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How Do | Make 'Enter Grades' the Default
View?

Grades

:
K
SJTEN

Online Reference e

Assignments Calendar [My Grades v ourse Tools ¥ BYUI Tools v

1. Click on My Grades in the upper navigation bar.

2. Select Grades.
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Settings

-

© oo

Switch to Spreadsheet View

Select Settings in the upper-right corner of the screen.

Default Grades Area

Start Page

Default Grades Area /v
) ® |
W anage Grages

Grades Settings
Grades Schemes
Setup Wizards
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1. At the bottom of the screen, click the drop-down menu under Default Grades Area.

2. Select Enter Grades.

Save

= coe

Select Save
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How Do | Collapse the Columns in my
Gradebook?

Grades Tab

ooo —
Reference oog &M =

1. Click on My Grades.

2. Click on Grades.

Collapse/Expand Columns

LE'l w LE'E w

LO1 Syllabus  we LO1 Pre Subtotal ubtotal
- /10, - -/ 10, - -/ - -% -/ - -%
-f1Nn - -f1Nn - - - 9 = f - W

Click on a minus sign (-) to collapse a section and click on a plus sign (+) to expand a section.
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How Do | Release Overall Grades to My
Students?

By default, I-Learn now releases final grades automatically to students. As a result, faculty and
instructors are no longer required to release these grades to students at the beginning of each
semester.

If, for some reason, an instructor would NOT like the overall grade to be visible to students
throughout the semester (which is not recommended), this tutorial shows the process of
unreleasing overall final grades.

(Final Calculated Grade = Overall Grade)

NOTE: This is not the same process as submitting final grades at the end of each semester. To
learn more about submitting final grades, click this link.

How Do | Submit Final Grades?

Grades Tab

Calendar | My Grades \ ' Course
-+~

D0 =

Class Progress

|

Click on My Grades and then select Grades.

BYU-Idaho Online | Grades Page 10



BYU-Idaho Online Knowledgebase

Grades Released

Last Mame & , First Name

P

Final Grades

Final Calculated Grade s

If Final grades are released, the Final Calculated Grade column will display a symbol of an open eye

next to each grade.
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Grade All

Last Mame a , First Name

o
P
P
b

P I

Final Grades o

Final Calculated Grade | v

Edit
Statistics

Event Log

The Heart of the W

1. Select the drop down arrow in the Final Calculated Grade column

2. Select Grade All

BYU-Idaho Online | Grades

Page 12



BYU-Idaho Online Knowledgebase

Unrelease All

5 Grade » Clear &% Email 2% [Release/Unrelease]_e_
N

’\o_/ Final Calculated Grade

Last Name & , First Name
Grade Scheme

P

95 /100 A
P

95 /100 A
P

95 /100 A
o ]

95/ 100 A
P

95/ 100 A

1. Click on the Select All Checkbox to select all of the students.
2. Select Release/Unrelease All to unrelease all of the students grades.

Save and Close/Confirmation

Save and Close Save Cancel

BYU-Idaho Online | Grades Page 13
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Confirmation

You are about to save changes. Are you
sure you want to continue?

MNo

#.

After selecting Save and Close to finish, a window will appear asking you to confirm grades release.
Select Yes.

Grades Unreleased

Final Grades
Last Name & , First Name
Final Calculated Grade s
Pl
Pl
b L e
Pl
Pl

The symbol in the Final Calculated Grade column should change to an eye with a line through it.
Grades are no longer visible to students.
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Q If a student adds the class after you have released the final grade process, simply repeat
this process when the late students have added the course and every student will be
unable to see their overall grade.
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How Do | Hide Grade Columns in the
Gradebook?

Grades Tab

‘ence ogl

Class Progress

nline Reference

Click My Grades and then select Grades.
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More Actions

Enter Grades Manage Grades Schemes Setup Wo_.

Export More Actions » e

Mot
ot Hide/Show Columns

« Some grade items/catego lick I
Event Log

1. Near the top of the page, select More Actions.

2. Then select Hide/Show Columns.

BYU-Idaho Online | Grades
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Hide/Show Columns

Choose grade items to d EE|J|:'!'_\-'

Grade Item

Lesson 01

©

LO1 Syllabus Quiz

LO1 Pre-test

Subtotal
—
Lesson 02

LOZ Essay Activity

LO2 Evaluation

o

Type

Numeric

Numeric

Numeric

Numeric

Check the boxes next to the grade items you wish to see and uncheck the boxes that you don't want

to see. Finish by clicking Save.

BYU-Idaho Online | Grades
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How Do | Manually Enter Grades Directly
into the Gradebook Column?

Grades Tab

‘ence ool

Class Progress

nline Reference

Click My Grades and then select Grades.
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Switch to Standard View

—_— Switch to Spreadsheet View

Grades

Towards the upper right side of the screen, select Switch to Standard View.

Enter Grades

Final Grades LO1
Final Calculated Grade w LO1 Syllabus  w LO1 Pre w
.
-/ e /10 /10
-/ e )/ 10 /10
-/ e )/ 10 /10
——

You can now enter grades directly into the gradebook.

BYU-Idaho Online | Grades

Subtotal

-/ - %

Page 20



BYU-Idaho Online Knowledgebase

How Do | Exempt a Grade?

There are two ways to excuse/exempt a grade in I-Learn.

1. Use the exempt tool from the "Grade All" screen
2. Leave the grade item blank

1. Use the Exempt Tool from the "Grade All" Screen

Grades

(1)
Calendar My Grades me
Grades ‘—0%]

e
e

Class Progress

1. Enter your course, and click My Grades
2. Click Grades

Enter Grades

Enter Grades Manage Grades Schemes Setup Wizard

BYU-Idaho Online | Grades Page 21
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If your default gradebook view is anything other than Enter Grades, navigate to Enter Grades.

¢  You might also be interested in How Do | Make 'Enter Grades' the Default View?

Grade All

Group test vﬂﬁrnal v

-/ 10,- Properties

-/10,- Edit

-/10,- Grade All ‘—#‘v

-/10,- Statistics

-/10,- Eventlog

1. Click the menu arrow next to the assignment name for which you would like to issue an exempt
grade
2. Click Grade All

BYU-Idaho Online | Grades Page 22
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Exempt Grade

aGrade &7 Clear @-@ Unexempt &% Email

’.EIA Last Name & , First Name Submission Grade Weighted Grade Scheme Feedback Event Log
fe /10 -/- - ]
O P /10 -/ - m
p /10 -/ - [ Iy
] P /10 - ] @
P /10 -/ - (]
g

1. Check the box next to the name of any student who will be exempted from this assignment
2. Click Exempt

Save & Close

O Last Name & , First Name Submission Grade Weighted Grade Scheme Feedback Event Log
O o -/ -/- Exempt [
O o 8 /10 80 /100 B- [
O o -/- -/- Exempt m
O e 10 /10 100 / 100 A -] @
] [ -/- -/- Exempt o =

200 per page v

Save and Close Save Cancel

The students who were selected in the previous step should now show Exempt under the Scheme
column.
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Click Save and Close to continue.

Enter Grades

Discussion Group test
Exempt
8 /10,80 /100, B-
Exempt
10 /10, 100 / 100, A

Exempt

In the Enter Grades screen, the students who were selected in the steps above should have the

word Exempt in place of a grade.

A Note, if you entered a zero or any other grade using the Discussion, Assignment, or Quiz
tools to a student prior to giving an exempt grade in the gradebook, the student may see
two different grades in the LMS. It is recommended that you remove those grades from

that tool.

2. Leave the Grade Item Blank

A This method only works if the gradebook setting Drop Ungraded Items is selected. This
will not work if your gradebook is set to Treat Ungraded Items As 0.

BYU-Idaho Online | Grades Page 24
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Last Name & , First Name

Group Sub. Test  w

10 /10
/10
7 /10
/10
9.5 /10

To excuse a grade, leave the grade item blank. Inserting "0" gives the student a zero. Not inputting
anything excuses the assignment.

BYU-Idaho Online | Grades Page 25
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How Do | Exempt Multiple Grade Items?

Grades

. ooo f
Online Reference 588 & ¢

1. Click on My Grades in the upper navigation bar.

2. Select Grades.

Select Student

Last Mame & , First Mame

f |~ . Test - FTC - Evan

o |~ Test - FTC - Brooke

Click on the student that you wish to exempt grade items for.

BYU-Idaho Online | Grades Page 26
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© [fyougetan error from clicking on the student's name, try How Do | Hide Grade Columns
in the Gradebook? Then repeat the step above.

Bulk Edit Exemptions

Test - FTC - .

Preview
{ >
User Details Event Log
Email user
Mame

F’ M Bulk edit exemptions

1. Click the drop-down arrow next to the student's name.

2. Select Bulk edit exemptions.

BYU-Idaho Online | Grades Page 27
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Select Grade Items

LOZ2 Essay Activity
LO2 Evaluation
LO2 Self-Assessment
Lesson 03
LO3 Self-Assessment
LO3 Evaluation
Lesson 04
LO4 Group Submission

LO4 Peer Assessment

m o-z can:el
S

-/ 20, -
-/1,-
16, -

'.-"lfl.'
'.-"1.'

-/ 10, -
-/ 10, -

Select / Unselect All

(1)
=
(1)

Select / ﬁelect All

{

1. Check the boxes next to each grade item you wish to exempt.

2. Finish by clicking Save and Close.

BYU-Idaho Online | Grades
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How Do | Create Points Categories in my
Gradebook?

Grades Tab

Reference 880 &3 El'_J J

0/

ents Calendar My Grades v Course Tools v BYUI| Tools v Help

- — ——m

e

Class Progress

1. Click on My Grades in the upper navigation bar.

2. Select Grades.

Manage Grades

Enter Grades Manage Grades Schemes Setup Wizard
m Export More Actions w

View By: User v Apply

L Show Search Options

BYU-Idaho Online | Grades Page 29



BYU-Idaho Online Knowledgebase

Click Manage Grades in the upper left-hand corner of the screen.

New Category

Enter Grades Manage Grades Schemes

\‘o_/‘lnre Actions

Itemn

=)

©

Setup Wizard

Grade Iten

1. Click New at the top of the screen.

2. Select Category.

BYU-Idaho Online | Grades
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Category Setup

General

Name *

sho.'t Name

© ©

> Show Description

Grading

n Exceed

xclude from Final Grade culation

©

© ©

Distribution
Distribute points across all items @

Points per item @

()

Number of highest non-bonus items to drop for each user @

Number of lowest non-bonus items to drop for each user @

Save and New Save Cancel

1. Input a name for the category.

(-~

2. Enter a short name if you want to shorten the display name of the category in the Gradebook.
3. Check Can Exceed if you are going to have any extra credit assignments or points.

4, There is an option to exclude the grade item from the final grade, but it is not recommended.
5. Select the way the points in the category should be distributed.

6. Click Save and Close.

NOTE: The new Category will always be added to the bottom of the list of grade items.
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How Do | Create Weighted Categories in
my Gradebook?

This tutorial is for gradebooks set to a weighted grading system.

Grades Tab
ference 800 &3 El'1

Q/
s Calendar My Grades v Course Tools v BYUl Tools ~» }
—

=Coe
w— 0

e

Class Progress

1. Click on My Grades in the upper navigation bar.

2. Select Grades.
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Manage Grades

Enter Grades Manage Grades Schemes Setup Wizard

m Export Maore Actions

Click Manage Grades in the upper left-hand corner of the screen.

New Category

Enter Grades Manage Grades Schemes

Item

Category

1e' sums to 160%, |
.0%, not 100%. Ver

©

1. Click New at the top of the screen.

2. Select Category.

BYU-Idaho Online | Grades
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Category Setup

General

o
o[ .

