Test: Midterm Exam

# Business Writing
(MEMARSH-
DE101)

1 Home Page

Enter a grade and feedback for current test attempt. Use the Save and Next and View Previousbutions to navigate through the attempts in
the queue one at atime. Ifno changes are made to the attempt, clicking save and nextwill not change the status of the attempt. The grades
are not released to students uniil all of the attempts have been graded. Click Hide User Names to grade these altempts anonymously. Click
Show User Names to display user information. More Help

{ Information

1 Content

1: Discussions Jump to._ Hide User Names
1. Groups &

i. LE:;S View Full Grade Center User George Washingten (Attempt 1 of 1) Column: Midterm Exam

Stalus:All Statuses

COURSE MANAGEWENT Cancel | Save and Exit WRUEIZENTES m

# Control Panel

Content Collection ¥ Test Information

Course Tools

Evaluation 1 out of 10 points I
Grade Center i What is the Information Technology Age? Describe and give examples.

Full Grade Center ’ Given The Information Age, alsa commonly known as the Computer Age or Information Era, is an idea that the current
Assignments Answer: age will be characterized by the ability of individuals to transfer information freely, and to have instant access to

Kknowledge that would have been difficult or impossible ta find previously. The idea is linked to the concept of a
Digital Age or Digital Revolution, and carries the ramifications of a shift fom traditional industry that the Industrial
Revolution brought through industrialization, to an economy based en the manipulation of information. Commonly
Missing Pre-regs seen as an outflow from the Space Age, on the computer micror advances of that effort,
At Risk Students with a fuzzy transition spanning from the advent of the personal camputer in the late 1970s to the [nternst reaching
a criical mass in the early 1990s, and the adaption of such technology by the public in the two decades after
1990. Since the invention of social media inthe 2000s, the Information Age has evolved into the Attention Age

Tests
Section 001

Users and Groups

Customization according to some publications

Correct [None]

Packages and Answer:

Utilities

Help ) VisualEdior is: [T |
Feedback: | Mormal ¥ 3w A - B I U #=| % £ = i i

Quick Unenroll BE =
CD‘. This is a good definition. | would have liked to see more examples.
“[Path: body

6. Enter a Score for each Essay question.
7. Enter your Response Feedback.

8. Then click Save and EXxit to save the updated test and return to the Grade Center.

Entering Grades manually in the Grade Center

On occasion faculty may have assignments that require grading outside of Blackboard. So instead of
creating an assignment in the course, they just create a column in the Grade Center and enter the score or
grade for that assignment. For example, in a class on campus, they may give pop quizzes or take
attendance. The scores for these items are entered manually as they were not created in an electronic
format in Blackboard.

To enter grades manually in the Grade Center:

1. Inthe Grade Center, find the column that requires manual grading.
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i MyPlaces iy Home ¢ Hep =31 Logout

Community Content Collection

Grade Center

Edit Mode is: [l |7 ]

Grade Center: Full Grade Center (v

In the Screen Reader made, the table is static and grades may be entered on the Grade Details page accessed by selecting the table call

1 Home Page for the grade. In the interactive mode ofthe Grade Center, grades can be typed directly in the cells. Use the arrow keys or the tab key to
1" normation navigate through the Grade Center and the Enter key to submit a grade. More Help
i} conant Create Calculated Column ¥ Fiter  Work Offne
1 Discussions L
1 Groups < . : B
I- ool * Move To Top  Email Sort Columns By Layout Position Order: aAscending
00ls
. Grade Information Bar Last Saved:June 02, 2010 10:55 AN
1 Help —
r i
e ]
[~ Adams John train02 - *— (-) 100.00%
COURSE MANAGEMENT
[~ Jefferson Thomas train03 - (-) 0.00%
# Control Panel [~ Jones Sally rain08 - (-) 100.00%
Conisat Callection I~ Smitn Anne train0s - “ 100.00%
Course Tools [ Smith James rain04 - ) 100.00%
(Er= =i [~ Washington George train01 - ) 100.00%
Grade Center — -
Selected Rows: 0 < (1] ’
Full Grade Center .
Assignments > Move To Top | Email Icon Legend
Tests.
Section 001 Edit Rows Displayed
Missing Pre-reqs
1 Bisk Shigigni

2. Click one of the cells in the column.

3. Then enter the Grade or Score and press Enter.

!

