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4 Grade Center Spreadsheet

The npreadshest in the canter of the Grade Canter page s whers grades are en-
tered and caiculsted, Each studont in the claes has a unique row and every Grade
Canter it heg its own column. Same columns are Calculated Grade Columne.
Each column can be hidden using the Contextual Menu in the column header;
only the Last Name column cannot be hidden

The column af checkboxes thal begns each row can ba used to select spectic
students o send Emails.
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Other Grade Center spreadshoet foatures

Grade Information Bar: Displeys coil specific
information outside of the table, including Grade
Type, Points Possible and Grade Sormat.

lcon Legend: Convensnt defnitions of the wons
usad in the Grada Ceanter,
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Task What You Need to Know Steps to Accomplish
Enter or Manual Grades: You can enter or change grades maauslly on the Enter or Change s Grade From the Spreadsheet:
Change Gﬂ:hConWﬁpoadshool.m - 1. Click cell an the Grade Center spreadshest,
a Grade Automatic Grades: Some grades arg automatically added to orade grade
Grade Center from work generated n other areas of the Blackbosrd £ E"Z:.’?w RN NS )
Leaming System, such an Assessments, Assignments, and Discus-
sion Board threads. Eacly gradable item that is croated in another Anothar grade can be entered while the grade in
area of the course sutomatically generstes a Grade Contor column, N0 Pravious coll is boing esved.
Automatically entered grades can be chenged manually once inthe  Change a Grade From the Grade Details Page:
Grado Center. 1. Click the Action Link in thes grade cell
All changes are racordad in the Grade Mistory. 2. Salect Grade Details
3. Click Override and enter n new grade
Deleto a Changes the Grade Value to Null (-) and dedates the grode and ofl 1. Click grade in the Grade Center spreadshest,
Grade associsted comments and sltempts, 2 Press Backspace or Delets and then Enter.
Drop a You can exclude a grade from all eadculations by Exempting b, Ex. Exempting a Single Grade:
Grade ermpted grades can be Revertad from the Grade Details page of from  Click the Action Link In the grade call and select
the Grade Center spreadsheet. Exempt Grade,
You can drop a grade by uting & Weighted Column to automatically  Dyopping Grades Automatically:
drop the lowest grade out of a particular Category, such as the low- You can set 8 Calculated Column 1o sutomatically
est grode on Woekly Quizzes. drop any number of lowest or highest grades.
You must creste Categones in order to drop grades sutomaticelly, After sekecting the Col and Catagories, Ontor
a numbar in Drop Highest or Drop Lowest fislds
Edit or You can change the Grade Vialuo tor an mdividund attompt Click Modity Attempt on the Grade Details page 1o
Erssean  You can change the Grade Value to Null for a specific attempt. The  Edit the attempl.
Attempt othor attempts are unaffectad, and the lates! attempt becomes the Click Clear Attempt on the Grade Detoils page to
Current Grade. This & usaful If 2 Studomt bagan a tast and wes et Ergee un attempt
rupted and unable 1o complots . Clowing the attempt allows the
Student to taka the test sgain without having the mterruption count.
Undo an Yous can undo an Ovarrida by Reverting a grade. The Revert function  Click Revert on the Grade Datds page. Click OK
Override only works for grades that have been Overridden. whes) the wisriing Mossage dpPeaTs.
Create Grade Colurmns reprasent gradable tema such as tests and papers. 1. Click Add Grade Column.
a Grade You can manually create Columng n the Grade Centar or nutomstl. 2_Enter a Celumn Name and Paints Possiblo.
Column  cally generate them from outside of Grada Center. 3. Enter & Dus Date
Tha Column Name & imited 1o 15 character. 4. Click Submit
Croate » Weighting grades s done by adding » Weighted Grade Column. You 1. Click Add Caleulated Column,
Weighted  can select soma or all of the other colymas to includa In the weighting 2 Saleat Waighted.
G i:r with & Weighted Grade Co ™ 3. Enter a Column Name.
naw COUrses Come a it famin, s does Sel Cal Juch
not imit you to ene Weighted Grade column. You can create seversl A + me and Categerion 10 ¢
Weighted Grade Columns and 1e them in other Calculated Columns 5 Set the percentage of the total for sach Column
(e another Weighted Grade column). O category.
6. Chck Submit.
Edit or You can modify Column propartias or defete a column, ncluding ol of 1, Click the Action Link in the Column header.
Deletea  its grades and assocktions. 2. Solect Modify Column or Remove Column,
Colurmn Dolating » Colunm 2 a final sction and cannot be undone 3. Click OK on the warming measage.
Group You can croato Categones to organize the Grade Conter and run ro- 1, Chck Manage and select Categories.
Grado parts on specific fypes of grades. Default categories Include Assign 2, Click Add Categary.
Columns  ment, Discussion, Survey, and Tast, 3. Enter o Name and Description,
Into Grada Center tems that are not assigned n Category upon creation 4 ey u g b o
Categoties e putomatically asagned to No Category. *