[ Show Description

Grading
I' Weight
10

@

Allow category grade to exceed category weight @

i

Distribution

® Manually assign weight to items in the category

Distribute weights by points across all items in the category

(-]

Distribute weight evenly across all items
Number of highest non-bonus items to drop for each user @

Number of lowest non-bonus items to drop for each user @

Display Options

[» Show Display Options

o Save and New Save Cancel
M’

1. Input a name for the category.

2. Enter a short name if you want to shorten the display name of the category in the Gradebook.
3. Input the percentage that you want the weighted category to be worth.

4, Select the way the points in the category should be distributed.

5. Click Save and Close.

NOTE: The new Category will always be added to the bottom of the list of grade items.
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How to Add Extra Credit or Bonus Items?

Extra credit points are added to an existing assignment. For example, a bonus question offered
on a quiz or exam. To make sure any extra credit points participants have earned are counted
correctly, you'll need to make sure that the grade item, the grade category, AND the Final Grade
are all allowed to exceed.

Bonus points, or Bonus Items, refer to grade items that can only improve a participant's grade.
Failure to receive a score on a Bonus Item does not penalize a participant's grade.

Navigate to Grades

Class Progress

1. Click My Grades at the top of the page.

2. Select Grades from the drop down menu.
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Manage Grades

Enter Grades Manage Grades Schemes Setup Wizard
Export More Actions

1. Select the Manage Grades section in the top left of the grade book.

Edit Grade Item

Lesson 01

LO1 Syllabus Quiz

LO1 Pre-test @

©

Edit Grade Item

Lesson 02 w Enter Grades
LO2 Essay Activity ~ View Statistics

LO2 Evaluation ~ Eventlog

1. Select the drop down menu for the assignment you wish to add extra credit to.

2. Select the Edit Grade Item option in the menu.

BYU-Idaho Online | Grades
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Can Exceed and Bonus Grade Item

Can Exceed

@

Bonus

v]e

Scroll to the Grading section and check the boxes for Can Exceed and Bonus.

Edit Final Calculated Grade

[CO~4] American Thou; . o
Edit Grade ltem A"/

[CO~5] Critical Thinking Enter Grades

CO~6] Active Particip:
[ | Active Participg View Statistics

Assignment % [5] Event L
vent Log

Final Calculated GradG o

Final Adjusted Grade w

1. Navigate to the Final Calculated Grade drop down menu.
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2. Select Edit Grade Item.

Can Exceed Final Calculated Grade

Grading

Can Exceed

Ve

1. Check the Can Exceed box.

Edit Grade Category

Lesson DID o
N

LO1 Edit Grade Item o

—

LO1F Enter Grades
Lesson 02 View Statistics

LOZ E Event Log

1. Find the category that the Grade Item is nested in and select the drop down menu.

2. Select Edit Grade Item from the menu.
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Can Exceed Grading Category

Grading

Can Exceed

v]e

1. Check the box Can Exceed.

Q Now that all three places have been changed the extra credit can be counted without
conflicting with final grade and other restrictions that you have in your course.
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Gradebook Intro and Customization
(Video)
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How do | Change the Gradebook to the
Spreadsheet View?

The I-Learn gradebook has two different views, the normal view and the spreadsheet view.

Switch to Spreadsheet View

\ £ settings @) Help

Switch to Spreadsheet View

BYUI Tools ~ Help v

Click on the button at the top of the gradebook that says Switch to Spreadsheet View.
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Spreadsheet View
04 v
LO4 Eval Subtotal
f1 -f--%
f1 == -%
f1 -f--%
/1 -f--%
f1 - -%

LOS Group

/10

/10

f10

/10

/10

LO5S W

LOS Peer w

/10

/10

/10

/10

/10

LOS Self «

/16

/6

/6

/6

/é

The spreadsheet view is excellent for entering zeros on assignments.

@© Onlineinstructors are cautioned not to use the spreadsheet view for entering any scores
other than zeros. Scores entered into these blanks are not pushed to content pages and
tools. Entering scores, other than zero, could result in students seeing inconsistent
assignment scores around the LMS.

BYU-Idaho Online | Grades
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Final Grade Options in a Weighted
Gradebook

BYU-Idaho Online | Grades Page 43
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How Do | Change the Points in my
Gradebook?

NOTE: This is for changing points in a points-based grade book.

My Grades

ooo '__l
oference ogg &M =

o,

ts Calendar My Grades v Course Tools ¥ BYUIl Tools v He

1. Click on the My Grades tab.

2. Select Grades in the drop down menu.
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Manage Grades

Enter Grades Manage Grades Schemes Setup Wizard
m Export Maore Actions

View By: User v Apply

52 Show Search Options

Click on Manage Grades.

Locate Assignment

Grade Item

Lesson 01

LO1 Syllabus Quiz | ~

LO1 Pre-test &  w

Lesson 02

Click on the assignment you will be editing.
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Edit Quiz Page

Grading

Maximum Points * o
ey
0

Can Exceed

i

Bonus

@

e_Save and New Save Cancel
S’

1. Input the points value for the grade item.

2. Click Save and Close.

Manage Grades

Grade em Type Association Max. Points
Lesson 01
LO1 Syllabus Quiz Mumeric Quizzes @) 10
LO1 Pre-test @ Mumeric Quizzes ) 10
The new point value will appear in the right hand column in the Manage Grades page.
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How Do | Submit Final Grades?

This is the process required by each Faculty/Instructor to submit final grades to be recorded on
the students permanent record.

*Note* - No assighments should be accepted from students after the final grade submission
deadline unless you plan to submit an Incomplete for the student.

@© Instructors teaching Pathway courses should use the instructions found here: How Do |
Submit Final Grades? (Pathway) The instructions below apply to BYU-Idaho courses only.

Accessing Through "my.byui.edu" (Faculty Tab)

BYU myBYUI

IDAHO

LLEARN

Faculty

Faculty Course Contral - BYUI Grade Entry
» Faculty Gourse Controd - BYLUI -
BYU-gal Gra niry
ETange ro

Course List for
e
» Related Links View More Options. View My Faculty Schedule
e i Spring Semester 2017 If accessing the Grade Ch
Course Authorizations Course Course Title Sub Program OL Go Directly To “byui | " before your user r
Faculty Reserve DAY [Select Area... v
Student Records. DAY Select Area
Related Links
Transfer Courses. DAy | Select Area

Reporting Tools Class Management Tools

@® My Pages

Class Rolls

Pictorial Class List

Seating Chart

Colleges & Departments
» " Student Names Flashcards

Housing

Faculty Resources

Instructional Development

Cuntculum Development

Faculty Development Plan

Copy Spot

Proxy Login Tools

1. Sign in to www.byui.edu
2. From your landing page, click on the Faculty tab.
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3. There are two ways to access the tool. You can either click on BYU-Idaho Grade Entry or Grade
Entry.

Canvas LMS

Q Instructors teaching in Canvas, please view the video linked below for instructions on
submitting grades in the Canvas LMS.

https://byui.zoom.us/recording/play/
sfI3wWVUEVbqiBW3TfnS2fGNz08IFngis-1Tq3NA4fc7SkIW-zDXz6G-
hB14kxpe)?startTime=1532224661000

Accessing Through I-Learn

Learning Model | |-Learn Helps | My BYUI

Winter 2017

Content | Discussions | Quizzes | Assignments | Calendar | My Gradesw | More Too eaching Tools »

+/- Test Student

Announcements | ¥ Content Browser | © +/- Assistant
I = l.

W Bookmarks @'Ro' Grade Submit
7 N

u‘—"| Resources Online Rooms
U:'l I-Learn 3.0 Tour >

Gy unit1 >

J.lj Unit 11 3

u—:‘| Unit 111 >

u"| Unit IV »

5 Projects s T

Calendar | ¥

F_.. RE___L M4 AT

1. Once inside of your course, click the Teaching Tools tab.

2. Click on Grade Submit.
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View Class List

BYU-Idaho Grade Submission Portal

Submission Summary | Submit as Assistant

Grade Submission Summary for

Proxied User: Wilcock, Arlen David
Grade Submission Course Students in Section Final Grades Submitted Course in ILearn

24 0 Yes

Grade Submit is only available during midterm and final grade submission periods.

Final Grade Submission for Winter 2017 opens 4/3/2017 and closes 4/12/2017 at 12 noon Mountain Time

In the new window, you will see each class you are teaching this semester. Classes highlighted in
yellow are classes that still have unsubmitted grades.

Click on View Class List.
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Input Grades

BYU-ldaho Grade Submission Portal

Input Grades

Course Number Instructor:

Section Number: Year: 2047

Subprogram: Day Session: Winter

Valid Grades: A, A-, B+, B, B-,C+, C, C- D#, D, D-, F,UW Subsession: Second Block

BYU-idaho Grade Key

i i ion: For each student to whom you assign an “F" or "UW" grade, you will be required to declare if the student participated in the class.
"Farticipation” Is defined as attending one or more class meetings or completing any work asseclated with the class. For example, If the student attended the Tirst day of class, the
student is deemed to have participated even if the student did not attend or submit any work for the remainder of the term. If the student did not ever attend a class meeting but
submitted an assignment, ook a quiz or exam, efc , the student is also deemed o have participated This declaration is necessary for compliance with federal financial aid
regulations.

Final Grade Submission for Winter 2017 opens 3/29/2017 and closes 4/12/2017 at 12 noon Mountain Time

\.._,/a
Toggle Select All Unsubmitted Hide Submitted Open Gradebook Assign Same Grade to All | - Submil Grades

uU

e

mitted Students e
=

First ¢ Last | Number Final Grade I-Learn Grade Final Grade to Submit Participated

w
£
3
3

s8ssnny

This is the main screen for the Grade Submission portal.

1. Select which grades you want to submit by clicking on the slider under the Submit column.
2. Select the final grade that the student earned.
3. Click on the Submit button.

@ [fthe grades pulled from I-Learn in the I-Learn Grade column are percentages, you will
have to manually convert those percentages that come over to a letter grade according
to your grade scheme. Starting in Winter 2018, the grade pulled from I-Learn will always
be a percentage.

Q@  You may notice that the students names are underlined. Clicking on them will link back to
their grade page on I-Learn.
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Participated

Unsubmitted Students

Submit  First ¢ Last I Number Final Grade I-Learn Grade Final Grade to Submit Participated

If the student has a "F" grade in the class, they will have a box under the Participated column to
mark whether or not the student participated in the course.

Select "yes" or "no" for this student.
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Do | Have to Submit All My Grades at Once?

Submitted Students

Submit First ¢ Last I Number Final Grade I-Learn Grade Final Grade to Submit Participated

(-]

Toggle Select All Unsubmitted Reset Page Gior28mades seicied (Ufsubmission

No. It will only submit whoever you select using the green slider under the Submit column.

If you only submitted a few students grades and come back later, the students will be organized
into two categories: Unsubmitted on the top, and Submitted on the bottom.

BYU-ldaho Grade Submission Portal

Grade Submission Summary for

Grade Submission Course Students in Section Final Grades Submitted Course in ILearn

«  View Class List 28 28 Yes

Once you have clicked the Submit Grades button, you will notice that your class is no longer
highlighted in yellow, and that a checkmark has appeared to the left of the name.

Your grades have been successfully submitted!
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Final Grade Submission Tips &

Troubleshooting

Here are a few troubleshooting tips and tricks we have found that will ensure that your grades
pull over from the I-Learn gradebook into the grade submission portal easily.

Change Grading Scheme to BYU-I Standard

Content Discussions Quizzes Assignments Calendar | My Grades «}J Course Tools »  Mare «

Enter Grades Manage Grades Setup Wizard
m More Actions W \"‘—"}

Crganization Schemes
Percentage @
BYUI-5Standard
BYUI-5tandard

©

Q® ..

Default Scheme

'

Set As Default

1. Click My Grades and Grades
2. Choose Schemes from the gradebook tab menu at the top.

3. Change the checkmark under Default Scheme to BYUI- Standard
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Show Grade Scheme Symbol

Course Tools » More v

Personal Display Options Org Unit Display Options Calculation Options

Managing View Display Options
User Details

Username @
Org Defined ID @

Grade Details

+ Points grade @
@ Grade scheme symbol @

« Grade scheme color @

1. Again, inside the gradebook, click the Settings cog on the righthand side.

2. On the Managing View Display Options page, make sure that the Grade scheme symbol checkbox
is checked.
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How Do | View Students Who Have
Withdrawn From My Course?

