Entering Grades

Overview

In order to provide the most flexibility for instructors and other users, grades can be entered into the Grade Center in a variety of ways. Scores from gradable items that have been added to the content of a course such as online tests, exams, and surveys are automatically entered into the Grade Center. Grades from an external source, such as a Comma-separated Value File or an Excel spreadsheet, can be uploaded to the Grade Center, eliminating the need for double entry.  Other grades can be manually entered into the Grade Center using any of the views of the Grade Center.

Automatically Entered Grades

Assessments that are added to the content of a Course and are scored online, automatically record the grade for that assessment in the corresponding Grade Center column. Grades that are automatically scored can be modified manually. Assessments that are added to the content of a Course can be modified to allow students to have multiple attempts to take the assessment. The instructor can allow unlimited attempts or enter the number of allowable attempts under Modify Test > Test Options within the course.  

Instructors define the way multiple attempts are scored in the Grade Center by modifying the properties of the column that corresponds to that assessment.

To utilize the multiple attempts by modifying the properties of a column, follow these steps:

1. From the Grade Center locate the column to be modified.

2. Move the cursor over the column header and click the Action Link.

3. In the menu, select Modify Column.

4. From the Score attempts using drop-down menu select the method to score multiple attempts.

Attempts can be scored using one of the following options:
	Attempt Type
	Description

	Latest Attempt
	This is the default value and shows the score for the latest attempt in the Grade Center View Spreadsheet.

	First Attempt
	Shows the score for the first attempt in the Grade Center View Spreadsheet.

	Highest Attempt
	Shows the score for the highest scoring attempt in the Grade Center View Spreadsheet.

	Lowest Attempt
	Shows the score for the lowest scoring attempt in the Grade Center View Spreadsheet.

	Average of Attempt
	Shows the average of all attempts in the Grade Center View

Spreadsheet. The average is calculated by dividing the number of attempts into the sum of all attempts. When necessary, the average will be rounded to two (2) decimal places.


5. Click Submit to save changes.
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Manually Entering Grades

Grades can be entered in any Grade Center cell in the Grade Center or any Smart View of the

Grade Center or from the Grade Detail page.

To enter a grade from the Grade Center, follow these steps:

1. Move the cursor over the desired cell and click.

2. Type the value.

3. Press Enter.
To enter an Attempt Grade from the Grade Detail page, follow these steps:

1. Move the cursor over the desired cell.

2. Click the Action Link to activate the menu.

3. Click Grade Details.

4. Click Edit Attempt.

5. In the Current Grade text box, enter a score.

6. Add any Feedback to User or Instructor Notes.

7. Click Save.

8. Click OK to return to the Grade Center page.

To enter an Override Grade from the Grade Detail page, follow these steps:

1. Move the cursor over the desired cell.

2. Click the Action Link to activate the menu.

3. Click Grade Details.

4. Click Override Grade or Edit Override.

5. In the Current Grade text box, enter a score.
6. Add any Feedback to User or Instructor Notes.
7. Click Save.
8. Click OK to return to the Grade Center.
Uploading Grades from External Sources

To eliminate repeated entry of Grade Center data in several tools, Instructors can do off-line grading, and then upload grades into Grade Center. Instructors can upload grades from external sources such as a Commas-separated Value or an Excel spreadsheet. Data must be formatted specifically to upload correctly and be synched with existing Grade Center data. 
Uploading a File to the Grade Center

To upload a file to the Grade Center, follow these steps:

1. Click Manage in the Action Bar of the Grade Center.

2. Select Upload from the Action Link menu.

3. Browse for the file. Files can be uploaded from a local computer.

4. Select the Delimiter Type, Comma, Tab, or Auto. Auto will attempt to automatically detect the delimiter used in the selected file.

5. Click Submit to upload the selected file.

6. Review the list of data from the file to be uploaded. Use the check boxes to de-select any data to be excluded from the upload. Using this method, it is possible to upload only the desired columns of data from the file.

Review the Data Preview Column to ensure the correct data is being uploaded. Data that appears incorrect can denote an improperly formatted file. The Data Preview will only show a sample of the data in each column in the file.

Large files take significant time to process and a warning message will be displayed for any files that need extra time to process. To avoid long processing times, break up large files into separate uploads.

7. Click Submit to confirm and upload the file.
Downloading Grades from the Grade Center

To download grades for the Grade Center follow these steps:

1. Click Manage in the Action Bar of the Grade Center.

2. Select Download from the Action Link menu.

3. Using the radio buttons, select the data to download:

	Option 
	Description

	Full Grade Center
	Contains all columns and associated data

	Selected Column
	Using the drop-down menu, select one column and its data. Check the box to include comments for the column. Select to Include comments for this Column if desired.

	Selected Grading Period
	From the drop-down menu, select a Grading Period.  Grading Periods must be created before they can be chosen. For more information, see Creating Grading

Periods.

	Student Information Only
	Columns containing student data such as User Name are included


.

4. Select the file delimiter, Comma or Tab.

5. Select whether to Include Hidden Information in the downloaded data. Hidden information includes columns and students that have been hidden from the view in the downloaded file.

6. Select the location for the download. Files downloaded to the Content System need to be saved in a folder in the Content System. Click Browse to select the folder.

7. Click Submit to finish the download.
Tip:  Use tab-delimited files for uploading onto the Grade Center to avoid having to use quote characters and because tab-delimited files open directly in Microsoft Excel.

Tip:  Use tab-delimited to download files as it will open directly in Microsoft Excel.
