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Gradebook Frequently Asked Questions

This document was created based on the common questions KCel received from faculty about the
Brightspace Gradebook tool. The questions are:

How do | manually add a grade column?

What do students see when they view their grades?
How do | remove the letter grade that displays with a student’s graded assignment?
Why do all of my students have a F grade for the course?
What is the Manage Grades tab and how do | use it?
How do | change my settings?

How do | bulk edit grades?

How do | hide grade columns?

How do | delete columns?

What is the Setup Wizard and why do | need to use it?
How do | change my grade scheme?

What can | see in Learner view of Gradebook?

How do | enter grades manually?

How do | manually add a grade column?
As you use the Assignments, Discussions or Quizzes tools, gradebook columns are created automatically. To add a
column:

Go to the Manage Grades tab.
Click on New and select Item from the drop-down menu.

New More Actions v ‘

| Item ’

Category

Select the Grade type from the options displayed. Each option includes a brief explanation.



Manage Grades > New Item

New ltem

Choose a Grade Item Type

Numeric
Grade users by assigning a value out of a specified total number of points.
E.g 8/10

Selectbox

Grade users by selecting the grade scheme level that best matches their achievement.
E.g. "Very Good" or "B+"

Pass/Fail
Grade users using a simple pass/fail grade scheme.
E.g. "Pass" or "Fail"

Formula
Automatically grade users using a custom formula based on achievement on other grade items.
E.g. Give users who received at least 50% on all participation grade items a perfect attendance bonus.
IF{ MIN{ [P1.Percent], [P2.Percent] } < 50,0, 1

Calculated

Calculate users' cumulative achievement across multiple grade items.
E.g. Midterm Grade
Al+A2+Q1+Q2 / Total Max. Points * 100 = 73%

Text
Provide comments in the grade book that are not calculated in the final grade.
E.g. "Course Evaluation Completed”

o Add a Name and a description, if desired.

e Assign your Item to a grade category, or link it to an existing category, if desired.
e Provide a point value, bonus designation, grade scheme and a rubric if desired.
e Add Display Options, if desired.

e Click Save or Save and Close.

The image below shows the result of adding a Selectbox to your gradebook to grade an assessment.
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What do students see when they view their grades?

A student’s view of their grades is tabular. Depending on the settings you have chosen, students will see
their letter grade (grade symbol), points, weighted grade, and a short comment. Note: when an instructor
uses the Learner view, a generic view is viewed, not a list of individual grades. 2
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Grades

@ Stay Up-to-date on your grades with
the Pulse App

Keep track with your courses on the go!

[ 3 ;\pp §|nre F’ Google Play

Grade Item Points Weight Achieved Grade Comments and Assessments

Quizzes -/15
Week 2 quiz: Intro & properties of life -/ 100 -/
Week 3 Quiz: Evolution- Galapagos Finches - /100 -/-
Week 5 Quiz: Ecosystems Biomes Biodiversity - /100 o
Week 6 Quiz Threats Preserving Biodiversity - /100 -7-
Week 7 Quiz Flint Water Crisis - /100 -f-

Assignments -/ 60
Week 1 Assignment - Conducting Experiment Assignment -/ 100 -f-
Week 4 Assignment- Evolution at Work - /100 -/-
Week 5 Assignment- Biomes & Biodiversity - /100 -/-

How do | remove the letter grade that displays with a student’s graded assignment?

You can adjust the grade display by modifying the settings. To change twhat students see when they view
grades:

o (o to Settings (gear icon in the upper right of your gradebook.)

o  Click on the Org Unit Display Options tab.

o Uncheck the Grade scheme symbol box.

o (Click Save.

Managing View Display Options

Number of decimal places to display | 2 @

Student View Display Options
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Why do all of my students have a F grade for the course?

Students will see a running grade of F depending on the options you selected in the Setup Wizard. If you selected
Assign a grade of zero to ungraded assignments, the system will include a grade of zero for assignments which are
not yet due.

To change this:

e  Goto More on the NavBar and select Grades from the dropdown menu.



e Go to Settings (gear icon, upper right) in your Gradebook

Grades | Groups More v

£F Settings @ Help

o Select Calculation Options. Make sure that you have selected: Drop ungraded items.

o  Check the box Automatically apply a grade of zero to missing submissions once an assessment becomes overdue.
If you do not check this box, you can manually enter a grade of zero after the due date for any missing
assignments.

o Click Automatically keep final grade updated, if desired.

o C(lick Save.