Navigate to Classlist

ence B =2 g A

Calendar My Grades v Course Tools ~» BYUIl Tools ¥ Help v

Attendance

line Refere

B o P N L.

1. Click Course Tools
2. Select Classlist
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Enrollment Statistics
Classlist

Add Participants w Enrollment Statistics Email Classlist

View By:  User v Apply

£ Show Search Options

Click Enrollment Statistics

Withdrawals

Withdrawals

&= Email g Print

kmage Last Mame, First Mame Qrg Defined 1D Ema Rale & Crate Latt Accessed

@ TEST @bryuiedu Student Aug 2, 2017 10:27 AM

20 per page w

The Withdrawal Report is found at the bottom of the page and shows each student who has been
withdrawn from your class and their withdrawal date.
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How Do | Use The Grades Setup Wizard?

My Grades
oference 888 &4 é

/’Q

ts Calendar My Grades v Course Tools v BYUIl Tools v

= o 3

B __-u = _;"__,'.

Class Progress

1. Click My Grades.

2. Click Grades.

Setup Wizard

Enter Grades Manage Grades Schemes Setup Wizard

m Export More Actions

View By:  User v Apply

SO Show Search Options
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€ If your gradebook has no information or setup, you will be immediately directed to the
Setup Wizard after clicking Grades. If you are not automatically directed to the Setup
Wizard, then navigate to it by clicking Setup Wizard.

LU HIUL UISPIdY PUIILS BIdUE VdIUES
Display grade scheme symbols

Display grade scheme colors

Display O decimal places for grade item values
Display 20 characters for Text type grade item values

Do not display the final grade calculation to users

The main page of the Grade Setup Wizard is a summary of the current/default settings within your
gradebook. To begin the wizard, scroll to the bottom and select Start.
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Choose Grading System

Step1of7
Step 1: Choose Grading System
Grading System
Weighted @
Example:

Assignments Category (20% of final grade)
- Assignment 1 Item (50% of Assignments)
- Assignment 2 Item (50% of Assignments)
Final Exam Item (80% of final grade)

Final Grade: /100%

e Points @

Example:

Assignments Category (40 points)
- Assignment 1 Item (20 points)

- Assignment 2 ltem (20 points)
Final Exam Item (200 points)

Final Grade: /240 points

Formula @

Final grade is determined by a custom defined formula
Grade items and categories use the Points system

m Caneel

Select the grading system you will use in your course and press Continue.

€ A Weighted grade book uses weighted categories to determine a final overall grade. Each
category receives a percentage of the final grade, with a total weight equal to 100%.
Within the categories, individual grade items are given weight to a total of 100%.

A Points based grade book assigns points to each grade item. The final calculated grade is
then a measure of total points earned divided by points possible.

A Formula based grade book uses a custom formula. Contact the FTC for further
information.
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Final Grade

Step2of 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
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
automatically released.

Select the final grade condition you will release at the end of the semester and press Continue.

€ A Calculated Final Grade calculates the overall grade based on the points or weight the

student has earned. It can only be adjusted by changing the scores students received on
various grade items.

An Adjusted Final Grade can be edited by the instructor after the calcuated final grade is
known, without changing individual assignments.
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Grade Calculations

Step 3 of 7
Step 3: Grade Calculations

Ungraded Items

® Drop ungraded items @)
Treat ungraded items as 0 @)

Auto Update

«/ Automatically keep final grade updated @

Select the calculation options and press Continue.

€ Drop ungraded items removes any item in the grade book from the calculated grade that
has no inputted score.

Treat ungraded items as 0 causes all grade items to be scored as 0 until a grade is
inputted.

Auto Update allows the final calcuated grade to automatically adjust as items are scored.

A Treatungraded items as 0 causes students to have low final calculated grades
throughout the semester because they work from a 0% in the class to their final score.
This is not recommended, as it makes it challenging for students to understand their
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grade. It can be applied at the end of the semester, after all scores have been inputted,
because it will then only affect items students never completed.

Turning off Auto Update for final grades can be misleading for students as they track their
progress in class, and is not recommended.

Choose Default Grade Scheme

Step 4 of 7
Step 4: Choose Default Grade Scheme

Scheme Mame Default Scheme
Organization Schemes
Percentage @)
BYUI-5tandard [ ]

BYUI-Standard

Select your grading scheme and press Continue.

€ A Percentage scheme will show the final calculated grade as a percentage, e.g. 83%.

The BYUI-Standard scheme will assign letter grades to the final calculated grade based on
the percentage a student has achieved.

A When submitting grades at the end of the semester, grade submit errors can be avoided
by using the BYUI-Standard scheme. If you want to use the Percentage scheme
throughout the semester, this setting can be changed at the very end of term.
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Alternatively, the Percentage scheme may be used as long as the final calculated grade
column is set to the BYUI-Standard scheme.

Managing View Display Options

Step 5of 7
Step 5: Managing View Display Options

Decimals Displayed *

Number of decimal places to display 0 (7]

Input the number of decimals to display in your grade book and press Continue.
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Student View Display Options

Choose the display options to apply to your student's view of their grade book.

Step6of 7

Step 6: Student View Display Options

Grade Details

Points grade )
+/ Grade scheme symbol @
+/ Grade scheme color @

Decimals Displayed *

Number of decimal places to display 0 @

Characters Displayed *

Number of characters to display for Text items 20

Final Grade Calculation

Display final grade calculation to users @

Go Back Cancel

€ Grade Details are various ways of displaying information for students, such as showing

A

points, letter grades (called the Grade scheme symbol), and color coding.

It is recommended to display the final grade calculation.

BYU-Idaho Online | Grades

Page 64



BYU-Idaho Online Knowledgebase

Grade Setup Summary

Display grade scheme colors
Display O decimal places for grade item values
Display 20 characters for Text type grade item valu

Do not display the final grade calculation to users

The final page of the wizard is a summary of the settings now in place. Click Finish in order to
complete setup.

You are now ready to create grade items and categories

Grade Options

°j= Create a New Grade Category
%] Create a New Grade ltem
AL Import Grades

| Create a New Grade Scheme

il Manage Grade Items and Categories

% Enter Grades

You may now begin to set up items and categories within your grade book.
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My Gradebook Is Loading Slowly, How Do
| Fix It?

Since January 2017 there has been a widespread issue with the I-Learn gradebook. If too much
information from the gradebook is displayed at once, slow loading times or errors can result.
The current workaround is to limit the amount of information displayed concurrently by the
gradebook. This article explains how to implement this workaround.

Gradebook

Assignments Calendar !M'«,,i Grades v loLJrse Tools

Click on My Grades, then Grades.
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Hide Rows or Columns

P 1 /- %o
P 1 /- %o
P 1 /- %o
P 1 /- %o
P 1 /- %o
P 1 /- %o
P 1 /- %o
10 per page _ e

20 per page
50 per page

50 per page v

One option is to limit the number of rows that are displayed in the gradebook by clicking the "per
page" drop down menu and changing the value to 20 or less.

Another option is to hide some of the columns displayed in the grade book. See this article for
instructions.
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How Do | Organize or View My
Gradebook by Section?

If you have two sections in one I-Learn class, it will be helpful to organize your gradebook by
section. This will make it so it only displays the students of each individual section that is in your
course.

Gradebook

T &%

Leamning Model | Helpw |

es | Assignments | Calendar | [UReleGEERd | More Tools— | Teaching

ass Frogress

Click on the My Grades tab and select Grades.
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Enter Grades

Enter Grades Manage Grades Schemes Setup Wizard

m Export More Actions -
Apply o
L2/

Q, | Show Search Options

”E@Email Page: 1of3 « * |[B0 | w per page

Cimal Eradacs =l i

Once in your gradebook, you will see a subheading that says:
View By:

1. Click on the drop-down menu and select Sections.

2. Click on the Apply button.

Your gradebook will now be organized by section.
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Changing Sections
]

Enter Grades Manage Grades Schemes Setup Wizard

m Export More Actions - o
S
View By:  Sections = = Sections: Apphy o
S

Search For: Q, | Show Search Options

% Email Page: 1of2 » B0 « | perpage

Final Grades [=] Outdoor A

Once your class has been organized by section, you can change which section you are viewing.
1. Click on the drop-down menu for the Sections subheading.

2. Click on the apply button to view only that section.
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How Do | See Which Students Have
Received Feedback on an Assignment?

With the update to the "Daylight Experience" that was released by the vendor in July 2017, the
icons that revealed when feedback had been left by the instructor in the gradebook had been
changed and no longer indicate visually which students have and have not received feedback
from the instructor. Below you will find instructions to install a Google Chrome extension that
will bring back that functionality. This is especially helpful for teaching group leaders and other
supervisors who conduct course visits.

Install Chrome Extension

P

x

G+

% Compatible with your device

Reverts the change the Daylight update
made that removed the checkmark on
items in the gradebook containing
feedback.

This is a tool developed to help online course
leadership find feedback in assignments.

1. Using Chrome, go to this address for the BYUI - Daylight Addon: https://chrome.google.com/

webstore/detail/byui-daylight-addon/iiifohhgaljpdkdgleddmjdphogjpcdk
2. Click Add to Chrome
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Extension Icon Apears in Chrome Toolbar

- r=- &
¥ ) NG 7]

The Daylight Addon should now appear in your extensions. At this point you don't need to do
anything else with the extension.

Grade All

LOS: ! dng Log w
Edit Grade ltem

LO5:

Enter Grades _o
e

LO5: It W
Wiew Statistics

LO5:. *nt W
Event Log

Lesson 06 | v .‘_‘o
\_4

LO&: Topic Introduction and Listening Practice w

From the Gradebook:

1. Choose the menu next to any grade item or grade category
2. Select Enter Grades or Grade All
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Feedback Icon Turns Green

LO8 Read LO8 Disc
Grade Scheme Action Submission Grade Scheme
9 /10 A- E=] &5 18.5 /20 A-
9.85 /10 A = (= 17 /20 B
8.85 /10 B+ -] & 17 / 20 B
10 /10 A .. oS 19.5 /20 A

Action

Grade items that have feedback now turn green (see L0O8 Disc, Action column). Grade items that do

not have feedback remain black (see LO8 Read, Action column).

¢  ProTip: When doing a course visit and looking for feedback, see more feedback data
quickly by going into the grade all screen on the grade category rather than the grade
item.
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How Do | Change a Student's Grade for a
Previous Semester?

Instructors may request a grade change for previous semesters by submitting a Grade Change
request through the Grade Change Portal.

MY.BYUI.EDU

BYU | yByul

IDAHO

FACULTY EMPLOYEE

You are here: Faculty > Faculty Information o

Faculty Information Facu Ity
» Faculty Course Control - BYUI

ASCRY LA Eonto GRADE ENTRY
* Grade Entry

* Related Links

BYU-ldaho Grade Entry e
Aol Grade Change Portal sffjssessssss—ay/
Course Authorizations Substitutions and Waivers

Foralin s Flme e o

1. Go to the Faculty tab at https://my.byui.edu
2. Navigate to the Grade Change Portal.
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Grade Change Portal

University - Academics ~ Living ~ Services -

BYU
[IDAHO

\ Grade Change

3 + New Request ] Q, Search v Action Items

Welcome to the new BYU-Idaho Grade Change Portal.
If you need assistance, please email grading@byui.edu or call {208) 496-1025.

Submit a request using the +New Request button at the top.

€ [If you need further assistance, use the email address and phone number listed on the
Grade Change portal.
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Grade Items
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How Do | Reorder the Columns in the
Gradebook?

Grade items are associated with activities such as Discussion Boards, Assignments and Quizzes
and are used to calculate and display grades.