1
!
!
1
!

iaces iy Home (@ Hep =J8 Logout

Community Content Collection

Grade Center

Edit Mode is: [l |7 ]

Home Page
!
1

Content

Groups
Tools

Information &

Discussions

Help

COURSE MANAGEWMENT

# Control Panel
Content Collection

Course Tools

Evaluation
Grade Center S
Full Grade Center

Fasee
é | Grade Center: Full Grade Center =
In the Screen Reader mode, the table is static and grades may be entered on the Grade Details page accessed by selecting the table cell
for the grade. In the interactive mode of the Grade Center, grades can be typed directly in the cells. Use the arrow keys or the tab key to
navigate through the Grade Center and the Enter key to submit a grade. More Heln

Create Column || Create Calculated Column ¥

Sort Columns By: Layout Position

Filter ~ Work Offline

Order: aAscending

Last Saved:June 02, 2010 11:03 AM

* Move To Top  Email

Grade Information Bar  Grade Type: Grade | Points Possible: 10 | Displayed A3 o Users: Yes

T ]

[~ Adams John train02 ) 100.00%
[~ Jefferson Thomas train03 ) 0.00%
™ Jones Sally train06 —. ) 100.00%
I~ Smith Anne train05 ) 100.00%
I~ Smith James train04 ) 100.00%
I~ Washington George train01 ¢ 100.00%

Selected Rows: 0 ] 3

[l

Assignments “» MoveToTop | Email Icon Legend
Tests
Section 001 Edit Rows Displayed
Missing Pre-reas
! Pisk Shiden e

4. When you press Enter the cursor will automatically navigate to the next cell, if the cell is empty.

5. Otherwise, you will have to use the up or down arrow key on the keyboard or your mouse to select
the previous or next cell.

Changing a Grade

There are two ways to change a Grade. The first is to simply click on the cell in the Grade Center, enter
a new grade and then press Enter. The second is to use the Edit Grade option on the Grade Details

page.

To change a Grade from the Grade Details page:
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1.
2.
3.

4.
5.

6
-
8.
9

In the Grade Center, find the column that contains the Grade that needs to be edited.

Click the action link to the right of the current Grade.

Then select View Grade Details.
CLEMS@N

i MyPlaces iy Home ¢ Hep =31 Logout
U NI ¥YVERS I T Y

My Institution Courses Community Content Collection System Admin

CELEE TRV RETTN  Grade Center » Grade Details

Edit Mode is: [T |

é'l Grade Details

May 28, 2010 4:53:32 PM

70.00
Content Collection (Completed)

Course Tools

Jump to.__
1 Home Page
1 Information
User John Adams (train02) Column Attendance (No Category)

1 Content
1 Discussions

. Current Grade: 70.00 out of 100 points
I. Groups < Grade based on Grade of Last Attempt
1 Tools Due: Mone
1 Help

Edit | Manually Override | View Column Details ~ Grade History
COURSE MANAGEMENT
# Control Panel Clear Grade

N

Evaluation

Grade Center

Full Grade Center

Assignments

Tests

Section 001

Missing Pre-reqs
t Risk Studant:

Icon Legend

n

The Grade Details page is displayed.
Click Edit Grade.
CLEMS@®N

i MyPlaces iy Home ¢ Hep =31 Logout
U NI ¥YVERS I T Y

My Institution Courses Community Content Collection System Admin

CELEE TR RETTN  Grade Center » Grade Details

Edit Mode is: [0 |

é'] Grade Details

* Business Writing
(MEMARSH-
DE101)

1 Home Page

1 Information &
i Content

1 Discussions

Current Grade: 70.00 out of 100 points

1, Groups Grade based on Grade of Last Attempt
1 Tools Due: Mone
1 Help

Edit | Manually Override | View Column Details ~ Grade History @

Jumpto

User John Adams (train02) Column Attendance (No Category)

O

# Control Panel

JFeraing notes

Current Grade Value Feedback to User
Content Collection [10.00
Tagk this attempt as Ignored

b
Course Tools il " ||
Evaluation b abg I[
Grade Center S 1

.a]::s

Full Grade Center Cancel
Assignments
Tests
Section 001

Missing Pre-reas
{ Bisk Sfudan:

e

[l

Enter a new Grade in the Current Grade Value field.
Enter Feedback to User.
Enter Grading Notes.

Then click Save.

10. The Grade Details page will update.
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11. Click Return to Grade Center to return to the Grade Center.

Overriding a Grade

There are two ways to override a grade. The first is to simply click on the cell in the Grade Center that
already contains a Grade. Then enter a new grade and press Enter. The second is to use the Override
option on the Grade Details page.