Creste Catogarios bafore croating Grade Camer ltems.
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Task Steps in Old Gradebook  Steps in New Grade Center
Add a Column Chck Add Item on the Action Bar.  Click Add Grade Calumn on the Action Bar.
Weight Grades 1. Chck Weight Grades onthe  Easy: Advanced.
action bar 1. Open tha Add Calculated You can create Wek
2. Use Waight by Category or Column contaxtual meny on the  Columns that only calouliate
Waeight by ltem. Actan Bar. tha weight for a set of columns
3. Enter peraentages for all 2 Salect Welghted Column. or categodas, Thaee Weaighted
cotegores or for slitems. 3 Salact all the cohumns and CORMIG Rt 100 B UL
calculate another Weighted
catagorkes and clck the smow 10 Go)mn or Total Column fo o=t
odd all columns to the Selected the final grade
Columns aroa ;
4. Enter a percentage for cach.
This calculotes the total grade
using the weighis sat hare.
Print the Grade 1. Cick Downlood Grades from  Spreadsheet view: Report Card view:
Conter the Actian bar 1. Open the Managoe contextunt 1. Chick Reports from the
2. Downlond the and menu from the Action: Bar, Action Bar,
open in Microsoll Excel. 2. Chick Downioad. 2. Croats a roport snd viow it.
3. Formal tho data and print. 3. Download the report sndopan . 3. Select Print.
n Excal,
4 Format tha data and pont
Enter a Grade 1. Chck call in the spreadshest Enter n grade n the cell and press ENTER. The next cell bacomes aclive.
2‘;:::“70""9‘9’ NOTE: You can enter & grade whsle the previous oel is beng seved
2. Enter the Grada.
Change a Grade 1. Chck cell in the spreadshest Click the Grada In the spreadsheetl.
The Modify Grade page 2. Entor now Grade,
appeors, ;
2. Enter now grade in the Grade 3 il
field and click Submit.
Delete a Grade 1. Chck cell in the spreadsheet. 1. Clck the grade in the spraadsheet,
The Modify Grade page 2. Press DELETE or BACKSPACE,
appears,
2. Cick 3. Proas ENTER,
Drop the Lowest Easy Advanced
Grade

1. Highiight the ced for o grade,
2. Cick tha double arrow to opan
the contextual menu for the

grade.

3 Cick Exempl Grade.

1, Create a Category. for
example. Weekly Quizres,

2. Create a Welghted Column
for Woekly Quizzee that
uses th Weokly Quizzes
category and not the
Indrdciusl columns. An option
sppears to exchude the
highest or fowest grades.