Grade Categories are used to organize grade items to allow for functionality such as weighting
the grades for a groups of course activities.

NOTE: Changing the order of the grade categories and grade items will change the order of
grade columns in the gradebook for everyone in the course including the students.

My Grades

Assignments Calendar [My Grades ~] Course Tools

Class Progress

Navigate to the My Grades tab from the course navigation bar and click Grades.
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Manage Grades

Enter Grades Manage Grades Schemes Setup Wizard
Export More Actions

View By:  User v Apply

£ Show Search Options

Click on the Manage Grades tab.

More Actions

Enter Grades Manage Grades Schemes Setup Wizard

m More Actions vho
-

Delete

# Bulk Edit

Reorder -_o

e Grade [tem
Event Log

Lesson

LO1 Syllabus Quiz w
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Select the More Actions pull down menu, then click Reorder.

Reorder Grade Items

Reorder Grade Items and Categories

Expand All Collapse All

v esson 01
01 Syllabus Guiz H /

1 "
LO1 Pre-test \ 2w
2 2~

Use the number drop down menus to re-number the oder of each category and each grade item.
1. Reorder Grade Categories
2. Reorder Grade items

NOTE - Grade items cannot be moved to other categories with this function. Grade items can only be
reordered within each grade category.
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Save
- Lesson D2 2 =
12 Essay &clivi 1 L
LOZ Evaluation 2 "
LOZ Sclf-Assess 1 L
- Lesson 03 3 L
03 Self-Assessmen 1 w
LO3 Evaluation 2z w

m CI. ) L':-I

Click "Save" when you have finished reordering. The new order of categories and grade items will be
applied to the "Enter Grades" and "Manage Grades" views of the Grades tool.
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How Do | Edit a Grade Item?

My Grades

ooo
erence oo

o
/\-._.f

Calendar My Grades v Course Tools v |

1. Click on the My Grades tab.

2. Click Grades.

Manage Grades

Enter Grades Schemes Setup Wizard

m Export More Actions w

View By:  User v Apply

O Show Search Options

Select the Manage Grades tab
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Select Grade Item

Lesson 01

L01 Syllabus Quiz | ~ ‘)
LO1 Pre-test & dit Grade lte o
M’

Lesson 02 Enter Grades
LO2 Essay Activity View Statistics

LO2 Evaluation ~ Event Log

1. Click the Drop Down Menu next to the grade item you wish to edit.

2. Click Edit Grade Item.
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Make Edits

Mame *

LO1 Syllabus Quiz ‘\

Short Name

LO1 Syllabus .—

Category

Lesson 01 v [New Category]

P Show Description \

Grading

Maximum Points *

10 h

Make your edits. You may edit the Name, Short Name, Category, Maximum Points, mark as Bonus,
etc.

Save

m Save and New Save Cancel

Click on Save and Close.
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How Do | Create a Calculated Grade Item?

Calculated grade items allow the Instructor to create a column in the gradebook that will
calculate student's cumulative scores across multiple grade items.

My Grades

‘erence oog &

1. Click on the My Grades tab.

2. Select Grades in the drop down menu.
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Manage Grades
Enter Grades Manage Grades Schemes Setup Wizard

m Export More Actions w

View By: User v Apply

£ Show Search Options

Click on Manage Grades.
Create a New Item

Enter Grades Manage Grades Schemes

o_.‘ln re Actions
ey

New

g
Itermn o

Category

1. Click on the New button.

2. Click on Item.
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Calculated

Automatically grade users using a custom formula based on achievemer

E.g. Give users who received at least 50% on all participation grade iten
IF{ MIN{ [P1.Percent], [P2.Percent] } < 50, 0, 1

alculated

Calculate users' cumulative achievement across multiple grade items.
E.g. Midterm Grade

Al+AZ2+0Q1+0Q2 / Total Max. Points * 100 = 73%

[l Text

Prowvide rammente in the erade hnnle that are nat calrolated in the final

Click on the Calculated option.

Name the Grade Iltem

Calculated

Mame *

Test

Short Mame

5

Enter the necessary information in the form, such as the Name or the Short name.

NOTE: The short name is what will display in the column headers in the grade book as a means of
saving space.
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Select Included Grade Items

~ | LO1 Pre-test

O Lesson 02

SR

LO2 Essay Activity

«/ JLO2 Evaluation

LOZ Self-Assessment

S

Lesson 03

< | LO3 Self-Assessment

/' | LO3 Evaluation

Click the check boxes to select what grade items to include.
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Display Options

Display Options
w Hide Display Options

Student View

Display class average to users @)

+/ Display grade distribution to users @)

Override display options for this item )

Check to make sure that the Display Options are correctly configured.

Save and Close

HoInts grade

Grade scheme symbol
Grade scheme color

m Save and New Save Cancel

Click the Save and Close button in the bottom right.
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How Do | Restrict Grade Items?

Restricting a grade item is important when building a group discussion board. Each Discussion
topic requires a grade item to be associated with it in order for the Instructor to properly assign

a grade to the students in that group. However, if the grade items for each topic are not

restricted, it creates extra columns in the students gradebook which could result in concern

and confusion.

My Grades

Online Reference 880

(-

Assignments Calendar My Grades v Course Tools v+ BYL

—=v

DO
oy

Class Progress

1. Click on the My Grades tab.

2. Select Grades in the drop down menu.
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Manage Grades

Content Disct

Enter Grades Manage Grades Schemes Setup Wizard
m Export More Actions w

View By:  User v Apply

L Show Search Options

Click on Manage Grades.

Edit Grade Item

Lesson 03 w
Edit Grade Item e
o

LO3 Self-Assessment
Enter Grades

LO3 Evaluation

View Statistics
Lesson 04
Event Log
LO4 Group Submission |
LO4 Peer Assessment \ o
N

1. Click on the drop down arrow next to the grade item.
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2. Click on Edit Grade Item

Restrictions Tab

Edit Item: LO4 Group Submission

Properties Objectives

General

Type

Click on Restrictions Tab

Release Conditions

Release Conditions

w Hide Release Conditions

Attach Existing Create and Attach 'i' Remove All Conditions

There are no conditions attached to this item.

Click on Create and Attach
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Group Enroliment

Create a New Release Condition x

Release this item when the following condition is met:

Condition Type h
v —- Select Condition Type -- _J

Awards
Award Earned
| Checklist
Completed checklist
Incomplete checklist
Completed checklist item
Incomplete checklist item
‘ Classlist y
Org unit enrollment
Section enrollment
Role in current org unit
Date of enrollment in current org unit
Competencies

Select Group Enrollment from the pull down menu under Condition Type.
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Select Group

Group

v -- Select Group -- J
LO2 & LO3 DB Groups '
Group 1

=

Group 4
TOA Gathering Groups
Group 1
Group 2
Group 3
Group 4
Group 5
Group 6
Group 7
Group 8

Find and select the group that matches the group being restricted.

€ NOTE: In this example the grade item is being restricted to only Group 2. This allows only
the students that belong to Group 2 to see this column in their gradebook.
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Create

Create a New Release Condition

Condition Type

Group enrollment v

Condition Details

Group

Group 2 v

Click Create
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Check, Save & Close

Attach Existing Create and Attach 'i Remove All Conditions

To access this item, users must satisfy

All conditions must be met e /o

Member of group: LO2 & LO3 DB Groups > Group 2 X

g, watew | [ e | [ come

1. See the new restriction that has been added to this grade item

2. Click Save & Close

Grade Item Restriction Symbol

Lesson 04
LO4 Group Submission § w
LO4 Peer Assessment

LO4 Teach One Another Group Discussions Quiz

Observe the new symbol next to the grade item indicating it has been restricted.
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How Do | Create a Numeric Grade Item?

Numeric Grade items are the most commonly used grade items, and allow instructors to assign

points to any course activity.

My Grades

ments Caleo' My Grades ~ | Cc
e

Class Progress

1. Click on the My Grades tab.

2. Select Grades in the drop down menu.

Manage Grades

Enter Grades Schemes
Export More Action

Click on Manage Grades.
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Create a New Iltem

New » _o_loreﬂn.ctiuns b
S—
(- Je
e

Category

1. Click on the New button.

2. Click on Item.
Numeric

New ltem

Choose a Grade Item Type

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

Click on Numeric option
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Name the Grade Item

General

Type

Numeric

Mame *

Short Name

@

Type the necessary information in the form, such as the Name or the Short name.

NOTE: The short name is what will display in the column headers of the grade book. This is used as a

means of saving space.
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Options

Category

None o »  [Mew Category]
e’

[ Show Description
Grading

Maximum Points *

10

(~

Can Exceed

@
©

Bonus

©

Exclude from Final Grade Calculation

@

1. Select the appropriate category.

2. Input the point value of the grade item.

3. Select any additional options.
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Grade Scheme

Grade Scheme

-- Default Scheme -- (BYUI-Standard)

BYUI Standard
BYUI-Standard Color
LVVU Distinction Scheme

A

-- Default Scheme -- (BYUI-Standard)

Using the drop down menu, select the BYUI-Standard grading scheme.

¢  Only make this change if your default is not BYUI-Standard
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Display Options

Display Options

w Hide Display Options
Student View

Display class average to users @

Display grade distribution to users @

Override display options for this item @

Show
Points grade
Grade scheme symbol
Grade scheme color

Check to make sure that the Display Options are correctly configured.

Save and Close

Save and Close Save and New Save Cancel

Click the Save and Close button in the bottom right.
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How Do | Create a Pass/Fail Grade Item?

This Grade Item is used when the learning activity needs a simple pass/fail grade scheme.

My Grades

. ooo
erence oog &8 =

Calendar My Grades v Course Tools v BYUI Tools v

__
e
\ o

1. Click on the My Grades tab.

2. Select Grades in the drop down menu.
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Manage Grades

Enter Grades Manage Grades Schemes Setup Wizard

m Export More Actions

View By: User v Apply

£ Show Search Options

Click on Manage Grades.

Create a New Iltem

Enter Grades Manage Grades Schemes Setup Wizard

== e
Itermn o
()

Category

Grade Iten

1. Click on the New button.

2. Click on Item.
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Pass/Fail Grade Item Type

§  Numeric

Grade users by assigning a value out of a specifi¢
E.g. 8/10

i Selectbox

Grade users by selecting the grade scheme level
E.g. "Very Good" or "B+"

§ [Pass/Fail

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

§ Formula

Automatically grade users using a custom formu

Name Grade Item

Pass/Fail

Mame *

Short Name

AW,
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Add Name (required) and Short Name (optional).

Options

Category

P Show Description

Grading

Maximum Points *

‘\

Exclude from Final Grade Calculation

/

1. Select the appropriate Category.
2. Input the Maximum Points of the grade item.

3. Select any additional options.
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Grade Scheme

Grade Scheme

'/~ Default Scheme —— (BYUF-Standard) I
Percentage
BT LU= aNaarg
BYUI-Standard
BYUI-Standard Color
LVU Distinction Scheme
LVU Distinction Scheme
LVU Letter Scheme

LVU Letter Scheme

LVU Pass Fail

LVU Pass Fail

Using the drop down menu, select the BYUI-Standard grading scheme.
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Display Options

Display Options
w Hide Display Options

Student View

Display class average to users @

Display grade distribution to users @

Override display options for this item @

Show

Points grade

Grade scheme symbol
Grade scheme color

Check to make sure that the Display Options are correctly configured.

Save and Close

m Save and New Save Cancel

Click the Save and Close button in the bottom right.
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How Do | Create a Formula Grade Item?

My Grades

‘ence ool

nline Reference

1. Click on the My Grades tab.

2. Select Grades in the drop down menu.
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Manage Grades

Enter Grades Manage Grades Schemes Setup Wizard

Export More Actions

Click on Manage Grades.