To override a grade from the Grade Details page:

1. Inthe Grade Center, find the column that contains the Grade that needs to be edited.
2. Click the action link to the right of the current Grade.
3. Then select View Grade Details.

i MyPlaces fify Home (@ Help =3 Logout

Community Content Collection System Admin

Edit ode is: [ICTH 17 ]

%;-'| Grade Details

Jump to...
i Home Page

1 Information &
II Content

Il Discussions
1. Groups

1| Tools

1 Help

lUser George Washington (train01) Column Midterm Exam (Test)

m

Current Grade: 7.00 out of 10 points
Grade based on Grade of Last Attempt
Due: None
Calculated Grade 7.00

* Grade Attempts

COURSE MANAGEWENT

Edit | Manually Override | 'View Column Details ~ Grade History

# Control Panel

Delete Last At t Gi
Content Collection elete Last Atemp - 0

Course Tools:

Evalualion

View Altempt
7.00 Clear Attempt

Jun 2, 2010 10:56:26 AW
(Completed)
Full Grade Center Edit Grade

Grade Center i»

Missing Pre-reqs Icon Legend

4. The Grade Details page is displayed.
5. Click the Manually Override tab.
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6
7
8.
9

Courses

i MyPlaces iy Home ¢ Hep =31 Logout

Community Content Collection System Admin

CELEE TRV RETTN  Grade Center » Grade Details

Edit Mode is: [l |7 ]

# Business Writing »
(MEMARSH-
DE101)

1 Home Page

1 Information
1 Content
1 Discussions
Il Groups

1. Tools

!

Help

COURSE MANAGEWMENT

# Control Panel
Content Collection

Course Tools

Evaluation

Grade Center

Full Grade Center

Assignments

Tests

Section 001

Missing Pre-reqs
t Risk Studant:

Grade Details

User George Washington (train01)

Current Grade: 7.00 out of 10 points
Grade based on Grade of Last Attempt
Due: None

Calculated Grade 7.00

Grade Attempts 2
Edit | Manually Override | View Column Details ~ Grade History

Column Midterm Exam (Test)

7

Jumpto

n

Feedback to User

Grading Notes

Override Grade
Pt USEr fTom this item

[hdjusted by 1 point for

tllene orade curve

3

abg
4

Cancel

@

Then click Save.

Enter a new Grade in the Override Grade field.
Enter Feedback to User.
Enter Grading Notes.

10. The Grade Details page will update.
11. Click Return to Grade Center to return to the Grade Center.
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Reverting a Grade
To revert a Grade that has been overwritten to the previous Grade:

1. Inthe Grade Center, find the column that contains the Grade that needs to be edited.
2. Click the action link to the right of the current Grade.
3. Then select View Grade Details.

i MyPlaces fify Home (@ Help =3 Logout

Community Content Collection System Admin

)
[ MO D GO EIT) Grade Center » Grade Details Edit Wode is: ICTH 17 ]

%"’ Grade Details

Jump to...
i Home Page

1 Information &
1 Content

Il Discussions
1. Groups

1| Tools

1 Help

lUser George Washington (train01) Column Midterm Exam (Test)

Current Grade: 8.00 out of 10 points Original grade has been memdden

Grade based on Grade of Last Attempt ?

m

Due: None
Calculated Grade 7.00

Grade Attempts

COURSE MANAGEWENT

Edit | Manually Overide | View Column Details  Grade History

# Control Panel

Content Collection Delete Last Attempt - Go

Course Tools
Evaluation

View Attempt
; Jun 2, 2010 10:56:26 AW

Grade Center 1 (Completed) 7.00 Clear Altempt
Full Grade Center Edit Grade
Assignments
Tests
Section 001
Missing Pre-regs Icon Legend
At Bisk Student

The Grade Details page is displayed.

In the Current Grade area click Revert.
The system will display a pop-up window to verify that you want to revert the Grade.
Click Ok.

N g s
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i MyPlaces iy Home ¢ Hep =31 Logout

Community Content Collection System Admin

Edit Mode is: [l |7 ]

@ Grade Detalls
1 Home Page
1 information Jump to...
1 Content
I: Discussions ser George Washington (train01) Column Midterm Exam (Test) £
1. Groups <
1, Toois Current Grade: 7.00 out of 10 points

Grade based on Grade of Last Attempt
Due: None
Calculated Grade 7.00

COURSE MANAGEMENT Grade Attempts

1 Help

# Control Panel

Edit | Manually Override | View Column Details ~ Grade History

Content Collection

Course Tools Delete Last Attempt * Go
Evaluation

Grade Center
H View Attempt
Full Grade Center Jun 2, 2010 10:56:26 AW 7.00 Clear Attempt
(Complated) ’
Tests Edit Grade
Section 001
Missing Pre-reqs
t Bigk Student:

Assignments

8. The Grade Details page will refresh showing the original grade.

Exempting a Grade

Faculty can exempt students from any grade item in the Grade Center to take into consideration students
that transfer, add a course late, drop a course, or require other accommodations. Exempted items are not
added into any statistical or total grade calculations.

