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Adjusted Scores Page
The Adjusted Scores page show grades with any adjustments made using the Grading Rules and/or Grading Scale you have set. 
If you have applied Assignment Categories to your assignments, the Gradebook will divide your assignments into the applied categories.

If you have not set Grading Rules, a Grading Scale or assignment groups, Adjusted Scores will look like the Raw Scores page.

Go to 1.	 http://online.ksu.edu and sign in.
Click the course name link of the desired course.2.	
On the 3.	 Course Tools page, click the Gradebook link under the Assessment section. 
On the menu, click either the 4.	 Adjusted Scores link or the Raw Scores link. 
Note: The Gradebook is divided into two views: Adjusted Scores and Raw Scores.  
When you open the Gradebook, the view displayed will be whichever view was last 
viewed.

The Gradebook assembles scores the student has received throughout the semester. You can choose to use or not use the Gradebook 
(by uninstalling the Gradebook component) and whether it is published to students or not.  

Raw Scores Page
The Raw Scores page shows grades without any Grading Rules or Grading Scale applied. The assignments are listed in the order they 
appear on the Assignment Listing page. The scores on this page are the scores listed as K-State Online assigned them.

From the Raw Scores page you can:
View a student’s Assignments & Grades•	
Enter grades•	
E-mail students•	
Export the Gradebook•	
Import the Gradebook•	

From the Adjusted Scores page you can:
View a student’s •	 Assignments & Grades
Enter grades•	
E-mail students•	
Export the Gradebook (but not import)•	
Print the Gradebook•	
Adjust Final Grades•	
View student’s answer for an assignment•	

Note: Students see their adjusted 
grades on the Student Gradebook.
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You can view a student’s answer for completed online and timed assignments.  

O1.	 n the Course Tools page, click the Gradebook link under the Assessment section.
On the menu, click the 2.	 Adjusted Scores or the Raw Scores link. 
Click a score link to see the student’s answers.  3.	
Only scores of online and timed assignments are links that you can click.  
Note: If you manually entered a score without the student completing the online assignment, student answers will not be available.
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You can view a student’s assignments and grades from both the Adjusted Scores and Raw Scores pages. Each student has their own 
view of their Assignments and Grades.   
To view exactly what a student who is enrolled in your class views on their Assignments and Grades page, do the following from either 
the Adjusted Scores or Raw Scores page:

On the 1.	 Course Tools page, click the Gradebook link under the Assessment section.
Click the magnifying glass icon next to a student’s name. 2.	

 
 
 
Note: If a grade you entered is not on the student’s Gradebook, it may 
not have been posted.  Grades will only appear to students once they 
have been posted.

You can export grades, edit the spreadsheet and then import grades back to the Gradebook. Grades can only be imported after they have 
been exported from K-State Online’s Raw Scores page.

On the 1.	 Course Tools page, click the Gradebook link under the Assessment section.
On the menu, click the 2.	 Raw Scores link. 
Note: You can also export from the Adjusted Scores page, but if you want to import scores into K-State Online after exporting, you 
must export from the Raw Scores page.
Click the 3.	 Export link.
Click the 4.	 Export Grades button to export the 
Gradebook as a CSV (comma delimited) file. 

Online Assignments (including Practice Assignments and Gated Assignments) and Timed Assignments are automatically graded by 
K-State Online and resulting scores and grades are displayed in the Gradebook. 

On the 1.	 Course Tools page, click the Gradebook link under the Assessment section.
In the Gradebook, on either the Raw Scores or Adjusted Scores page, click the 2.	
name of a student whose grade you want to enter. 
Enter a grade under the appropriate assignment title.3.	

Click 4.	 Save or Save and Next Student if you want to continue 
entering grades for the rest of your students. 

Note: You can also enter grades by clicking the assignment name. 
See Creating Manual Assignments for more information. 
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On the 1.	 Course Tools page, click the Gradebook link under the Assessment section.
Select the student(s) you want to e-mail and then click the 2.	 Email link.  

(Optional) Under the 3.	 Instructor Recipients(s) section, click the check box next to  
the name of any other instructors in your course you want to include on the e-mail.
(Optional) In the 4.	 Other Recipient(s) box, type any additional e-mail addresses  
(separated by commas) you want to include on the e-mail.
(Optional) To upload a file: 5.	

Click the 1.	 Browse button. 
Browse to the file location, select the file and then click 2.	 Open. 
Click the 3.	 Attach button to attach it to your outgoing e-mail.  
Remove your attachment by clicking the 4.	 Remove button. 
Note: You may attach more than one file, up to 10 MB. 