Create a New Item

Enter Grades Manage Grades Schemes

More Actions W

Category

1. Click on the New button.

2. Click on Item.
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Formula

i Formula
St 2 | [ 2rade users using a custom formula based on achievement on o

E.z. Give users who received at least 50% on all participation grade items a pe
IF{ MIM{ [P1.Percent], [P2.Percent] } < 50,0, 1

1 Calculated
Calculate users' cumulative achievement across multiple grade items.

E.g. Midterm Grade
Al+AZ+Q1+02 / Total Max. Paints * 100 = 73%

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

Name Grade Item

Properties Restrictions Objectives

General

Type

Text

MName *
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Options

P Show Description

Grading

Maximum Points ©
T )@ ©
A4

Points Received

1. Input the point value of the grade item.
2. Use the Formula Editor to create the formula the grade item will use to calculate the score.

NOTE: If you are unsure of how to use the Formula Editor click the link below.

How Do | Use the Grade Item Formula Editor?
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Grade Scheme

Grade Scheme

- Default Scheme -- (BYUI-Standard) v | @

-- Default Scheme -- (BYUI-Standard)
Percentage

BYUI-Standard
BYUI-Standard
BYUI-Standard
BYUI-Standard Color
L\VVU Distinction Scheme
L\VVU Distinction Scheme
LVU Letter Scheme

LVU Letter Scheme

L\VU Pass Fail

L\VU Pass Fail

_— ] — Rl

Using the drop down menu, select the BYUI-Standard grading scheme.
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Display Options

Display Options

w Hide Display Options
Student View

Display class average to users @
Display grade distribution to users @

Override display options for this item @

Show

Managing View
Override display options for this item @

Show

Check to make sure that the Display Options are correctly configured.

Save and Close

Save and Close Save and New Save

Cancel

Click the Save and Close button in the bottom right.
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How Do | Create a Text Grade Item?

This grade item type can be used as a way of displaying text in the gradebook.

My Grades
‘ence i

Class Progress

nline Reference

1. Click on the My Grades tab.

2. Select Grades in the drop down menu.
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Manage Grades

Enter Grades Manage Grades Schemes Setup Wizard

Export More Actions

Click on Manage Grades.

Create a New Item

Enter Grades Manage Grades Schemes

More Actions W

Category

1. Click on the New button.

2. Click on Item.
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Pick Text

i Formula

Automatically grade users using a custom formula based on achievement on o
E.z. Give users who received at least 50% on all participation grade items a pe
IF{ MIM{ [P1.Percent], [P2.Percent] } < 50, 0, 1

1 Calculated

Calculate users' cumulative achievement across multiple grade items.
E.g. Midterm Grade
Al+AZ+Q1+02 / Total Max. Paints * 100 = 73%

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

Select Text from the available grade types
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Name Grade Item

Properties Restrictions Objectives

General

Type

Text

Mame *

I

Enter a name for the grade item in the first box
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Options

Display Options

w Hide Display Options
Managing View

Override display options for this item @

(-

Show

Number of characters to show for this grade item

Save and Close e Save and New Save Cancel

1. Complete the desired options
2. Click Save and Close
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Gradebook

Final Grades /
Example Text | w*

Final Calculated Grade Fi
Properties
-
Edit
/--o Grade Al /
/e o Statistics
Event Log
1. Navigate to your gradebook.
2. Click the dropdown menu next to the text grade item
3. Select Grade All
Input Text
Last Name & | First Name —————————————————
P
P
P
Input text
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How Do | Avoid Internal Errors in the
Grade Book?

This article explains how to mitigate internal error messages when trying to view a single
student's grade from the grade book. I-Learn has a known issue with grade book display
settings which can be overcome by changing display options as explained in this tutorial. For
additional errors, contact the Faculty Technology Center at 208-496-7230.

My Grades
_ B =@ N

ar y Grades Course Tools ~» BYUI Tools ~» Help ~

1. Click My Grades.

2. Click Grades.
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Method 1: Hide Students

Display Options

Change the number of students you are viewing by clicking the dropdown arrow at the bottom of
the page and selecting a lower number.

——
10 per page

20 per page
50 per page
100 per page
200 per page

n

iy

20 per page v

Q@  Selecting 20 students per page will usually stop the error from occurring, but if the error
still occurs, then you may need to only view 10 students per page.
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Method 2: Hide Columns

More Actions

Enter Grades Manage Gradsas Schemes Setup Wizard

o

MNote
Hide/Show Columns

+ 'Final Calculated Grade' s (2 JINEN
Event Log N

1. Select More Actions.

2. Click Hide/Show Columns.
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Hide/Show Columns X

Grade Item ype

Final Calculated Grade

< «]n

Final Adjusted Grade

“ ca"(_ul
4

In the popup window, select the columns to hide and display in the grade book by checking or
unchecking their boxes. Hide entire categories by toggling the categories (the check boxes in the
gray rows).

Q It is recommended that you only show one or two categories at a time if you have
encounctered errors in the past.
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Hide/Show Columns X

Choose grade items to display

Grade ltem Type
v, Final Calculated Grade

A Final Adjusted Grade

4

Save your changes, and the grade book will automatically update.

Check Functionality

L Show Search Options
2 Emai

Last Mame & , First Name

B 1 o

Click on the student's name to ensure no errors persist.
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Content Discussions Quizzes Assignments

<>

User Details
MName
Org Defined 1D

Email

Username

Final Grade

[+ Show Comments

You should be able to see students' grades individually.
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How Do | Compare Two Grade ltems?

Compare two grade items and the scores students have recived for these items.

Go to Grades

nce D00

illendar Course 1

Class Progress

First Click My Grades then Grades.

Hide Columns

User v Hide/Show Columns

}:’ Fvent | no '

Under More Actions click Hide/Show Columns.
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Select the Grade Items

Hide/Show Columns X
Choose grade items to display
Grade ltem Type
Lesson 01
61 Syllabus Quiz MNumeric
\Tgl Pre-test Numeric
Subtotal
Lesson 02
LOZ2 Essay Activity Numeric
LO2 Evaluation MNumeric

m Ca ! ce'
#
(2

Select the two or more grade items that you want to compare then click Save.

Q@  You can use the checkbox on the very top left to select and deselect all grade items. You
can use this checkbox to deselect all grade items if you click it twice.

Compare Grades

L02 w LO3 w

Last Name a , First Name

LO2 Self w LO3 Self w
B /6 /6

P /6 /6
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You should now see the two grade items that you want to compare.

Return to Normal View

To view all of your grades again go through the steps but this time select all the grade items.

User v Hide/Show Columns

ﬁ Fvent | no '

Select the Hide/Show Columns option under More Actions.

Select all Grade Items

Hide/Show Columns X

Choose grade items to display

o_G‘sdc- Item Type

ofy Lesson 01
< LO1 Syllabus Quiz Numeric
~/ LO1Pre-test Numeric
/' Subtotal

v, Lesson 02
&/ LO2 Essay Activity Numeric

EBo-
N 4
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Check the box at the top right to select all grade items then click Save.

Now you can see your grade like normal again.
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Grading Tools
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How Do | Create a Rubric?

Course Tools

My Grades v Course Tools v ools ¥ Help +

Classlist
Groups
Attendance

ePortfolio

Awards Jnline Instruction Re:

Course Admi

-ontent Browser v

+/- Test Student B Bookmarks 4 Re
1. Click on Course Tools
2. Select Course Admin
Rubrics
Assessment
I Assignments © Awards = Checklists
A Competencies v Grades 7] Quizzes
W s Self Assessments ] Surveys
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Click on Rubrics under the Assessment Area.

New Rubric

Rubrics

Rubrics available to this org unit are listed below. The Status column indicates the statu

£ Show Search Options

Select New Rubric.
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Name and Status

General

Name *

Rubric Status e
A\ "4

What is a rubric status?

Published
Archived

s, and cannot be used in assessments.

Description

o & f hd Paragraph v

1. Name the Rubric
2. Choose the Rubric Status.
- Draft rubrics are not yet available for new associations.

- Published rubrics can be associated with course activities. Once a rubric has an association, you
cannot change the rubric's name, description, levels, and criteria.

- Archived rubrics do not appear in default search results and are not available for new associations.
Existing associations with archived rubrics remain functional.

3. Give the rubric a description if desired.
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Rubric Options

Rubric Type

v Analytic

Holistic

Initial # of Levels *

(-

Initial # of Criteria™

°

1. Select the Rubric Type

Analytic - Most rubrics are analytic. An analytic rubric breaks performance into multiple criteria. You
assess each criterion separately, resulting in an overall assessment score.

Holistic rubrics do not break performance into separate criteria. Performance is assessed
holistically, so that you consider several different criteria, but make only one overall assessment.

NOTE: Once the Rubric type has been chosen and saved it cannot be changed. To change the Rubric
Type a new rubric will need to be created in its place.

2. Select the number of initial Levels in the rubric
3. Select the initial number of Criteria in the rubric

NOTE: You can change the number of levels and Criteria in a rubric as long as it is not associated
with a course activity.
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Scoring Method

Text Only
¥ Points

Custom Points

Hide Scores
Hide scores from student views

Advanced Availability

Expand advanced availability options

Custom Points

Hide Scores

Hide scores from student views

el}:lose
m u

1. Select the method to be used for scoring the rubric.
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Text Only - Performance levels indicated by Text Only. For example, three performance levels for a
rubric can be "Poor", "Good", and "Excellent".

Points - Similar to Text Only, but includes points to assess performance. For example, three
performance levels for a rubric can be "Poor (0 points)", "Good (75 points)", and "Excellent (125
points)"

Custom Points - This scoring method is only available to analytic rubrics.The Custom Points scoring
method is similar to the Points scoring method, but you can customize the points given for each
criterion. For example, if performance levels are "Poor", "Good", and "Excellent", then the criterion
"Spelling and Grammar" can be worth 0 points, 10 points, and 20 points for each level, and the
criterion "Expression" can be worth 0 points, 30 points, and 60 points, making it worth three times
the points of "Spelling and Grammar".

NOTE: It is highly recommended to use the Custom Points Rubric method, as it provides the greatest
scoring flexibility for your rubric.

2. Click Save

Levels and Criteria

Edit Rubric - Test .

Properties Levels and Criteria

General

To edit or add additional information to the rubric Levels and Criteria click the tab at the top of the
screen.
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Add Criterion and Adding Levels

Properties Levels and Criteria

+ Add Criterion  + Add Level . Add Criteria Group 1 Reorder Criteria

Criterla Level 4 b Lewel b
Critdpion 1 s 4 points 3 poin

o o -0 O
ey S— p—a

o
Criterion 3 b X .
4 points 3 points
COverall Score R Level 4 e Lewel 3 A
11 or more 8 or more

Lewel 2

2 points

2 points

2 points

Lewel 2

5 or more

Level 1

1 point

1 point

1 point

Lovel 1
0 or more

1. Click to add additional Criterion
2. Click to add additional levels
3. Click to add an entire group of Criterion

4. Click to reorder
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Edit Criteria

Properties Levels and Criteria

+ Add Criterion + Add Level Add Criteria Group

~9

Criteria w Level 4 W
Criterion 1 l Edit Criteria Groue lo
N
Criterion 2

Add Criteria Group Above

Criterion 3
Add Criteria Group Below
Overall Score v
Add Criterion
Reorder Levels
Close

1. Click the pull down menu next to the Criteria Header

2. Click Edit Criteria Group
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Names and Points

Criteria Group Name *

[ Criteria Q ]

Level Names

Level Name*

Level 4

Level 3

©

Level 2

Level 1

Criteria Names

Criterion Name*®

Criterion 1

(-

Criterion 2

Criterion 3

o:ancel
— —

1. Edit the name of the Criteria Group Name
2. Edit the names of the Levels
3. Edit the names of the individual Criteria

4. Click Save
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Edit Level

+ Add Level Add Criteria Group 4| Reorder Criteria

+0

W Level 4 W Level 3 b
L

4 points Edit Leve e

Edit Level) Qg

b .

4 points Add Level
S .