Existing grades that have been exempted are not deleted but are ignored in all total and statistical
calculations. No secondary display value is shown for items that are Exempting.

Exemptions entered for system-generated column are saved as the Override grade. Exemptions entered
for manually created columns are saved as the grade for the column when no Override grade exists.

Students can be exempted from a grade from the Grade Center or the Grade Details page. Exempted
grades display an Exempted icon in the cell. Comments can be added to any exempted grade.

There are two ways to exempt a grade. The first is to simply click on the cell in the Grade Center that
already contains a Grade. Then click the action link to the right of the current Grade and select Exempt
Grade. The second is to use the Exempt option on the Grade Details page.

To exempt a grade from the Grade Details page:
1. Inthe Grade Center, find the column that contains the Grade that needs to be exempted.
2. Click the action link to the right of the current Grade.

3. Then select View Grade Details.
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i MyPlaces iy Home ¢ Hep =31 Logout

Community Content Collection

-
T P D G2l Grade Center » Grade Details Edit Mode is: [l |7 ]

(MEMARSH-
DE101)

1 Home Page

Jumpto

1 Information
1 Content

1 Discussions

User George Washington (train01) Column Midterm Exam (Test)

Current Grade: 7.00 out of 10 points
Grade based on Grade of Last Attempt
Due: None
Calculated Grade 7.00

* Grade Attempts

n

1 Groups
1 Tools
1 Help

COURSE MANAGEWMENT

Manually Override | \View Column Details |~ Grade History

# Control Panel

Delete Last At t > G
Content Collection elete LastAttemp 0

Course Tools

S View Attempt
Jun 2, 2010 10:56:26 AM
(Completed) 7.00 Clear Attempt

Edit Grade

Grade Center

Full Grade Center

Assignments

Tests.

Section 001

Missing Pre-regs Icon Legend
! Risk Student =

4. Inthe Current Grade Value area click the Manually Override tab.

CLEMS.,.N. fi MyPlaces ffly Home (@ Help =F Logout

UN I vERGSITY

#4] My institution Courses Community Content Collection System Admin
-
N MO D TGOSt Grade Center » Grade Details £dt wode is: IETH |7 ]

é ’| Grade Details

Ji to.
1 Home Page ump to.
1 Information &

User George Washington (train01) Column Midterm Exam (Test)

1 Content

Discussions -
I- Current Grade: 7.00 out of 10 points 3
1, Groups Grade based on Grade of Last Attempt
1 Tools Due: None

. 7
1| Help Calculated Grade 7.00
Grade Attempts
COUBSE MANACEMENT Edit | Manually Override | View Column Details  Grade History ?
# Control Panel
Override Grade Feedback to User Grading Notes
Content Collection ~| |[chis user is exempt from
Course Tools ptuser from this fem b |[cbe mideerm because they [Zf L
. completed all assignments _

Evaluation . .

Grade Center 1 ’]35 sb‘;

Full Grade Center

Assignments 1 Cancel [@

Tests

Section 001

Missing Pre-reqs ( )
At Bisk Shdant: 3 -

Select the checkbox to Exempt user from this item.

. Then enter any comments regarding the exemption in the Grading Notes.
Click Save.
The Grade Details page will update.

© © N o v

Click Return to Grade Center to return to the Grade Center.
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Business Writing MEMARSH-DE101 [T Lot o3 Edit Mode is: [l |7 ]

-

Grade Center: Full Grade Center ~
In the Screen Reader mode, the table is static and grades may be entered on the Grade Details page accessed by selecting the table cell
1 Home Page for the grade. In the interactive mode ofthe Grade Center, grades can be typed directly in the cells. Use the arrow keys or the tab key to
1" normation navigate through the Grade Center and the Enter key to submit a grade. More Help
1
i} conant Create Calculated Column ¥ Fiter  Work Offne
1 Discussions L
1 Groups < . : B
I- ool * Move To Top  Email Sort Columns By Layout Position Order: aAscending
00ls
. Grade Information Bar sboaved 22010 11:28 AW
1 Help
T 7]
[~ Adams John train02 80.00 Thomas Jefferson}| -
COURSE MANAGEMENT
[~ Jefferson Thomas rain03 100.00 Sally Jones -
# Control Panel [~ Jones Sally rain08 100.00 John Adams -
Content Collection I Smith Anne rain05 75.00 George Washingtdf| -
COUSE Tosls I~ Smitn James train04 80.00 Anne Smith B
Eme [~ washingion George train01 90.00 James Smith > <=
Grade Center
Selected Rows: 0 « ey
Full Grade Center .
Assignments > Move To Top | Email Icon Legend
Tests.
Section 001 Edit Rows Displayed
Missing Pre-reqs
1 Bisk Shigigni

10. The cell in the Grade Center will now contain al] (blue crosshatch square). This is the icon to
indicate that this grade is exempt.