3. Enter a1 the Lowest field
to drop the kowest grade in
the category.




Bb Getting Started with the Grade Center > Advanced Features

Calculated A Calcufated Column gathars data from midtiple Grade Center columns and performs a calculation 1o bttin

Columns porformance rovults, such as an average grada for o et of assignmants. In tum, data from multiple Calculated
Columns can be gatherod 1o creato a compooite Calculated Column, New Courses and Restorod Courses contain
two Calsulated columns by default: a Total Points column and a Wieighted Grade column. The Caloulnted Columns
wetilable are: Weighted Grde. Average, Total, and Minimum/Maxiram:

Categories A Grade Center Categoty & a clussificabon for columns, For instance, Homewark, Test, or Quiz are possible
Calngornies, Categories may also be used (o create Smart Views comprised of columns sssociated with specibc
Categones. Categories can be used with Grade Centar columnz such as Wewghted Grade Colurmn. Tozal Points
Column, or Average Grade Column.

Download Grade Center data con be downloadad as & delimited (saparated) il and used in othar spplications such as Mi-
Groade Center crosoll Excel. cthar spreadsheat or statistical analysls programs, Instructors can sekect specific datys to download,
of downlced the complate Grado Centor data set.

Froeozing Grade Center columns can ba frozen in pleco 20 they do not move while scrolling through the other data. The col-

Columns umna containing students’ firt and last sames are frozen by defoult, This festure can be used to easdy match up
mdividual students with their data across the length of the Grade Center. Freere and unfreeze any of the columna
through the Organize Grade Center pape.

Grade Center The Gradle Conter cen show vanous statistical information related to columns and Students, Column Statistics
Statistica ce=plays statistics for 8 Grade ltom. such as average, madian. and standord deviation,

Grade History The Grade History in the Grade Center records all of the changes thet occour to grades within & Coursa. The Grade
History poge daploys all the data for grade submisaions within 2 set date range. It ia possible to manipulate the
view and export the information.

Grading Period  Grading Penods are time segments that can help mansge the Grade Center. Geading Penods can be defined as
Terms. Samesters. Quartars, or Years, and can have date ranges that further define them. Instructora can filter the
Geade Conter by Grading Pencd to display only the relevant columns in the segment. Grading Pencds can aiso be
used to: view the performance of studants in a cartain Grading Pariad, create a Repent that displays the perfor-
mance for & Grading Parod. and caleulate a Grade column for a Grading Pariod

Grading Schema A Grading Schema Is » mapping of parcentage ranges o spaciic grade dsplays, For example, & student’s raw
numaric score on & que that has 100 possible pants & an 838, In a Grading Schama in which a percentage of 87.5
1o B9.5 equals 2 B+, this score reaults in o Be. if the grade disploy Letter option is chosen. the B+ wil display 1o
the Student.

Hide Columns Hidng a column from displaying saves all exssting information associated with the column, but prevents it from bo.
ng soen within the Grade Centor. Mding columns that sre not currently being vaed reduces the length of the grid,
reducing the need for acroling.

Upload Grade Grades can be created offdne and then uploaded to the Grade Center. Grades that were created In ancther grade

Center Columns  Systom can nlso be uploaded for nclugion in the Grade Centar. The deta in the file must be synchronized to the
Grade Canter datis by using uniqus indentifiers for ssch student (Usse Name) and ssch Grade Cariter colurmn
(Column 1D numbes), Column D numbers ae g led by the system and should not be changed or remavad.

Reports Printable Reports, like a progress report. are avallable by clicking Reporta on the Aation Bar and defining the
repoct daty, Feports print the dote for one Student per page. Reports cin dsplay o or a number of Students o
Oroups; Grade Columns or Caleulated Columns: 2 Grading Parlod: or all of the columns In a Category. Reports
can be customized in a variety of ways, including Report haader and foatar nformation. Reports can also inchide a
signatws lne, dete, Course Information, and mary other data elements,

Smart Views Smart Views are specfic views of thi Grade Centar brasad on & vanety of criteefa. Once croated and saved, Smart
Views become on tem on the Current View dop-down menu of the Grade Center page. Users can toggle back
and forth botwoen the Full Grade Center view. Smart Views, and Grading Periods. Any Smart View can be saved
as the default view of the Grade Centar,
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