
 

Managing the Grade Book 

The Grade Book allows you to manage members of the section. 

ü Grades:  Allows you to create and manage grade-related data in a spreadsheet column format for all students.  

You can use calculated columns to determine grades and set one column as a mid-term grade and one column 

as a final grade. Any course assessments or assignments automatically are graded as column. You can determine 

which columns are released to students in the My Grades tool on CourseDen. 

ü Members: Allows you to enroll and manage CourseDen users as members in the section. You can add 

descriptive text or numerical columns to better describe members, such as previous experience, or knowledge 

of different languages. 

ü View All:  Allows you to view all the columns that are defined and available from both Grades and Members.  

This allows you to view all the member information at once 

ü Custom View: All columns are initially available in this view, but you can hide certain columns to create a view 

that list only those data columns that you want to see. 

ü SCORM Grades: The SCORM grades tab allows you to view grades from graduate SCORM modules in your 

section 

To Access the Grade Book 

1. Click the Teach Tab, and then click the Tool View Sub-tab 

2. Then click the Grade Book Link 

 

Viewing the Grade Book 

To View Members: 

From the Grade Book screen, Click the Members Button at the top of the screen 

 

 

 



 

 

To View Grades: 

From the Grade Book screen, click the View All Button at the top of the screen 

 

 

To View Members and All Grades: 

From the Grade Book screen, click the View All Button at the top of the screen. 

 

 

People Links 

People links are drop down menus that open up after clicking the drop down arrow next to a student name. People links 

appear in areas of CourseDen such as the Grade Book and discussions.  People links can provide immediate access to a 

sǘǳŘŜƴǘΩǎ ǇŜǊŦƻǊƳŀƴŎŜ and can give the ability to send Mail to the student from within tools other than the Mail tool 

among other items. 



 

Managing Members 

 

To Grant or Deny Members Access: 

1. From the Grade Book screen, click the Members Button at the top of the screen. 

2. Next to ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƭŀǎǘ ƴŀƳŜΣ Ŏheck the checkbox 

3. Then click the Grant Access button    or Deny Access button   at the 

bottom 

 

To Remove a Member: 

1. bŜȄǘ ǘƻ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƭŀǎǘ ƴŀƳŜΣ ŎƘŜŎƪ ǘƘŜ ŎƘŜŎƪōƻȄ 

2. Then click the Unenroll button  

 

To Send a Member Mail: 

1. From ǘƘŜ DǊŀŘŜ .ƻƻƪ ǎŎǊŜŜƴΣ ŎƭƛŎƪ ǘƘŜ ŘǊƻǇ Řƻǿƴ ƭƛǎǘ ŀǊǊƻǿ ƴŜȄǘ ǘƻ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƴŀƳŜ 

2. Then click Send Mail 

 

 

 

 

 

 



 

 

To View a Performance Report: 

1. CǊƻƳ ǘƘŜ DǊŀŘŜ .ƻƻƪ ǎŎǊŜŜƴΣ ŎƭƛŎƪ ǘƘŜ ŘǊƻǇ Řƻǿƴ ƭƛǎǘ ŀǊǊƻǿ ƴŜȄǘ ǘƻ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƴŀƳŜ 

2. The click View Performance Report 

 

 

To Add a Member 

1. From the Grade Book screen, click the Enroll Members button at the top of the screen  

2. In the Username box, enter the memberΩs user name. Then click the appropriate Assign roles 

3. Click Enroll and the student should appear below. 

4. Once finished entering additions, click Save. 

 

 

 

 

 



 

 

Managing the Grade Book 

 
Creating Columns 

 

To Create an Alphanumeric Column: 

1. From the Grade Book screen, click the Create Column at the top of the screen  

2. From the Create Column drop down list located at the top left of the screen, select appropriate column 

type [Alphanumeric, Calculated, Letter Grade, Numeric, etc]  

 

3. In the Column Label box, enter a name for the column. 

4. If you wish to have this column available to students via the My Grades tool, then select the Released to 

Student check box, if necessary 

5. Click Save 

 



 

Editing Columns 

To Edit a Formula in a Calculated Column: 

1. Locate the calculated column in the grade book 

2. Next to the column label, click the drop down list arrow  

3. Then click the Edit Column formula button  

 

4. Write out your formula on paper, exactly as you want to enter it, complete with mathematical operators, nested 

arguments within parenthesis, references to other data columns, and any of the available functions. This 

formula creator is best suited for entering a formula all at once.  The only editing function available is to άundoέ 

the last item you entered or to clear the entire formula.  You cannot move back and forth between variables in 

the formula.  Consequently, it is easiest to have the formula written out exactly as you want to enter it.) 

5. To insert a function, click any of the function buttons.  Functions can only be inserted following an operation or 

left parenthesis. Each function is entered in this syntax: FUNCTION [argument1, argument2, etc]. You can add 

the following four functions to you formula: 

 SUM:  returns the sum of the arguments within the SUM function braces   

 MAX:  returns the maximum value of the arguments within the MAX function braces. 

 MIN:  returns the minimum value of the arguments within the MIN function braces  

 AVG:   returns the average value of the arguments within the AVG function braces. 

To enter a function: At a valid point in the formula, click the function button.  The function name and its left 

brace are inserted.  Enter the functionΩs first argument. To enter a column name, select the individual column 

title listed below. You could also create a mathematical operation as one of the functionΩs arguments.  To enter 

another argument (grade book column), click Enter Another Value.  A comma is inserted, and you can select 

another value. 

 

 