11. To clear and exemption, click on the action link to the right of the [] (blue crosshatch square).
Then select Clear Exemption.

Grading Student Assignments

To grade a student assignment:

1. Inthe Grade Center, find the column for the Assignment that needs to be graded.

2. Then look for the student record that has the [£2] (green exclamation mark).

CLEMS@&N

U N1 vERGSITY

@ MyPaces jiff Home @ Hep =3I Logout

My Institution Courses Community Content Collection

-
Grade Center eserios e [T 7]
é i | Grade Center: Assignments =
In the Screen Reader mode, the table is stafic and grades may be entered on the Grade Details page accessed by selecting the table cell
I Home Page for the grade. In the interactive mode of the Grade Center, grades can be typed directly in the cells. Use the arrow keys or the tab key to
Tl navigate through the Grade Center and the Enter key to submit a grade. More Help
1 Information &
1
1, Gontent Create Calculated Column ¥ Filter  Work Offine
I Discussions L
1 Groups < r
1 Too > Move ToTop | Email Sort Columns By Layout Position | Order: a Ascending
ools
| Grade Information Bar Last Saved:June 03, 2010 04:27 PM
T Help
F
[ Adams John rain02 10,00 - -
COURSE MANAGEMENT
I I~ Jefferson Thomas train03 F10.00 - a 1‘— I
# Control Panel T"Jones Sally train0 1000 -0 -
Content Collection I~ Smith Anne train05 "0.00 -6
Course Tools I~ Smith James traind4. "0.00 -6
Eisltation I~ Washington George train0 4 10.00 -
Grade Center i»
Selected Rows: 0 < I} 3
Full Grade Center H
Assignmonts > Move ToTop | Email Icon Legend
Tests
Section 001 Edit Rows Displayed
Missing Pre-reqs
At Risk Students i

3. Click the action link to the right of the l*2| (green exclamation mark) and select View Grade Details.
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Grade Center EditMode is: [IEL0 |7 ]

# Business Writi
(MEMARSH-
DE101)

$ Home Page
Il Information &
{ Content

T Discussions
Il Groups

1. Tools

t Help

COURSE MANAGEMENT

* Control Panel
Content Collection

Course Tools
Evaluation

Grade Center

Full Grade Center
Assignments
Tests

Section 001
Missing Pre-reas

é, “| Grade Center: Assignments

In the Screen Reader mode, the table is static and grades may be entered on the Grade Details page accessed by selecting the table cell
for the grade. In the interactive mode of the Grade Center, grades can be typed directly in the cells. Use the amow keys or the tab key to
navigate through the Grade Center and the Enter key to submit a grade. More Help

Create Column || Create Calculated Column ¥ Filter  Work Offline

Sort Columns By Layout Position ~ Order aAscending

Grade Information Bar  Grade Type: Grade | Points Possible: 20 | Displayed As: Score | Visible to Users: Yes

> Move ToTop  Email

Last Saved:June 03, 2010 04:27 PM

r =
[~ Adams John train02 10.00 -0 -

I Jefferson Thomas train03 F10.00 =k) [

I Jones sally train06 F0.00 -0

™ smith Anne train0s "i0.00 -6 ¢

™ smith James train04 "i0.00 - Aemetseno D <=

I~ Washington George train01 10.00 - I-

Selected Rows: 0 « [——
“ Move ToTop | Email Icon Legend

Edit Rows Displayed

il

4. Select the Attempt to grade.

5. The Grade Assignment page is displayed.

6.