4 points Add Level to the Right
w Level 4 h

1. Click the drop down menu next to the level to be edited

2. Click Edit Level
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Criteria Description

Description and Feedback

Descriptions for each criterion that uses this performance level should outline the requirements to meet this |

Criteria Score (points)® Description
Criterion 4
1 o & go - Format v
o y B o B O 4
p~—4
Criterion 4
2 O & ap - Format v
¥y O o R4

e.‘.an cel
4

1. Add a description in the content box for the criteria

2. Click Save

Repeat

Level 3 L Lewvel 2 "W
3 points Add Level

D mmiekn
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Repeat this step for each level.

Close
Criterion 1 “ .
4 points
Criterion 2 e .
4 points
Criterion 3 ~ .
4 points
Overall Score W Level 4 L
11 or more

Click Close to return to the list of Rubrics.

Edit Properties

Before your rubric shows up, you will need to make sure that compentencies are allowed
in your course.
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Rubrics available to *-i~ ~=~ ©:=# cen Bobod balaw. Tha Status cc
©
)@ ieacho

Edit Levels and Criteria

(

n Preview

MName scription
Set Status

Disci ‘ o bric for as

. View Statistics ssons 1 ar

Copy

Peer bric used
Delete

Test | w

o

In the list of course rubrics:
1. Click on the arrow to the right of the rubric you want to edit.

2. Click Edit Properties.

Advanced Availability

Advanced Availability

P Expand advanced availability options

Click on Expand advanced availiability options.
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Check

Advanced Availability

w Collapse advanced availability options

Allow new associations in

+/ Competencies

v/ ePortfolio

What are associations?

Check the box for Competencies.

If you are using ePortfolio, you will also want to check that box.

Save

What are associations?

Click on Save to finish.
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How Do | Create a Custom Grading
Scheme?

BYU-Idaho has a standard grading scheme titled BYUI-Standard. If you would like to create a
custom grading scheme follow the steps below.

NOTE: If you choose to use a custom grading scheme the system will NOT automatically
populate student grades when using the grade submit tool at the end of the semester. You will
be required to add them manually by toggling between your gradebook and the grade submit
tool.

My Grades

nents Calendar My Grades ~] Course Tools v

Class Progress

1. Click the My Grades Tab
2. Select Grades from the menu
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Schemes

Enter Grades Manage Grades

Setup Wizard

Export More Actions
View By:  User v Apply
Click the Schemes tab
New Scheme
Enter Grades Manage Grades Schemes Setup Wizard

Organization Schemes

Percentage @

Scheme MName

Click the New Scheme button
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Name Scheme

New Scheme

General

MName *

N

Short Name

Give your scheme a name. The short name is optional.
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Options

D ad
2K o
S
4 B a0

+ Add Ranges 1 o/
ey

wllvu o

Name the Symbol that will represent the grade range
Give the percentage for the grade range
Click to Remove a range

A wWwN =

after the assignment is graded.
5. Save and Close

BYU-Idaho Online | Grades
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How Do | Change Default Grading
Schemes?

NOTE: If you choose to use a grading scheme other than BYUI-Standard the system will NOT
automatically populate student grades when using the grade submit tool at the end of the
semester. You will be required to add them manually by toggling between your gradebook and
the grade submit tool.

My Grades

nents Calendar My Grades ~] Course Tools ~

™0
)

Class Progress

1. Click the My Grades Tab
2. Select Grades from the menu
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Schemes

Enter Grades Manage Grades Setup Wizard

Export More Actions

View By:  User v Apply

Click the Schemes tab

Select Scheme

Content  Discussions  Quizzes  Assignments  Calendar My Grades Maore «

Enter Grades Manage Grades Schemes Setup Wizard £ Settings @) Help
Scheme Name Default Scheme Set As Default

Qrganization Schemes

Percentage @ o
BYLUI-Standard
BYUI-5tandard W

Course Schemes

Pretty Scheme N
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Select the checkbox under the Set As Default column for the grade scheme that you would like to

use.

Confirmation

Confirmation

Are you sure you want to set 'BYUI-
Standard' as the default grade scheme
for the org unit?

Yes No

Confirm that you would like to change by selecting Yes.
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How Do | Export/Download My
Gradebook in I-Learn?

All student data including grades will be archived at the conclusion of each semester, however
many Faculty and Online Instructors find it more convenient to maintain a personal copy of the
gradebook for their own records. This Article shows how this is done.

My Grades

alendar | My Grades v .o,e Tools
o —

DO =
o -..____‘__“‘

Class Progress

A
=
[==)

1. Click the My Grades tab

2. Select Grades from the menu
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Export
Enter Grades Manage Grades Schemes Setup Wizard
View By: User v Apply

£ Show Search Options

In the gradebook click on the Export button
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Options

Export Grades

Export Options
Export Grade ltems For

All users v Apply

Key Field

® Qrg Defined ID
Username
Both

Grade Values

' Points grade
Grade Scheme ()

User Details

Last Name

First Name

Email

Group Membership

Choose the preferred options for exporting.
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Choose Grade Items

. Grade Item

Lesson 01
< LO1 Syllabus Quiz
« LO1 Pre-test
' Subtotal @
Lesson 02
LO2 Essay Activity
LO2 Evaluation
LO2 Self-Assessment
Subtotal @
Lesson 03
LO3 Self-Assessment
LO3 Evaluation

Subtotal @

Choose which Grade Items are to be exported.

NOTE: To select them all, click the Box above the list.

Choose Export Format

Export to CSV Export To Excel Cancel

Choose a format for the export.
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Download Export

@ Secure | https://byui.brightspace.com/d2l/common/popup/popup.d2|?ou=24738¢
Export Grades

our file I1s ready to download.

FDAMEF 101 - R--- - Online Reference GradesExpor... (2.69 KB)

Close

Click the link to download the prepared export.
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How Do | Tell Which Students Have
Submitted a Grade Item?

NOTE: This does not apply to group submissions. To learn how to grade a group discussion
board, see How Do | Grade a Group Discussion Board.

Grades

Calendar My Grades v ODur
"y
Grades o
.\.—""

Class Progress

Contel

1. Click on My Grades.

1. Select Grades.
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Check Grade Item

Essays W WOZDE w
50/ 50, A 0/30F
-/ 50, - -/ 30, -
-/ 50, - -/ 30, -
-/ 50, - -/ 30, -
IEI 45.83 / 50, A- " 30/ 30, A

Find the grade item in the gradebook. If you don't see a submission icon next to a student's name,
then the student has not submitted the assignment.

NOTE: What you are seeing is the standard view of the gradebook.
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Where Do my Students Find their

Feedback?

Overview

Where do students find feedback | leave for them?

Student View

Class Progress

>Quizzes

- Class Progress
Quiz >Grades Quiz
Completion

Attempts

Quizzes Tab

i -

Grade Items
Overall

My Grades

Quiz

Questions Progress

Discussion

Class
Boards

Assignments

Tab

Class Progress
>Quizzes
>Open Quiz Attempt

Quizzes

Places to Put Feedback (Instructors)

+ Response specific feedback - To give all
students standardized feedback about why
a given answer within a quiz question is
right or wrong.

BYU-Idaho Online | Grades

Places to Find Feedback (Students)

* Quizzes > Speech Bubble > Atempt > View
Feedback

+ Class Progress > Quizzes > Details >
Attempt > View Feedback

Page 159



BYU-Idaho Online Knowledgebase

Places to Put Feedback (Instructors)

* Whole question feedback - To give all
students additional standardized feedback
about a specific question within a quiz.

+ Attempt Feedback - To give individual
students customized feedback about their
entire quiz attempt.

+ Expand Question Feedback in the
Attempt - To give individual students
additional customized feedback about a
specific question within a quiz.

+ Grade Item Public Comments in the
Completion Summary - To give individual
students customized feedback about their
entire quiz attempt.

+ Completion summary feedback - To give
individual students customized feedback
about their entire quiz attempt.

+ Overall Feedback in the gradebook - To give
the entire class customized feedback about

all quiz attempts

Assignments

Places to Put Feedback (Instructors)

+ Feedback in the Assignments evaluation
interface

BYU-Idaho Online | Grades

Places to Find Feedback (Students)

Quizzes > Speech Bubble > Atempt > View
Feedback

Class Progress > Quizzes > Details >
Attempt > View Feedback

Quizzes > Speech Bubble > Atempt
Class Progress > Quizzes > Details

Quizzes > Speech Bubble > Atempt > View
Feedback

Class Progress > Quizzes > Details >
Attempt > View Feedback

Grades
Class Progress >Grades

Quizzes > Speech Bubble
Class Progress > Quizzes > Details

Grades

Places to Find Feedback (Students)

+ User Progress > Grades > Feedback
+ User Progress > Assignments > Details
+ Assignments > Speech bubble
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Places to Put Feedback (Instructors) Places to Find Feedback (Students)
* Grades
+ Verbal Feedback given in the Rubric + User Progress > Grades > Feedback

+ User Progress > Assighments > Details
+ Assignments > Speech bubble
+ Grades

* Rubric criteria scores + User Progress > Assignments > Details
+ Assignments > Speech bubble

+ Overall Feedback in the gradebook + Grades
+ Feedback Attachments (Files, Voice, or + User Progress >Assignments
Video)
+ Feedback on rubric criteria + User Progress >Grades
* User Progress >Assignments
+ Grades

Assignment Grader App (iPad & Android Tablets only)

Places to Put Feedback (Instructors) Places to Find Feedback (Students)

+ Feedback text box + Grades
+ User Progress >Grades

« Annotations made on the document + User Progress >Assignments
*+ Voice Feedback + User Progress >Assignments
*+ Video Feedback + User Progress >Assignments
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You might also be interested in:

* How Do | Give Feedback to My Students in Turnitin®?
+ How do | Find Feedback on an Assignment Using Turnltin?

Discussions

Places to Put Feedback (Instructors) Places to Find Feedback (Students)

+ General Feedback in Assess Topic/Grade + User Progress > Grades > Feedback
item + Grades

+ Overall Feedback in the gradebook + Grades

+ Feedback left in rubric criteria + User Progress >Discussions
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How Do | Change a Grade Item's Name or
Short Name?

How to change a grade item's name or short name.

Grades

dlerence ooo =]

1. Click on My Grades.

2. Select Grades.
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Edit

0.
o

LO1 Syllabus | w LO1 Pre =«

Properties o
/ s

Edit
Grade All
Statistics

Event Log

1. Click the drop-down arrow next to the title of the grade item you wish to rename.

2. Select Edit.
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Change Name or Short Name

ey

MName *

LO1 Syllabus Quiz

Short Name

Category

Lesson 01 v  [New Category]

o

LO1 Syllabus P

Save and Close o Save and New Save Cancel

1. In the Name and/or Short Name boxes, type in the new name/short name.

2. Click Save and Close.
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How do | Show More Students in My
Gradebook?

If your gradebook only shows a small amount of students, and your options to show more are
capped at 20 or less, you can change the viewing options to allow you to show more.

Hide/Show Columns

Enter Grades Manage Grades Schemes Setup Wizard

Import OH More Actions
—y

View By: USE‘_o_ ssmbbemelly Hide/Show Columns
ol

P Event Log E

1. Click >More Actions
2. Click >Hide/Show Columns
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Choose the Grade Items Needed

Hide/Show Columns X
o Grade Item Type -
4

Lesson 01
& JLO01 Syllabus Quiz Numeric
LO1 Pre-test MNumeric
~ | Subtotal
Legson 02
LO2 Essay Activity Numeric
LO2 Evaluation Numeric
" [ LO2 Self-Assessment Numeric
< | Subtotal
—

(2) -
—

#4

1. Check the boxes for the assignments you would like to show, and nothing more. (The more

assignments you show, Brightspace will reduce the number of students it can show.)
2. Click >Save

Increase the Number of Students Shown

Page: 1of2 v o 20 per page v
o
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10 per page
20 per page
50 per page

100 per page o
200 per page

20 per page

1. Click the number of students currently showing in the example shown >10.
2. Choose the number of students you woud like to show. This option should be higher now than it
was when you started the steps at the top of the article.
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View Grading History on a Grade Item

This article will show you how to view a student's grade history on a certain grade item. This is
useful if a grade was accidently changed, and you need to retreive the old one.

