Creating a Weighted Grade
To create a Weighted Grade column in the Grade Center, follow these steps from the Grade Center View Spreadsheet: 
· Move the cursor over the Add Calculated Column icon in the Action Bar of the Grade Center

· Select Weighted from the Action Link menu

· Enter a Column Name. A required field, Column Name is a formal name for the Item, and is displayed in the Grade Center if no Grade Center Display Name is entered. This field will only display the first 15 characters in the column header

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

· Enter a Description. A description will help Instructors and other graders identify the Column

· Select a Primary Display option from the drop-down menu. The format chosen is the primary or only (if no Secondary Display is selected) format displayed for this Weighted Grade Item in the Grade Center

· Select a Secondary Display from the drop-down menu. This selection displays the secondary format for this Weighted Grade column in the Grade Center. The Secondary Display is denoted by parentheses

· Select a Grading Period from the drop-down menu. This will designate to what Grading Period the column is associated

· Select the items to be included in the Weighted Grade Column, and enter the percentages for each column or Category to be included in the Weighted Grade

· Columns to select – A list of all columns in the Grade Center. Select the Column and click the arrow to add it to the Weighted Grade column

· Categories to Select – A list of all Categories in the Grade Center. Select the category and click the arrow to add it to the Weighted Grade column
· After all columns and Categories have been selected, enter the percentage for each selection

When a Category has been selected, several other options appear: 

· Select a Grading Period for the Category using the drop-down menu. This will only appear if a Grading Period has been created. Only columns within the selected Grading Period will be included in the Weighted Grade

· Select how to weigh columns within the Category Equally or Proportionally. Choosing Equally applies equal value to all columns within a Category. Choosing Proportionally applies the appropriate value to a Grade Item based on its points compared to other columns in the Category

· Decide whether to drop high or low grades within the Category or use the lowest or highest value in the category. 

To remove a selected Grade Item or Category from consideration, click the red “X”.

· Calculate as a running total – Select Yes to calculate the weight as a running total to include only the Columns that have been graded. Select No to include all items. 

· Share Weighted Grade column with users. The following permissions can be selected to add the column to My Grades: 

· Include Column in the Grade Center calculations – Makes the column available for use in other calculations

· Show Column in My Grades – Shows the column in My Grades

· Shows Statistics (average and median) to Students – Shows the Weighted Grade column statistics in My Grades

· Click Submit to save

The following table explains all of the fields in the Add or Modify Weighted Grade Item page:

	Field 
	Descriptions

	Column Information
	

	Column Name
	A required field, Column Name is the formal name for the Item, and is displayed in the Grade Center if no Grade Center Display Name is entered. This field will only display the first 15 characters in the column header. 

	Grade Center Display Name
	This appears as the column header in the Grade Center. This field will display 15 characters in the column header.

	Description
	A description of the Grade Center Weighted Item column. 

	Primary Display
	The primary grade format displayed in the Grade Center. Based upon the Grading Schema, the display can be a Score, Percentage, Text, Complete/Incomplete, Default Schema (Letter), or any other defined Grading Schema. `

	Secondary Display
	A parenthetical display of a grade format, next to the primary display in the Grade Center. The default options are the same as the primary Display selections. 

	Dates
	

	Grading Period
	The Grading Period to which this Weighted Grade Item is assigned. A Grading Period must have been created for this option to be available. 

	Creation Date
	The date on which the Grade Center Weighted Item was created.

	
	

	Select Columns
	

	Include in Weighted Grades
	The Grade Center Items or Categories to be included in the Grade Center Weighted Item.

	Selected Grade Columns and Categories
	Displays the Columns and Categories to be included in the Grade Center Weighted Item column. 

	Columns to Select
	All of the possible Grade Center Items and Categories to select for the Grade Center Weighted Item column.

	Column Information
	Displays the information for the Grade Center column, including the Category of the column, and the Points Possible. 

	Selected columns
	The Grade Center columns that have been selected for the Grade Center Weighted Item column. 

	Categories to Select
	All of the possible Categories to be included in the Grade Center Weighted Item column.

	Category Information
	Displays all of the highlighted Category’s Grade Center columns. 

	Calculate weight as a running total
	A running total will only include items that have been graded. By not choosing to use a running total, non-graded items will be included in the calculations with a value of 0. 

	Include Column in Grade Center Score calculations
	Makes the column available for use to other calculations.

	Show Column in My Grades
	Selecting this displays the Grade Center Weighted Item column to users.

	Show Statistics to Students
	Shows the Weighted Grade column Statistics in My Grades. 