@ MyPaces fiff Home @ Help

Community Content Collection

Grade Center - Edit Grade

Edit tode is: [ |2 ]

# Business Writing
(MEMARSH-
DE101)

I Home Page
Il Infarmation £
{ Content
t| Discussions
1 Groups
Il Tools
1. Help

COURSE MAHNAGEMENT

# Control Panel
Content Collection

Course Tools
Evaluation

Grade Center
Full Grade Center
Assignments
Tests

Section 001
Wissing Pre-reqs
At Risk Students

Users and Groups
Customization

Packages and
Utlities

Help

‘Quick Unenroll

éﬂ, Grade Assignment: Writing Assignment 1

Enter a grade and feedback for current assignment attempt Use the Save and Next and View Previousbuttons to navigate through the
attempts in the queue one at a time.If no changes are made to the attempt, clicking save and next will not change the status of the attempt.
The grades are not released to students until all of the attempis have been graded. Click Hide User Names to grade these attempts
anonymously. Click Show User Names to display user information. More Help

Jumpto.. Hide User Names

Pl aes Ea Al View Assignments  User Thomas Jefferson(Attempt 1 of 1) Column: Writing Assignment 1
StatusAll Statuses

¥ Assignment Information

Indicates a required field

Cancel SaveasDrat  Save and Exit EXTs

e
Attempt #1 ( You are reviewing this attempt

2.
Submission Afttached is my writing assignment.
Attached Files Newsl|stter2009.dog H’D
Comments

3.

Grade outof 20 +®

Feedbackto User This document turned out great. I like the styles vou chose. They =
follow the guidelines well.

b

=
Attach File k3)-* Browse My Computer Browse Course Files

In the Review Current Attempt area, click the links for the Attached Files to download the
document submitted for the selected assignment.
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7. Inthe Grade Current Attempt area, enter the Grade.
8. Enter Feedback to User.

9. Click Browse My Computer. Select any files that contain information that needs to be shared with
the student. This can be the student’s document with markups or a copy of the rubric with notes
attached.

CLEMS""’N @ MyPaces fiff Home @ Hep =3I Logout

U N1 VERSTTY

Ea| My institution Courses Community Content Collection System Admin

Tties s o
Help
Grade

outof 20

Quick Unenroll Feedback to User This documen © turned out great. I like the styles you chose. They
ollo h idelines well.

e
Attach File Browse hly Computer | Browse Course Files
4.
Grading Notes
=
Attach File Browse by Computer | Browse Course Files

1

5.
Click Save as Draft to save changes and continue working later. Click Submytio Lk Cancel o quit without 5aving changes.

10. In the Instructor Notes area, enter Notes. These are notes that only the instructor can see.
11. Then click Save and Exit.

CLEMS'-"O . & MyPaces iy Home @ Hep =38 Logout

U N 1 vERSITY

B4  Myinstitution Courses Community Content Collection System Admin

-
Business Writing MEMARSH-DE101 PR AT Edt vode is: [IETH - |[? ]

Attempt by train03 is successfully edited ]

%:”"| Grade Center: Assignments v

{ Home Page

In the Screen Reader mode, the table is stalic and grades may be entered on the Grade Details page accessed by selecting the table cell
for the grade. In the interactive mode of the Grade Center, grades can be typed directly in the cells. Use the arrow keys or the tab key to

T Information &

1, Content navigate through the Grade Center and the Enter key to submit a grade. More Help
I Discussions L
1 Grouns " Create Calculated Column ¥ Filter  Work Offine 3
1 Tools
1 Help ~»  Move To Top | Email Sort Columns By: Layout Position ~ Order. aAscending
Grade Information Bar Last Saved:June 03, 2010 05:08 P
COURSE MAHNAGEMENT |
[~ Adams John train02 "10.00 -
# Control Panel e

o ieTroie [~ Jefferson Thomas train03 V‘m 00 -

— [~ Jones sally train06 V‘m 00 -

T I~ smith Anng train0s 10.00 -

L3

T I~ smith James train04 10.00 -

Full Grade Center [~ Washington George train01 10.00 -

Assignments Selected Rows. 0 ‘ " v

Tests :

Section 001 % Move ToTop | Email Icon Legend

Missing Pre-reas

At Risk Students Edit Rows Displaved h

12. The Grade Center is updated to reflect the student’s grade.

NOTE: All attempts must be graded, or additional attempts must be removed in order for the
grade to appear in the Grade Center. Depending on Column settings, either the First Attempt,
Last Attempt, Lowest Grade, Highest Grade, or Average Grade will be displayed.
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Clearing Survey/Test/Assignment Attempts

Clear Attempts for all Users
To clear attempts for all users:

1. Inthe Grade Center, find the column for which to clear attempts for all users.

2. Click the action link to the right of the column name.
CLEMS*N @ MyPaces iy Home @ Heip =FI Logout

U N1 VERSTY

B3| Myinstitution Courses Community Content Collection System Admin
Business Writing MEMARSH-DE101 [l Yo ) eatnode is: [IET0 |7 |
n [<BRrS