Grades

Relerernce

K

=

:nts  Calendar My Grades v _o_'se Tools ~» BYUI Tool:s
p—y
bus QL (2)

Class Progress

1. Click My Grades

2. Click Grades

BYU-Idaho Online | Grades Page 169



BYU-Idaho Online Knowledgebase

Grade All

LO1 Syllabus W LO1 Pre 0 Subtotal LO2 Essay
\\_.-'"

T 0 Properties
Edit
/10
Grade All o
@
S 10
Statistics
cvent Log

/20

/20

1. Click the dropdown menu icon for the grade item history you would like to view.

2. Select Grade All
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Event Log

Grade Scheme Feedback Event Log

0 /10 F =
/ 10 : = &
/ 10 : B &

Under the Users table, click the Event Log for student whose history you wish to view.

View History

Grade Item Event Log: LO1 Pre-test

£ Show Search Options

Modified By Last Maodified » User Grade Symbol
Jul 31, 2017 1:48 PM 0/10 F
Jul 31, 2017 1:48 PM 10/ 10 A

20 per page v
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This will open a dialog box that shows the grading history of that student.

BYU-Idaho Online | Grades Page 172



BYU-Idaho Online Knowledgebase

How Do | Add Private Comments to
Grade Items?

Instructors and TA's can add private feedback in the grade book that is only visible to other
teachers or TA's. This tutorial explains where and how to do this within the grade book.

My Grades

Bl Il B B N B0 o s

ats  Calendar | My Grades v .o_.H"SETDD'SV
e
Grades o
S

Class Progress

[u]]
[u]]
al

1. Click My Grades.

2. Click Grades.
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Enter Grades

i LO1 w
de wr LO1 Syllabus g o LO1 Pre w
ey
Properties /10
Edit
/10
Grade All o
N
o /10
Statistics

From the main grading page,
1. Click the dropdown arrow beside a grade item.

2. Click the Grade All button.
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Grade ltem
Grade Scheme Feedback
10 /10 -
/10 - -]
/10 - -]

Select the Feedback chat bubble to open the feedback area for an individual student.
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Feedback

Grade Feedback for b

Feedback

O & &£ - Format v

A
Y
BN

T v B/

<

Private Comments
Anyone who can grade this activity can see these comments

Ay ® n Fa "2 4T

—
“ coneel

RN

Add private comments by typing in the second box. These comments are only visible to people with

administrative roles in the course.
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How Do | Automatically Give a Zero Once
a Due Date Has Passed?

In previous versions of I-Learn, it was possible to "flunk unsubmitted" assignments and
grades once a due date had passed. This would automatically assign 0's to all students
who had failed to complete the assignment. Unfortunately this functionality no longer
exists within I-Learn. Please see this tutorial for information on grading in bulk.
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General Grading
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How Do | Grade a Grade Item That Is Not
Connected to Any Activity?

Grades

gnments Calendar My Grades ~+ Course

1. Select My Grades in the upper navigation bar.

2. Select Grades.

Spreadsheet View

t ©

Help ~

d ‘ Switch to Spreadsheet View |

BYU-Idaho Online | Grades Page 179




BYU-Idaho Online Knowledgebase

If you are viewing the Gradebook in Standard View, click Switch to Spreadsheet View

Assign Grades

LOZ w
Last Mame & , First Mame
LO2 Essay w*
—
20
: 20
20

Find the item you wish to grade in the gradebook. Insert the students' grades into the corresponding

text box.

NOTE: This is the ONLY time we recommend inserting grades directly into the grades column in the

gradebook.
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How Do | Use the D2L Assignment Grader
iPad App?

How Do | Install the iPad Grading App?

App Store

Select the App Store.
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Brightspace Assignment Grader

iPad = 5:22 PM
i = ) * Al Catego * By Relevanc All Ages + : £ wnent dem" o
Q/ Suggestions
OPEN |

brightspace assignment grader

Brightspace :
\/ Assignment Gra... -
DZL Corporaton
T =

1. Search for Brightspace Assignment Grader.

2. Click on the Download button next to Brightspace Assignment Grader. The App will now be
installed on your iPad.
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How Do | Log into My Account with the D2L Assignment
Grader?

Log in with EduDentity

Assignment Grader™

Log into Log in with
D2L® Online Courses EduDentity

Open the app, then select Log in with EduDentity. If you do not have an EduDentity account, follow
the steps below in 'Create An EduDentity Account'. If you already have an account, continue on to
'Sign into EduDentity'.
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Create An EduDentity Account (if you haven't already

done so.)

Create a New EduDentity Account

D2L

Assignment Grader™

Grader™ and myDesire2Learn™ and helps to provide a
secure and seamiless login exparence across products

*D2L EduDentity™* is an account management servica usad
i E ) by applications such as D2L Binder™, D2L Assignment

EDUDENTITY LOG IN

Email ashbyd@byui.edu

Password

Cregte 3 new EdulDentity account Forgot your password?

( )

If you do not already have an EduDentity account, select Create a new EduDentity account.

BYU-Idaho Online | Grades

Page 184



BYU-Idaho Online Knowledgebase

Create EduDentity Account

D2L EduDentity™

D) | am 13 years of age or clder and accept the terms of service,

Sign Up

Already have an account? Sign in

Fill in the form with your personal information and press Sign Up. You will then be taken back to the
EduDentity login page. Continue to follow the steps below to log into the D2L Assignment Grader.
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Sign into EduDentity

D2L

Assignment Grader™

*D2L EduDentity™"* iz an account managemeant service used
by applications such as D2L Binder™, D2L Assignment
Grader™ and myDesire2Learn™ and helps to provide a
sacure and seamless login exparence across products

EDUDENTITY LOG IN

Email ashbyd@byui.edu

Password ssssssssssl

Create a new couleniny

1. Insert your BYU-Idaho login crdentials.

2. Click Sign In.
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Add Linked Accounts

D2L

Assignment Grader™

EDUDENTITY ACCOUNT

David Ashby
ashbyd @byui.edu

= ACCOUNT DISPLAY NAME
-+ [ N
r@]] David Ashby Resat

*D2L EduDentity™™ acts as your passport, allowing you to
access D2L applications such as D2L Bind " D2L Assignment
Grader™ and myDesire2Learn™ usin e set of credentials

EDUDENTITY LINKED ACCOUNTS

<+ Add Linked Account

Click Add Linked Account.
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Enter Course Web Address

D2L

Assignment Grader™

D2L Assignment Grader™ s only available for instructors
using the Brightspace Integrated Learning Platiorm

Specify the wab address for your organization's online courses
to log in and start using Assignment Grader.

LOG IN - ENTER YOUR D2L COURSES WEB ADDRESS

https://oyui.brightspace.com

How do | fimd my D2L Courses Web Address? )

Connect

1. Enter your course web address. If you are a BYU-Idaho online instructor, the web address is
http://byui.brightspace.com. If you are a Pathway instructor, the web address is
http://pathway.brightspace.com.

2. Click Connect.
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Log into BYU-I/Pathway

Dloss paithwsy, brkghs pacs. com
Username eSS CrnisT | g LDS Account
LRI S e wsion
Sign in o
Password ; @

LOGIN "

Change password | Fongol usermarme of password | Creste usermame

Log into either your BYU-Idaho or Pathway account.

Select Your Account

D2L

Assignment Grader™

EDUDENTITY ACCOUNT

David Ashby
ashbyd@byui.edu

e ACCOUNT DISPLAY NAME
£ [o =
F\"--']] David Ashby

*D2L EduDentity™* acts as your passport, alloggng you to
access D2L applications such as D2L Binder™ Assignment
Grader™ and myDesire2Learn™ using on of credentials

EDUDENTITY LINKED ACCOUNTS

Edit

Confirm - Brigham Young University-ldaho

David Ashby

byui.brightspace.com
David ;\:, hby

4 Add Linked Account
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The app will take you back to the EduDentity screen. Select your BYU-lIdaho or Pathway account. It
will then take you into your course.

How Do | Grade Offline Using the D2L Assignment
Grader?

Download

LO1: Application Activity

DLDE: Application Activity
\3: Application Activity

LO4: Application Activity

L05: Application Activity

From the app's home screen, find the activity that you wish to download. Click the download icon
next to its title. Submissions will then begin downloading to your iPad.
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Grade

Score
12,00 A2
Rubrics
Teach A Friend Rubric 7
Feedback

B 7 U 5 |= 5

I tend to agree with yowr Dad. For me,
spending guality time together is very

imemmrband TE craster msrsciae bhekb can'b b

You can now grade the submissions offline the same way you would grade submissions with an
internet connection.
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How Do | Submit Final Grades? (Pathway)

@© This only applies to Pathway courses. For all other courses, read the "How Do | Submit
Final Grades?" article.

It is your responsibility to make sure that the gradebook is ready to go, so that Pathway can
pull your grades into the Pathway system . Make sure that:

1. Every grade item that needs a zero (0) has a zero (0).
1. You may need to submit quizzes that are in progress or assign a 0 in the gradebook.

Read this article to find out how: "How Do | Submit an 'In Progress' Quiz for a Student?"

2. All the grades have been updated and are finalized.
3. The final step is to set the grading scheme to "Pathway_Standard." (Follow the instructions
below.)

On the grade submit deadline, Pathway will pull your grades into its student records system.
There isn't any official grade submit button or confirmation.

This article will show you how to change your gradebook grading scheme to
"Pathway_Standard."

€@ Incomplete and Unofficial Withdrawal Grades

When issuing final grades, please be aware that Incomplete grades and Unofficial
Withdrawals are currently not options available for Pathway students. Please enter a
letter grade from A to F for each student.
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Grades Tab

o1 i -1 My Grades - More Tools =

Grades
Class Progress

x ISearch

Under "My Grades," select Grades to go to the Gradebook.

Final Calculated Grade Column

Final Grades
Final Calculated Grade [- | M V L11:DB g
.+ Edit
7 Grade All
li, Statistics
i) EventLog
71 100 %

Select the down arrow at the top of the "Final Calculated Grade" column. Select "Edit."
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Grade Scheme

Short Name
Grading
Can Exceed

Grade Scheme

Pathway_Standard o

Display Options

Select the "Pathway_Standard" grading scheme.

Save and Close

Grade Scheme

Pathway_Standard v

Display Options

Show Display Options

Save and Close Save Cancel

Select "Save and Close" at the bottom of the screen to ensure that the grade scheme is saved for

your course.
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¢ Youmight also be interested in: How Do | Manually Edit a Final Grade? (Pathway)
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How Do | Give a Student a Failing Grade
for the Course? (Pathway)

Pathway instructors cannot edit a student's final grade
directly. Instead they need to adjust the score of a
single grade item to affect the student's final grade. If
you have a student that needs to be given a failing
grade in the course for any reason, follow the steps
below.

Give Failing Grade

Grades

My Grades «

Grades
Class Progress

1. Click My Grades
2. Click Grades
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Student Gradebook

Final Grades

Last Name &, First Name
Final Calculated Grade ~

A 1a

mn

Al na

:I[lu

9386 %o

Click on the student's name. (Name blurred in screenshot above).

Note the Final Calculated Grade

Final Grade

Show Comments

Final Calculated Grade
946.01 / 1,168

Note the current grade so that you know what the grade was and can compare it to what the new
grade will be.
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Edit Grade Item

Grade ltems
Math Quiz

L0Z.14 Math Quiz A
Submission

B
10

Associated with the quiz 'L02.14 Math Quiz 1 A' &

Show Comments

Find the first grade item in the list below the Final Calculated Grade. Then delete the grade thatis in
the box.
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Enter Negative Points

Grade ltems
Math Quiz

L0Z.14 Math Quiz A
Submission

[y
12|
=l

rade

-10000 110
Associated with the quiz 'L02.14 Math Quiz 1 A' ¢

Show Comments

Enter a score of "-10000." This number should be sufficient to bring the student's grade down to a
'0." It does not bring the grade down enough, increase the negative score to "-20000."