Grade Calculations

Ungraded Items
(’j. Drop ungraded items O \
() Treatungradeditemsas0 @ Make sure to check

Automatic Zero for Missing Suhmissio/

:J\I Automatically apply a grade of zero (0) to missing submissions once an assessment becomes overdue
Changes to this setting only take effect on assessments with future due dates

Optional
Auto Update /
2| Automatically keep final grades updated”™ @)

What is the Manage Grades tab and how do | use it?

The Manage Grades tab provides a summary view of the assessment items in your course, along with the ability to
reorder, delete and modify items, as well as the ability to create new columns and associated items. The
Managed Grades tab also provides critical information that you can use to troubleshoot problems.

To access Manage Grades:

e Go to More on the NavBar, select Grades from the dropdown menu and then select Manage Grades.

Course Admin  Quick Eval Content Assignments Discussions Quizzes

Enter Grades Manage Grades Schemes Setup Wizard
Export Switch to Spreadsheet View More Actions W

View By: | User v Apply

Q, | Show Search Options




o Once selected, you will see a table of all of your graded assessments.

Enter Grades  Manage Grades  Schemes  Setup Wizard O settings Q) Help
== -
7 Buk Edn
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e

You can use the Manage Grades table to troubleshoot your gradebook. For example, if you are using a weighted
calculation system, weights are assigned to categories and distributed among assessment items in that category.
The total in this column (Final Calculated Grade) should not exceed 100%. In a points-based system, as seen here,
points are assigned to individual items. Categories only help organize your items, and the Final Calculated Grade
will be earned points/total points.

The Association column is important when you need to modify or delete a gradebook item. You must delete the
item in the associated tool before deleting it from Manage Grades.



Enter Grades Manage Grades Schemes Setup Wizard &£ Settings @ Help

. Tool used to
m More Actions Category - Type of grading crasha
Pts-based for organization

Wits-based for % PO
# Bulk Edit Valuf
Grade Item Type Association Max. Points
Short Essays 184
Assignment 2: Argumentative Essay Numeric | | Assignments @ 25
Analyzing an Assignment ~ Numeric ~ Discussions @ 5
Persuasive Essay Numeric ~ Assignments @ 25
Week 3 Quiz: Evolution- The Galapagos Finches Quiz ~» Numeric ~ Quizzes @ 105
Copy of Week 3 Quiz: Evolution- The Galapagos Finches Quiz ~ Mumeric ~ Quizzes @ 24

How do | change my settings?

When you run the Setup Wizard, you choose calculation options as well as making display choices for both your
view and the student view. To modify any of these options:

e Go to More on the Navbar, select Grades from the dropdown menu.

e Click on Settings (gear icon) in the upper right-hand corner.

Grade Htem Paints. Grade  Comments and Assessments

Short Essays E

Assignment 2: Argumentative Essay 20/25 B Overall Feedback
Nice work!
Analyzing an Assignment 0/5 F
Persuasive Essay 0725 E
Week 3 Quiz: Evolution- The Galapagos Finches Quiz 0/105 E
Copy of Week 3 Quiz: Evolution- The Galapagos Finches Quiz 0724 E
Final Writing Project E
Assignment 3: Annotated Bibliography 0725 E
Graded Discussion Posts E
How do you like to brainstorm? 0/5 E
October Topic 0/100 E
Reflection and Reading Response Entries E

o If you wish to modify your view or the student’s view, you can re-run the Set-up Wizard, modifying the display
settings, or you can access Org Unit Display Options tab.

Personal Display Options Org Unit Display Options Calculation Options

Modifies your view Modifies the student view Modifies the calculation method

How do | bulk edit grades?

To Bulk Edit your grades, including reordering, making visible or changing dates:
e Click on Go to More on the NavBar, select Grades from the dropdown menu and go to the Manage Grades tab. 6



o Check the box to the left of a single Grade Item or check the box in the title bar to select all.
o Click on Bulk Edit to open the editor.

# Bulk Edit

Grade Item Type Association Max. Points
v Final Writing Project « 25
v Assignment 3: Annotated Bibliography s Numeric ~ Assignments @ 25

o You will then be able to view a table with all your graded items and their category and be able to edit:
e Name and Short Name
e Max Point Value
e Bonus Points
e Grade Scheme
o Category Assignment
Bulk Edit Items and Categories

. Name Short Mame Troe . Bons g Grade Scheme Category

1 Final Writing Project

2 Assignment 3: Annatat Mumeric 25 Default Scheme - (Kingsborough Grade Schema) Final Writing Project -
3 Graded Discussion Pos

4 How do you like to bra Numeric B - Default Scheme - (Kingsborough Grade Schema) + Graded Discussion Posts

s Topic 1: Gun Control Numeric 10 - Default Scheme -- (Kingsborough Grade Schems) Geaded Discussion Posts -

How do | hide a Grade Column?