%:”"| Grade Center: Assignments v

(MEMARSH-
DE101)
t Home Fage

In the Screen Reader mode, the table is stalic and grades may be entered on the Grade Details page accessed by selecting the table cell
for the grade. In the interactive mode of the Grade Center, grades can be typed directly in the cells. Use the arow keys or the tab key to
navigate through the Grade Center and the Enter key to submit a grade. More Help

Create Column || Create Calculated Column ¥ Filter  Work Offiine

< ~% Move To Top  Email Sort Columns By. Layout Position Order. & Ascending

T Information g
1 Content
Discussions

m

Groups

t
)
T Tools
I. el Grade Information Bar Last Saved:June 03, 2010 05:08 PM
Elp

=
[~ Adams John train02 "10.00
COURSE MANAGEMENT "
[T Jefferson Thomas train03 10.00
# Control Panel [~ Jones sally train06 "10.00
el EE EEED I~ smith Anne train0s "0.00
BIUsr s I~ smith James train04 "10.00
e [~ washington George train0 1 10.00
Grade Center i L
L3 =

Selected Rows: 0 «
Full Grade Center :

3 | Move To Top | Email  Legend

Assignments
Tests i
Section 001 i it Rows Displayed

Wissing Pre-reqs

At Risk Students —»

Users and Groups
Customization

Packages and
Utlities

Help

3. Select Clear Attempts for All Users.

@® Attempts By Criteria

Last Attempt

ots Between D

napat I [E]

4. Select whether to clear a specific attempt or to clear attempts by a date range.

a. Click the first radio button. Then select the attempt to remove or clear from the available drop
down list.

e Last Attempt — will remove the score for the last scored submission.
e First Attempt — will remove the score for the first scored submission.

e Lowest Scored Attempt — will remove the score for the lowest scored attempt.
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7.
8.

e Highest Scored Attempt — will remove the score for the highest scored attempt.
e All Attempts — will remove all submitted and scored attempts.

b. Click Attempts Between Dates. Then select a Start Date and an End Date. All attempts
submitted or scored during the selected date range will be removed.

Then click Submit.

The system will display a pop-up window to verify that you want to continue. The actions are final
and cannot be undone.

Click OK.
The Grade Center updates and displays the updated column.

Clearing a Student Attempt
To clear a specific Student Attempt:

1.

In the Grade Center, find the column for the attempt that needs to be cleared. This could be for an
assignment or a quiz or test.

2. Then look for the student record.

CLEMS & MyPaces ifff Home €@ Help =3 Logout Screen Reader Support
&N

UN I VERSITY

21 MyCLEmson Courses Workgroups Content Collection Employees Portal Admin System Admin Clemson Resources

RN e qr] Evaluation > Grade Center et Moce: T [[7]

Grade Center

~ DE_102 (Technical .
Writing)

Home Page Inthe screen reader view, the table is static and grades may be entered on the Grade Details page accessed by selecting the table cell for the grade. In the

interactive view of the Grade Center, grades can be typed directly in the cells. Use the arrow keys or the tab key to navigate through the Grade Center and the Enter
key to submit a grade

Create Column Create Calculated Column ¥

Current View. Full Grade Center Set as Default Sort Columns By.  Layout Position Order:  aAscending

Information
Module 1

Groups
.
Tools

T I

1
I
1
I. Discussions
.
1
1

.
L Help Grade Information Bar
COURSE MANAGEMENT Move To Top | Email Icon Legend
=
I~ train02 Adams John 8.00
[~ train08 Adams Johnq 10.00
Evalua [ ftrain03 Jefferson Thomas 9.00 W
Early Warning System [~ train04 Madison James 7.00
S:f‘li;::zm"mm I train0s Wonroe James 8.00
I~ train30 train30 train30 9.00 ‘-—
[~ traind1 Washington George 10.00
Selecied Rows: 0 il

. b

3. Click the action link to the right of the students score, or the l=2] (green exclamation mark).
4. Select View Grade Details.

5. The Grade Details page is displayed.
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8.
9.

@ MyPaces fiff Home @ Hep =3I Logout

Community Content Collection System Admin
-
conoss o I 17
g, .
:j,_] Grade Details
Jumpto__.
1 Home Page
T Information g
User John Adams (train02 Column Quiz 1 (Quizzes
{ Content ( ) ' @ )
1 Discussions
1 Current Grade: 20.00 out of 20 points =
1. Groups Grade based on Grade of Last Attempt
t Tools Due: Mone
I. Help Calculated Grade 20.00
Grade Attempts
CHURSE MR CEWENY, Edit | Manually Override  View Column Details ~ Grade History
* Control Panel
-
Content Collection Delete LastAttempt Go
Course Tools
Ee a5 View Attempt
4 Jun 3, 2010 5:25:27 PI
Grade Cente H g
rade Center : ‘Completed) 20.00 — Clear Attempt
Ful Grade Center on Grage
Assignments
Tests.
Section 001
Missing Pre-reas Icon Legend
At Risk Students h

Click Clear Attempt.