(Optional) In the 6.	 Subject, type a new subject, if desired.
In the 7.	 Message Body box, type a message for your e-mail.
(Optional) Click the 8.	 Spell Check button to spell check your message and subject.
(Optional)  Uncheck9.	  Append recipients to my copy if you don’t want student names to 
be included in the copy of the e-mail you receive.  
(Optional) Uncheck 10.	 Include Signature if you don’t want your signature to be included 
in your e-mail (if you created one).
Click the 11.	 Send Message button.   
Note: If users reply, their reply will be sent to the e-mail address assigned to your eID.

You can e-mail students from the Gradebook. Students are blind carbon-copied (BCC) and do not see each other’s e-mail addresses. 

Before Importing, please note the following: 
Files must be in CSV (comma delimited) format to import - not Excel.•	
Do not delete the Assignment ID or User ID in the exported CSV file.  These are K-State Online-specific numbers, and grade changes •	
will not import if you delete them.
You can adjust the column width and cut/paste column data.  However, do not delete columns.•	
You can move users to different rows.  However, do not delete users.•	
If you manually calculate the percentage or totals in the exported CSV file, the manually calculated percentage or totals will not •	
import on the Raw Scores page, but will be auto-applied on the Adjusted Scores page.

Grades can be imported into K-State Online only after being exported from the Raw Scores page.

To import the Gradebook into K-State Online, do the following: 
On the 1.	 Course Tools page, click the Gradebook link under the Assessment section.
On the menu, click either the 2.	 Adjusted Scores 
link or the Raw Scores link.
Click the 3.	 Import link.
Click the 4.	 Browse button. 
Browse to the file location, select the file and 5.	
then click Open.  
Note: Only import the file exported from the Raw Scores page.  
Click the6.	  Import Grades button.
If all edits look satisfactory, click the 7.	 Commit link.  
Otherwise, click Cancel to discard your edits. 
Note: Edits you made to the exported file will be 
highlighted in yellow on the Import Preview page.  
Errors are highlighted in red and are most often 
caused by non-numeric grades. To correct the errors, click the Cancel link. Return to your saved copy of the exported CSV file, and 
make the corrections as necessary. Be sure all grades are reported numerically. Save these changes, and import the revised exported 
CSV file again.  
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You can print your Gradebook from the Adjusted Scores page.

O1.	 n the Course Tools page, click the Gradebook link under the Assessment section.
On the menu, click the 2.	 Adjusted Scores link.
In the3.	  Adjust Grade column, use the menu to ad-
just the student’s final grade. The adjusted grade 
will appear in the Final Grade column. 
Note: A Grading Scale must be created in order 
to see the Adjust Grade column. See Defining 
Grading Scale for more information.

You can manually adjust the final grade - regardless of total points or Grading Rules.

Letter Grades
FOR POINTS

Click the 1.	 Letter Grades option.
Click the 2.	 Points option and then type the minimum number 
of points for each letter grade in the appropriate boxes.

Click 3.	 Save.

FOR PERCENTAGE
Click the 1.	 Letter Grades option.
Click the 2.	 Percentage option 
and then type the minimum percentage for each letter grade 
in the appropriate boxes.

Click 3.	 Save. 

Credit/No Credit
FOR POINTS

Click the 1.	 Credit/No Credit option.
Click the 2.	 Points option and then type the number of points that 
will be the cutoff for credit in the course in the appropriate box. 
 
 

Click 3.	 Save. 

FOR PERCENTAGE
Click the 1.	 Credit/No Credit option.
 Click the 2.	 Percentage option and then type the minimum 
percentage that will be the cutoff for credit in the course in 
the appropriate box. 

 
 

Click 3.	 Save.

In the 1.	 Assessment section of the Tools page, click the Gradebook link.
On 2.	 the menu, click Grading Scale.
Choose 3.	 Letter Grades, or Credit/No Credit to indicate the type of Grading Scale Values you are using  
in your course.
Choose whether you want a grading scale based on 4.	 Points or Percentages.

In order to copy grades from K-State Online to iSIS, a grading scale must be created in K-State Online. The Grading Scale option  
chosen must match the course’s official grading structure. Choose the Letter Grade option for credit courses where grades are given 
and the Credit/No Credit option for nongraded courses where no letter grade is given.

On the 1.	 Course Tools page, click the Gradebook link under the Assessment section.
On the menu, click the 2.	 Adjusted Scores link.
Click the 3.	 Print link.
Under 4.	 Page Setup, choose the Page Size,  
Orientation and Font Size.  
Under 5.	 Print Options, choose whether or not to 
Include WID or to Print “N/A”s or empty cells. 
Click the 6.	 Print button.

Technology Training at K-State      http://www.k-state.edu/infotech/training

http://www.k-state.edu/infotech/training