To hide a grade column:

o Navigate to Manage Grades and click the More Actions button.
o Select Hide/Show grade columns from the dropdown list.

Course Admin  Quick Eval  Content  Assignments  Discussions  Quizzes  Class Progress  Awards  More ~

nter Grades Manage Grades Schemes Setup Wizard £ Settings © Help

m Export Switch to Standard View Mare Actions
fi . -
Tew By: | User Apply Hide/Show Columns

Q, | Show Search Options

View Event Log

= Email



Hide/Show Columns X

Choose grade items to display

Grade Item Type
Final Writing Project
Assignment 3: Annotated Bibliography Numeric
« | Subtotal
Graded Discussion Posts
+ How do you like to brainstorm? Numeric

+ | Topic 1: Gun Control Numeric

4

e Whenyou select hide/show columns, a table of graded items will be displayed. Uncheck the column you wish to
hide from the list. This action will cause the selected item to disappear from your gradebook listing, but the
associated assessment will still be available from the tool in which it was created (i.e. assignments featured in
the grade column will still be available in the assignments tool).

o Ifyouwish todelete an assessment item or if you wish to make it not visible in the associated tool, you will need to
delete it first from the assignment, quiz or discussion tool. For more information, see How do | delete a column?

¢ Note that you can also hide system generated columns, such as the Subtotal and Final Calculated Grade
columns.

o If you wish to show columns which you have previously hidden, follow the same steps.

e Click Save.

Hide/Shew Columns X

Grade Item Trpe

Final Writing Project

+ | Assignment 3: Annotated Bibliography | Numeric

+ | Subtotal
Graded Discussion Posts
+ | How do you like to brainstorm? Numeric

+ | Topic 1: Gun Control MNumeric

n i
s~

How do | delete Columns?

To delete a column from gradebook, you will need to delete it first from the associated tool.

o Go to the Manage Grades tab.

e Read the Associations column to verify which tool was used to create your grade item: Assignments,
Discussions, and Quizzes must be deleted using those tools. An item created with an External Learning tool,
such as Turnitin or Hypothes.is, also needs to be deleted first within that tool.



If the Association is blank or contains a dash, there is no associated tool. In this case, you can follow the steps
below to delete it directly from the Manage Grades tab.

Enter Grades Manage Grades Schemes Setup Wizard £} Settings @ Help
c T " di Tool used to
m More Actions v ategory -- ;i ype of grading create
Pts-based for organization Point
Wis-based for % |
4 Bulk Edit va Uf
Grade Item Type Association Max. Paints
Short Essays 184
Assignment 2: Argumentative Essay s Numeric || Assignments @
Analyzing an Assignment s Numeric ~ Discussions @ 5
Persuasive Essay » Numeric ~ Assignments @ 25
Week 3 Quiz: Evolution- The Galapagos Finches Quiz  ~ Numeric ~ Quizzes @ 105
Copy of Week 3 Quiz: Evelution- The Galapagoes Finches Quiz Numeric Quizzes @ 24

Click the checkbox adjacent to the file you want to delete. (1).

Click the More Actions button (2) and select Delete (3) from the dropdown menu.

Click the checkbox adjacent to the items to be deleted again in the next screen (note that if your item is
associated with a tool, this second checkbox will be disabled. You must delete the item from the tool first.)

EXm ]

2 Reorder
# Bulk Edit
View Event Log
Grade Item Type Association Max. Points
Make Visible to Users
Final Wri 25
Hide from Users
As| Delete 3 aphy Mumeric  Assignments @ 25
Graded Discussion Posts  « 25
How do you like to brainstorm? s Numeric Discussions 0 5
Topic 1: Gun Control  ~ Numeric Discussions @ 10
On going discussions Group Discussion: Weekly posts  +» MNumeric Discussions @ 10
Reflection and Reading Response Entries « 30
Reading Response Grade ~ @ Numeric  Assignments @ 10
7 1 Numeric ~ MNumeric - 10
v Reflection ~ Selectbox = 10

Click Delete in the confirmation dialog. Your gradebook item will be deleted.