The system will display a pop-up window to verify that you want to delete the attempt. That the
actions are final and cannot be undone.

Click OK.
The Grade Details page is updated and the selected attempt has been removed.

Downloading Assignments
To download all student assignments from the Grade Center:

1.

In the Grade Center, find the column for the attempt that Assignment that needs to be downloaded.
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@ MyPaces fiff Home @ Hep =3I Logout

Community Content Collection System Admin

Grade Center Edit Mode is: [ |2 ]

* Business Writing
(MEMARSH-
DE101)

1 Home Page

é,; Grade Center: Full Grade Center

In the Screen Reader mode, the table is static and grades may be entered on the Grade Details page accessed by selecting the table cell
for the grade. In the interactive mode of the Grade Center, grades can be typed directly in the cells. Use the arrow keys or the tab key to
navigate through the Grade Center and the Enter key to submit a grade. More Heln

Create Column || Create Calculated Column % Filter  Work Offline

T Information g
t Content

T Discussions

Groups
i- To01 < > Move ToTop  Email Sont Columns By Layout Position Order: & Ascending
ools
. Grade Information Bar Last Saved:lune 03, 2010 05:32 PH
1 Help
L ]
[~ Adams John train02 Thomas Jefferson
COURSE MANAGEMENT
[~ Jefferson Thomas train03 Sally Jones
 Control Panel I~ Jones Sally train06 John Adams
CriETiEE FET I Smith Anne train05 George Washingtor
Criee s I smith James train04 ~' Anne Smith
e [~ Washington George train01 James Smith
Grade Center
Selectzd Rows: 0 «
Full Grade Center 5 —.
Assignments =% Move ToTop | Email
Tests.
Section 001

Missing Pre-reas
At Risk Students
Users and Groups > Hide Column

Customization

Packages and
Utilities

Help

Quick Unenroll

2. Click the action link to the right of the column name.

3. Select Assignment File Download.

fili Home @ Hep

Community Content Collection System Admin

Edit Mode is: [IEL0 |7 ]

 Business Writing Download Assignment: Writing Assignment 1
(MEMARSH-
DE101)

T Home Page Download and view student assignment submissions by selecting one or more Usemames and clicking Submit. Selectad Assignments

| are packaged as a ZIP file. Click the link to save the file to a local drive.
T Information g
{ Content

T Discussions

1

I Groups < 1
Tools
3 O Select Ungraded
1 Help i b
Smith, James Mot Available
Jones, Sally Not Available
COMRSE MARRCEBENT, Jefferson, Thomas Not Available
. Thursday, June 3, 2010 "
# Control Panel Smith, Anne 53938 g‘M EDT . Needs Grading
CrliziiCe £ErE Adams, John Mot Available
Course Tools
" Thursday, June 3, 2010 N L
¥ ] )
o Washington, George 5-32:24 PN EDT Needs Grading
Grade Center 2
Ful Grade Center
Assignments 2.
Tests.
Section 001 Cancel

Missing Pre-reas
At Risk Students

4. The Download Assignment page is displayed.
5. Select the user’s assignments that should be included in the download.
6. Then click Submit.
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7.

CLEMS@N

ER S T TV

@ MyPaces iy Home

Community Content Collection

Download Assit

@ tep =3I Logout

System Admin

TR 1

Edit Mode is: [IEL0 |

§ Home Page
Il Infarmation £
{ Content
T Discussions
Il Groups
1. Tools
t Help

COURSE MANAGEMENT

* Control Panel
Content Collection

Course Tools
Evaluation
Grade Center
Full Grade Center
Assignments
Tests

Section 001
Missing Pre-reas

At Risk Students

Download Assignment: Writing Assignment 1

The assignments have been uackag* Download now. (7154 KB
Thursday, June 3, 2010 5:37:23 PM Ell

T

1

Click the Download assignments now link.

Note: Each students submission included in the .ZIP file automatically includes the following
items in the filename: The assignment name, the username of the person who submitted the
assignment, and the original filename of the file the student attached. If students also added

comments, you will also find a related txt file that contains those comments.
8. Thefileisa .ZIP file. You will need WINRAR or WINZIP to Open the .ZIP file.

9. You can also click Save and browse for a place on your local computer to place the .ZIP file.
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