Save

Click Save to update the page and view the updated Final Calculated Grade.

BYU-Idaho Online | Grades Page 199



BYU-Idaho Online Knowledgebase

View New Final Calculated Grade

Final Calculated Grade
-851.33 /100

Release

Release Final Calculated Grade

The students new Final Calculated Grade should now be calculated to be a failing grade. If the grade

has not been sufficiently reduced, repeat the steps above, increasing the negative score until the
total score is failing.

How Do | Undo the Steps above?

Grades

(=101 ET A My Grades »

Grades
Class Progress

1. Click My Grades
2. Click Grades
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Submission/Attempt Icon

\n:um -
7| -4,600 %

Find and click on the submission/attempt icon in the gradebook.

Resubmit Grade

Average time taken: 0:06:00
Grade Statistics

Highest Attempt o
17.8/20 - 89 % ‘A’

Lowest Attempt

178720 -89 % o

Average of all pts
17.8 120 4

1. You should the original grade given on this quiz.
2. Click Save

This will override the negative point grade given in the steps above. (You may need to refresh the
gradebook page to see the corected grade.)
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How Do | Manually Edit/Adjust a Final
Grade? (Pathway)

Currently Pathway instructors are not able to edit final grades manually. If you need to change
a student's final grade, you will manually edit past grade items. Follow the following steps to do
Sso:

Grades

Calendar My Grades~ Maore Tools —+

Go to Grades.

Student Name

Last Name a, First Name

= Joshua

Click on the student's name.
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Increase Final Score

Assign Points

Grade ltems
Lesson 01

L01: Lesson Material and Quiz

0 120

Associated with the guiz 'L01: Lesson Material and Quiz'

Show Comments

LO1: Introduce Yourself DB

0 18

Associated with the discussion topic 'L01 : Introduce Yourself [

Show Comments
L01: Attendance Report

0 /30

Associated with the guiz 'L01: Attendance Report'

Show Comments

Since Pathway classes don't allow for extra credit you can't exceed the total points possible for any
assignment. Choose any assignment(s) with a current score of 0 or any other low score where you
can give points back to the student. You can give the students up to the maximum number of points
allowed (highlighted in yellow).
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Save

Click Save to see the new score.

Check New Final Calculated Grade

Final Grade

Show Comments

Final Calculated Grade

1,103.04 / 1,429

Scheme: 77.19 %

Check the student's new Final Calculated Grade. If the grade is changed to your satisfaction, you're

done.

If the grade is not adjusted to your liking, repeat the steps above until the score is calculated as you

would like.
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Lower Final Score

Remove Points

Lesson 01

L01: Lesson Material and Quiz
Submission
7

Grade
5.67 /20

Associated with the quiz 'L01: Lesson Material and Quiz' ¢
Show Comments

L01: Introduce Yourself DB
Submission
&
Grade
-} /8

Associated with the discussion topic 'L01 : Introduce Yourself Discussion Board (DB)'

Show Comments

L01: Attendance Report
Submission
7

Grade
30 /30

Associated with the quiz "L01: Attendance Report’ ¢)

Show Comments

Find grade items that have the highest point values where you can remove points. Change the score
given to a lower score.

Save

Click Save to see the new score.
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Check New Final Calculated Grade

Final Grade

Show Comments

Final Calculated Grade

1,103.04 / 1,429 Scheme: 77.19 %

Check the student's new Final Calculated Grade. If the grade is changed to your satisfaction, you're

done.

If the grade is not adjusted to your liking, repeat the steps above until the score is calculated as you
would like.

¢  You might also be interested in How Do | Submit Final Grades? (Pathway)
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How Do | Export the Gradebook to a CSV
file?

Grades Tab

iments Calendar My Grades v -gurse Tools w

)

Class Progress

Click My Grades and then select Grades.

Export
Enter Grades Manage Grades Schemes Setup Wizard
More Actions v
View By:  User v Apply

£ Show Search Options

In the top left corner, select Export.
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Export to CSV

D Grade Item

L)

Lesson 01

v

v

LO1 Syllabus Quiz
LO1 Pre-test

Subtotal @

Lesson 02
LO2 Essay Activity
L02 Evaluation
LO2 Self-Assessment
Subtotal @

Lesson 03

LO3 Self-Assessment

Export to CSV eExport To Excel
—

Check the boxes next to the items you wish to export. To select all items, click the very first

checkbox. Then select Export to CSV.
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Download File

B8 Export Grades - Google Chrome — O et

ﬁﬁﬁﬁﬁ

@ Secure | https://byui.brightspace.com/d2l/common/popup/popup.d21?ou=2473888&quer

Export Grades

Your file is ready to download.
DAME 101 - R--- - Online Reference GradesExpor.} (6.27 KB)

Close

A window will appear with the file. Click on the file to download it.
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How Do | Import Grades Into My
Gradebook?

This tutorial will show you how to imports grades from a spreadsheet into I-Learn.

Excel
D3 fx 10
A B C D E F
1 OrgDefinedlc Last Name  First Name  Paper 3 Poin End-of-Line Indicator
2 # Erickson Roland 15 #
3 |& Taulbee Chr‘lsmpherl 1D.|#
4 # McCord Ethan 2008
5
&
7
8

The spreadsheet must have the following columns:

Either OrgDefinedId (I-Number) or Usernames

2. The name of the grade item as it appears in I-Learn. There is a lot of other information that needs
to be included in the same cell as the grade item name. The easiest way to get the right
information is to start by exporting the gradebook from I-Learn. Click the following link for

details: How Do | Export the Gradebook to a CSV file?
3. An "End-of-Line Indicator" column with a # in each cell
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I-Learn

ssignments  Calendar - &

—FT
==

Class Progress

In I-Learn, click My Grades, then Grades.

Enter Grades Manage Grades Schemes Sei
[ Import | Export More Actions W
View By: User v Apply

Click Import.
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Choose File

Note: Only Numeric, Pass/Fail, Selectbox, anc

Step 1: Select File to Import

Format

CSV, .TXT

Sample

] Grades_Sample_Import_File.csv (656 Bytes)

Import File ®

Choose File [No file chosen

Select Choose File.

Open Spreadsheet File

E equellasync_osx_installer Oct 14, 2016, 5:18 AM
CreateTicket.cshiml o Jan 31, 2017, 10:18 AM

= styles (1).css S Sep 15, 2016, 9:28 AM
: " styles.css Sep 15, 2016, 5:24 AM

"L superstyle.c Sep 15, 2048, 9:13 AM
| ﬂ_" FTC Template - D--- -..017-02-03-19-02.csv  Feb 3, 2017, 5:02 PM

& gpautobackup_setup.dmg Jan 10, 2017, B:05 AM

& InstallScreenRecorderLauncher-2.0.dmg Dec 20, 2016, 2:42 PM

& ScreenSteps.dmg Dec 21, 2016, 2:16 PM

Format: Al Files

(4]

54.9 MB

S KB

G KB

3 KB

3 kB

280 bytes
13.8 MB

42.3 MB

26.7 MB

Application u
cw

Casca..cument
Casca..cument
Casca...cument
Comm..t [.csvh

Disk Y
:.Is o
Disk
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Select the .csv file and click open.

Continue

Sample

[ ] Grades_Sample_Import_File.csv (656 Bytes)

Import File *

Choose File | Grades Samp...rt_File.csv

Itemn Creation

Create new grade item when an unrecognized it

Cancel

Click the Continue button.

Q  if some of the columns in your spreadsheet have columns that don't already exist in your
I-Learn gradebook, select the box that says "Create new grade item when an
unrecognized item is referenced".
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Address Errors

Step 2 : Errors and Warnings Found

Note: Fields with an error will not be imported.

Mo errors or warnings found.

| Continue l Go Back Cancel

If no errors are reported, select continue.
If there is an error, it will usually be for one of the following reasons:

1. One of the I-Numbers of the students is incorrect. If an I-Number starts with a 0, Excel will

sometime clip off that zero.
2. The header with the name of the grade item is incorrect.
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Preview Import

Step 3 : Preview Import

Example

TA Example Assign

Muller, Bryan 12 /15

m Go Back Cancel

You should now see a summary of the changes to the gradebook that will be made. Select Import.
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How Do | View a Student's Grade from a
Previous Semester?

Select the Class

T
o ooo 'j o
W/ | 050 & = @ ‘ FTC Bryan h

e _

Click the waffle icon and type in the course name.

Class List

Course Tools ~ o
"
Classlist o
. —"

Groups

Attendance

First click Course Tools then select Classlist.
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Student Progress

Image Last Mame & , First Mame

o ‘ I@
f:: -" - Send Email

Impersonate

0 =

Next to the student click on the triangle and select View progress.

Quiz Scores

Quizzes

Quizzes Completed Attempts Awaiting Grade .

100 %
16.67 % (1/6) 0O

Graded Attempts: 1

Scroll down to Quizzes and click to expand the Graded Attempts.
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See All Attempts

more attempts >

Scroll down again and click on the more attempts box.

Find the Previous Quiz

Uncategorized v

10/10 A
Attempts: 1 / 1 | Highest Attempt

P Details Ended: Apr 26, 2017 10:00 PM

50/50 A
Attempts: 1 / 1 | Highest Attempt

P Details Ended: Jun 6, 2017 10:00 PM

Now you can see the quiz you want to review and view the student's score.
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How Do | Submit an | or a UW Grade?
| Grades

An "I" grade denotes what is called an Incomplete Contract. This option is available if a student
has an extenuating circumstance that makes it impossible for them to complete the course.
Rather than simply failing the course, the student works with the instructor to complete the
remaining coursework by the end of the following semester.

In order to be eligible for an Incomplete Contract, the student must meet all of the following criteria:

1. The student's extenuating circumstance occurred after the 10th week of a semester (4th week of a
block). If the extenuating circumstance occurred after the drop date but before the 10th week, the
student should instead withdraw from the course.

2. The student must have a passing grade at the time of petitioning for the Incomplete Contract. An
Incomplete Contract is not a substitute for a failing grade.

3. The student must be able to complete the remaining work on an individual basis with the
instructor. The student and the instructor work together to establish a deadline (which must be on
or before the last day of the following semester).

4. The instructor must approve the Incomplete Contract.

Note: When submitting final grades, an instructor should leave the student's grade blank and submit
an Incomplete Contract request through the BYU-Idaho Support Center. Click here to fill out an
Incomplete Contract request form.

When the established deadline comes for completing the course, the instructor must request a
change of grade through the Registrar's Office. Change the Incomplete Contract to the actual grade
the student has earned. To access the Grade Change Portal, visit this page.

For further questions, refer to the FAQ pdf about changing grades.
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UW Grades

A "UW" grade denotes an unoffical withdrawal, which differs from an official withdrawal in that
the student has not contacted records and registration to notify them of dropping the class.

In order for an instructor to give a student a UW, the following criteria must be met:
1. The student did not complete proper withdrawal procedures from the course.
2. The student has a record of non-attendance.

3. The student did not complete any coursework, test, or class-related assignments after attendance
ceased.

4. The student's record of non-attendance began before the last date to withdraw from classes
without receiving the grade earned.

If all of the above criteria are NOT met and the student's academic performance warrants a failing
grade, the instructor should assign the student an F rather than a UW.

Both an F and a UW are calculated into a student's GPA as 0.0.

After awarding a student an F or a UW, the instructor will need to indicate whether a student
participated in the course. "Participation" is defined as any activity in the course other than logging
into I-Learn. If the student submitted an assignment, took a quiz, posted a comment on a discussion
board, etc. -- even once -- the student is deemed to have participated.

To account for participation, simply select "yes" or "no" as show below:

Submit Participated

UW | © ves © No

F | ©ves ©No
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