Confirmation |
Are you sure you want to delete the (2)
selected grade items and/or categories?

Deleting items includes deleting all associated
grades, removal from calculations, and removal
from other tool associations. Consider hiding
the items instead. If deleting, be sure that
these are the intended grade items and that
there are no associated grades that are
needed.

e
/.

What is the Setup Wizard and why do | need to use it?

The Setup Wizard is a tool that guides you through the process of making the selections that will determine your
gradebook display, calculations, and features in a series of seven steps.

To access the Setup Wizard:

¢ Click on Go to More on the NavBar, select Grades from the dropdown menu and select the Setup Wizard tab.

Enter Grades Manage Grades Schemes Setup Wizard

m Export Switch to Spreadsheet View More Actions

View By: | User ~ Apply

Q, | Show Search Options

Step 1 involves choosing the overall grading system for your course. The options include:
o Weighted system: final grade is based on a percentage breakdown of assessment items in your class (i.e.,
essays=20% of the final grade);
e Points-based system: final grade is a fraction number of points earned/total number of possible points
e Formula system: final grade is determined by a formula you create in the formula editor (i.e., a student must earn
at least a 50% on the midterm to be eligible to take the final.)
SS‘::::T Choose Grading System

Grading System

Weighed @

Category {40 points)
t 1 Item {20 points)

t 2 Item (20 points)
tem (200 points)

Final Grade: /240 points

ed by a custom defined formula

Step 2 is about the release of the final course grade. You will select between an adjusted or calculated
grade, and whether the final grade will be automatically released.

1(



Step 2 of 7

Step 2: Final Grade Released

Release

() Calculated Final Grade

The grade that is achieved by users based on the grading formula set up in the grade book. It cannot be adjusted without editing
grade item scores.

‘@) Adjusted Final Grade

Allows you to modify or adjust users' grades before releasing them.

[ Automatically release final grade

When enabled, the system automatically marks users' final grades as released once created. You may still alter the release status
after being automatically released.

Go Back Cancel

Step 3, Grade Calculations, is an important step. To ensure that your students don’t see a running grade of F, we
recommend that you select the options below:

Step 3 of 7
Step 3: Grade Calculations

Ungraded Items

@ Drop ungraded items @

Treat ungraded items as 0 @

Automatic Zero for Missing Submissions

+  Automatically apply a grade of zero (0) to missing submissions once an assessment becomes overdue
Changes to this setting only take effect on assessments with future due dates

Auto Update

«  Automatically keep final grade updated @

Steps 4-6 in the Setup Wizard allow you to select a grade scheme, manage the numerical display, and options for
displaying grades for your view and the students.

Step 7 displays a summary of the options you selected. Note that it is advisable to run Set-up Wizard at
least once for each of your courses at the beginning of the semester. If you wish to make changes to any of your
gradebook settings, you can easily do this from the Settings option (gear icon) in the upper right-hand
corner of your gradebook.

11



Step 7 of 7
Step 7: Grades Setup Summary

Grading System
Points

Final Grade To Release
Release the Adjusted Final Grade

Automatically release final grade

Grade Calculations
Drop ungraded items
Automatically keep final grades updated

Apply automatic zeros to missing submissions

Default Grade Scheme
Kingsborough Grade Schema

Managing View Display Options
Display 2 decimal places for grade item values

Student View Display Options
Do not display points grade values

Display grade scheme symbols

Do not display grade scheme colors

Display 2 decimal places for grade item values
Display 50 characters for Text type grade item values

Display the final grade calculation to users

= - -

How do | change my grade scheme?

When you run the Setup Wizard, you are prompted to select a grade scheme. A grade scheme associates a letter
grade with course items and can be used to display the final course letter grade to students. The Kingsborough
grade scheme is selected by default but you can select a grade scheme from another college. You can modify your
grade scheme to add colors or create your own scheme. To modify your grade scheme or create your own:

e Gotoyour Gradebook and select the Schemes tab.

Enter Grades Manage Grades Schemes Setup Wizard

Export Switch to Spreadsheet View More Actions Vv

View By: | User ~ Apply

‘ Q, | Show Search Options

o C(lick the New Scheme button to create a new scheme.

e Add ascheme name and short name if desired.

o Addsymbols (letter grades, such as A+), numerical ranges (97-100) and colors (A+ grades appear in a green box) , if
desired.

o C(lick Save and Close.



