Managing the Graddook

TheGrade Boolallows you to manage members of the section.

i

Grades: Allows you to create and manage gragdated data in a spreadsheet column format for all students.
You can use calculated columns to determine grades and set one column asermgtade and one column

as a final grade. Any course assessments orrasgigts automatically are graded as column. You can determine
which columns are released to students in g Gradestool on CourseDen.

Members:Allows you to enroll and manage CourseDen users as members in the section. You can add
descriptivetext or numeical columns to better describe members, such as previous experience, or knowledge
of different languages.

View All: Allows you to view all the columns that are defined and available from Go#ldes andvlembers.

This allows you to view all the membeformation at once

Custom ViewAll 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.

SCORM Grade$he SCORM grades tab allows you to view gradesgraduate SCORM modules in your

section

To Access the Grade Book

1.
2.

Click theTeach Tapand then click th& ool View Sukiab
Then click th&srade Book Link

Viewing the GradeBook

To View Members:

From the Grad&ook screen, Click thelembers Buttonat the topof the screen
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To ViewGrades:
From the Grade Book screen, click #iew All Buttonat the top of the screen
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To View Members and All Grades:
From the Grade Book screen, click Wiew All Buttonat the top of the screen.
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People Links

People links are drop down menus that open up after clicking the drop down arrow next to a student name. People link
appear in areas of CourseDen such as the Grade Book and discussions. People links can provide immediate access t
sidzZRSyYy (1 Qa ki bER givedné abildySto send Mail to the student from within tools other than the Mail tool
among other items.



Managing Members

To Grant or Deny Members Access

From the Grade Book screen, click Members Buttonat the top of the screen.

Next toli K S

Then click tk Grant Accesbutton
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To Remove a Member:

1.
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2. Then click thaJnenroll button L Ynenrall]

To Send a Member Mail:
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2. Then clickSend Mail
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To View a Performance Report:

1. CNRY GKS DNIRS .221 aONBSys OtA0O1 GKS RNRLI R2gY
2. The clickvView PerformanceReport
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To Add a Member

From the Grade Book screen, click &@roll Membersbutton at the top of the screen

In the Username box, enter the memli&@&user name. Then click the appropridtssign roés
ClickEnrolland the student should appear below.

Once finishd entering additions, cliclsave
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Managing the Grade Book

Creating Columns

To Createan Alphanumeric Column:
1. From the Grade Book screen, click theeate Columrat the top of the screen
2. From theCreate Glumn drop down list located at the tofeft of the screen, dect appropriatecolumn
type [Alphanumeri¢CalculatedLetter Grade, Numeric, etc]

d Teach de

Your location: Grade Book

Grade Book 1

Create Column {| Enroll Members || Import from Spreadsheet || Reorder Columns |
slphanumeric [Brs | View All | Custom view | SCORM Grades

\ Calculated Ig '~ First Name ¥ UserID ~ Role | £ Midterm < Fi ~ Release Cot % Final Unit Q
b Alphanumeric Alphanumeric Alphanumeric Numeric umeri Numeric Numeric
Letter grade [ | (out of 100) | (out of 100) (out of 100)

‘DE jbushinadmin  |Section Designe |

Numeric

Selection list |
Text Dedsst bhendreadmin | Section Designe

Grading Form |Dema webct_demo_7 | Student |95.00

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

4. If you wish to have this column available to stutienia theMy Gradegool, then seéct theReleased to
Studentcheck box, ihecessary

5. Clicksave

Build Teach Student View

¢ Your location: Grade Book » Create Column

Alphanumeric Column

Column Settings
* Column label: ||

Alignment: (Left ]

Grade-related colurmn

If selected, the column will appear on the Grades tab.
Released to Student

If Grade-related column and Released to Student are selected,
this column will appear to Students in their My Grades tool.
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L Save ] [ Cancel ]
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* Required field
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Editing Columns

ToEdit a Formula in a Calculatedl@nn:

1. Locate the calculated column in the grade book
2. Next to the column label, click the drop down list arrow
3. Then click thé&edt Column formula button

4. Write out your formula on paper, exactly as you want to enter it, complete with mathematical operators, nested
arguments within parenthesiseferencego other data columns, and any of the available functioliss
formula creator is best stgid for entering a formula all at onc& he only editing function available isdondog
the last item you entered or to clear the entire formulgou cannot move back and forth between vakéshin
the formula. ©nsequently, it is easiest to have the formula written entactly as you want to enter it.)
5. Toinsert 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: HURIKE [argumentl, argument2, et¢fou can add
the following four functions to you formula:
e SUM: returns the sum of the arguments within the SUM function braces
e MAX: returns the maximum value @he arguments within the MAX function braces.
e MIN: returns theminimum value of the arguments within the MIN function braces
e AVG: returns the average valuef the arguments withinhe AVGunction 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 functi@rfirst argument. To entea column name, select the individucolumn

title listed below. ¥u could also create mathematical operatioras one of the functio® arguments. To enter
anotherargument(grade book colum) clickEnter Another Value.A comma isnserted and you carselect
another value.



