Organizing the Grade Center
The Organize Grade Center page aids in configuring the Grade Center display.  The Grade Center display can be customized to:

· Freeze or unfreeze columns.  (If a column is frozen, when scrolling through the Grade Center view, that column will remain stationary.)

· Hide or show columns

· Modify the Categories of columns

· Modify the Grading Periods of columns

Freezing and Unfreezing Panes

Grade Center columns can be frozen in place so they do not move while scrolling down through the other data.  The columns containing student’s first and last name are frozen by default.  Frozen columns remain in position on the left side of the Grade Center while the rest of the columns can be scrolled through.  This feature can be used for example to easily match up individual students with their data across the length of the Grade Center.  Instructors can freeze and unfreeze any of the columns on the Organize Grade Center page.  

To freeze or unfreeze a column in any of the Grade Center views, follow these steps:

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

2. Select Organize Grade Center from the Action Link menu.

3. To freeze a column:

a. Drag the dark gray bar down below the desired row.
b. Drag a row above the dark gray bar.

4. To unfreeze a column:

a. Drag the dark gray bar above the desired row.

b. Drag a row below the dark gray bar.

5. Click Submit to save changes.

Hiding or Showing Grade Center Columns

Instructors have the ability to hide any columns from displaying within the Grade Center.  Hiding a column from displaying maintains all existing information associated with the column, but prevents it from being seen within the Grade Center.  Hiding columns that are not currently being used reduces the length of the grid, thus reducing the need for continuous scrolling.

To hide a column, follow these steps from the Grade Center page:

1. Move the cursor over the column to be hidden.

2. Click the Action Link to display the contextual menu. 
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3. Select Hide Column.

OR

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

2. Select Organize Grade Center from the Action Link menu.

3. Select the check boxes of the Grade Center columns to be hidden.

4. Click Show/Hide
5. Select Hide Column from the Action Link menu.

Hidden columns will appear grayed out in the Grade Center view.

6. Click Submit to save changes.
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Instructors are able to reveal hidden columns along with all the associated data, restoring the display in the Grade Center.  To show columns, follow these steps:

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

2. Select Organize Grade Center from the Action Link menu.

3. Select the check boxes of the Grade Center columns to be revealed.

4. Click Show/Hide.

5. From the Action Link menu, select Show Column.
6. Click Submit. 

Modifying Column Categories
From the Organize Grade Center page, it is possible to change the Grade Center Categories of existing columns.  A Grade Center Category is a classification of a Grade Center column for a course.  For instance, “Homework”, “Test”, or “Quiz” are possible Categories than can have Grade Center columns associated to them.

To change a Grade Category through the Organize Grade Center page, follow these steps:

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

2. Select Organize Grade Center from the Action Link menu

3. Select the desired columns to change by selecting the corresponding check boxes.

4. Select the new category from the list displayed under Modify Category.

5. Select the Category to which to change the column or columns.

6. Click Submit to save changes.

Modifying Grading Periods through the Organize Grade Center Page
In the Organize Grade Center page, it is possible to change the Grading Periods to which columns are associated.  Grading Periods are segments that can help manage the Grade Center.  Grading Periods, for example, can be defined as Terms, Semesters, Quarters, Years and so on, and can have data ranges that further define them.  Grading Periods are not created by default.  They must be defined by Instructors, if desired.
To modify the grading Period of a column, follow these steps:

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

2. Select Organize Grade Center from the Action Link menu.
3. Select the desired columns to change by selecting the corresponding check boxes.

4. From the Action Link Menu under Modifying Grading Period select the Grading Period for the column.
To create a new Grading Period follow the Manage Grading Periods link at the top of the page.

5. Click Submit to save changes.

OR

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

2. Select Organize Grade Center from the Action Link menu.

3. Open up the Grading Period destination by clicking the + box.

4. Drag and Drop the column to the desired Grading Period section.

Only one column can be moved at a time.
5. Click Submit to save changes.