New Scheme
General
Mama*
Kingsborough Revised
Shart Name
Revised KCC
Ranges
" Symbal" Soaet 3 Calor t::ﬂ:: Revmove
F ] &0
2 o 81 &9 []
3 [4 70 75 ]
4 B 74 BS u
5 A a4 - w7 1
Nurmier of Ranges
1 Add Ranges
== - -

Note: To activate your scheme in your course, you need to go through the Setup Wizard and apply it as
the default in Step 4 of the Set-up Wizard. Note that you can also choose to apply a different grade
scheme to an individual Assignment or Quiz when you create it.

What do | see in Gradebook when using View as Learner?
To access the Learner view:

e Click on your name above the Navbar in the upper right.

e Click Change to the right of View as Learner.

Course Admin  Quick Eval Content Assignments Discussions Quizzes Class Progress  GraJESUERIRSTETEY

Change I

]

Profile

Enter Grades Manage Grades Schemes Setup Wizard

Motifications

Account Settings
Export Switch to Spreadsheet View More Actions

English (United States)

View By: | User - Apply
Log Out
Q, | Show Search Options
= Emall
Final Grades Zl kW
Last Name &  First Mame
Final Calculated Grade Assignment 3 Annotated Bibliography v Subtotal How do you like to brainstorm?
Pl ~ 20,94 / 55, F -f 25, oy -15,-
Pl ¥ 25 £ 45, F -1 28,- e gr -5,

10 perpage v

o Select Grades on the Navbar. A table is displayed. The view is generic; it displays the general settings and



assessments without individual grades.

Grades g

@ Stay Up-to-date on your grades with
the Pulse App

Keep track with your courses on the go!

& i
Final Calculated Grade

‘Weight Achieved

mif'm
Grade
Grade Item Points Weight Achieved Grade Comments and Assessments
Graded Discussion Posts -/10
How do you like to brainstorm? ==
Topic 1: Gun Control -/-
On going discussions Group Discussion: Weekly posts /-
Discussion 1(1) -/~

How do | enter grades manually?

When you enter a grade for an Assignment, Discussion or Quiz in those tools, the grade will be automatically

entered in the gradebook. In certain circumstances, you might wish to enter or adjust a grade manually.

To manually adjust a grade:

o Go to More on the Navbar, select Grades from the dropdown menu.

e Open the Enter grades tab (this tab usually opens by default when you open your gradebook, unless you have
changed this setting.)

o Locate the column with the grades you want to enter or change.

¢ Click the downward chevron adjacent to the title of the column and select Enter grades.

[Enter Grades Manage Grades Schemes Setup Wizar
m Export Swilch to Spreadsheet View More Actions v
View By: | User v Apply

‘ Q, | Show Search Options

% Email
=) Reflection and Reeding Response Enlries v
Last Name & First Name A
Subtatal Reading Response Grade E Subtotal
R Properies -
Pl w 3710,F B 7
Edit
Pl v

S0perpage v Vicw Statistics




e You have the option to enter feedback for the entire class. To do so, type your feedback in the Overall Feedback
(visible to all) textbox.
Grade Item: Essay 1A linked(1) -

w Hide detalls and overall feedback

Associated Assignment

Essay 1A linked
Always available

Max Points
25

Grade Schema
Kingsborough Grade Schema

.Owun
Foodback
Ivisible g0 all} |

-
@

Faragraph ' B I U~ &% =+ E~v B & B8 [~ P~ +>v LwoReon v i~ = Rk - W

Category

Reflection and Reading Response Entries

Overall
Feedback
[visible to all)

Prmgagh v B ] U~ &

Y =R o

v iEv M oFf B Iv By +v LwoReon v 9m.v P -

This is for the entire class. Think about it. Patterns for the entire class!

You can also include feedback for individual students. To do so:

o Scroll to the table of users. You will see a toolbar above the table listing the students enrolled in the course.

¢ Inthe table, you can manually enter grades. You can provide individual feedback for astudent by checking the
box next to their name and then selecting Add Feedback from the tool bar.

e You can also select exempt or unexempt on the tool bar to exempt/unexempt students in bulk.

e Click Save and Close.

e You can also email students from this page by checking the students you wish to email and then selecting Email
from the toolbar.

Users
View By:| User ~ Apply
Q, | Show Search Options
@ SetGrades @ ClearGrades 3™ Add Feedback " Exempt " Unexempt &% Email
LastName &  First Name Submission Grade Scheme Feedback
" A >
P Student. Demo  ~ B, 7 /10 c- Nice work rd
P Tomarchio, Maria /10 - ra
20 per page  ~

m e . Q
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