k-state online

GRADEBOOK

OVERVIEW

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.

VIEWING GRADEBOOK

1. Go to http://online.ksu.edu and sign in. Tools ' Gradebook
2. Click the course name link of the desired course. ey
3. On the Course Tools page, click the Gradebook link under the Assessment section.

. . . . . Adjusted Scores
4. On the menu, click either the Adjusted Scores link or the Raw Scores link. —> —
Note: The Gradebook is divided into two views: Adjusted Scores and Raw Scores. S g e
When you open the Gradebook, the view displayed will be whichever view was last T
viewed. & Student View Prefs
& Reports...
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.

A [Sesrchusers ' B==] Fromthe Adjusted Scores page you can:

LU Summer 2008

« View a student’s Assignments & Grades
« Enter grades

« E-mail students

Towipaints rercen: | EXPOrt the Gradebook (but not import)

Export  Print

HOMEWORK No Category

Subtotal Brain Lo Subtotal Class 1 | Subtotal

Brain St

BrainMap PhinGage Group Ex

r Student Name « /15.00 125,00 /50.00 /10.00 /25.00 /105.00 /50.00 /10000 | /150.00

T 1. Barnhill, Deborah @ a8 12 20/25 46 % N/A 20 68/105 NJA 100 100/150 188/280 67.14 . Pl’int the Gradebook

["2.  Boynton,joe E ] 5 15/25 35 4 N/A 18.89 57.89/105  NJA 80 80/150 152.89/280 546 . .

[73.  Christansen, Beverly % 10 1z 22/25 31 [ N/A 17.78 54.78/105  N/A 100 100/150  176.78/280  63.14 ° AdJUSt Flnal Grades

["4.  Hindman, Amber Q10 5 16/25 49 B N/A 19.44 76.44/105  N/A 100 100/150  192.44/280  68.73 . V|eW Student’s answer for an assignment
["s.  Holbert, Alicia A | s 9 14/25 50 6 N/A 20 76/105 N/A 100 1007150  190/280 67.86

["6.  Macedo, Renee LS 15 22/25 25 8 N/A 17.78 50.78/105  N/A 0 07150 72.78/280 25.99

[77.  Maior. Kenneth Q| 1w & 16/25 a9 4 NA 17.78 60.78/105  N/A 100 100/150  176.78/280  63.14

[Ts.  Moulton, Manuel % | 10 5 16/25 37 [ N/A 20 §3/105 N/A 100 100/150  179/280 63.03

["9.  Reynoso.Wanda Qs ] 17425 a1 & NA 18.89 65.89/105  N/A 100 100/150  182.89/280 6532

I~ 10. Runge, Brandy “:3\ 5 15 20425 43 3 N/A 20 69/105 N/A 100 100/150 189/280 67.5 Note: StudentS see their adeSted
[7 11 Ryder, Kevin oo g 5 13/25 27 2 NA 18.89 47.89/105  NJA 100 100/150  160.89/280  57.46

i smess % s s wm sz wa m mas e we  ww mee  en | Jfadeson the Student Gradebook.
[13. Stollings. Aaron Q| 10 ] 19/25 50 8 N/A 15.89 76.89/105  N/A 100 100/150  195.89/280  69.96

[ 14. Tiffany, Eugene Q s N/A 8125 34 2 N/A 20 56/105 N/A 100 100/150  164/280 58.57

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

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




VIEWING STUDENT’'S ASSIGNMENTS & GRADES

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:

. . . PhinG METI
1. On the Course Tools page, click the Gradebook link under the Assessment section. Student Name < e
2. Click the magnifying glass icon next to a student’s name. 01 Barnhill. Deborah QN 12

=1 el I @,
Instructor Preview: o ' 4 N/A B

Deborah Barnhill's gradebook. Bs. Christiansen, Beverly @ NfA 12

Gating assignments are not shown here and must be accessed through Files & Content.

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

Current Assignments  Available Due Status Properties have been pOSted.
Group Experiment 07/02/08at 10:28 AM  08/08/08 ar 10:19 AM  Available

Graded Assignments Feedback Status Grades

MBTI Personality Quiz Craded B/10 - 80%

Brain Stem Quiz

Craded  12/15 - B0%
Online 12/15

QUIZ Total 20/25 - 80%

VIEWING STUDENT’S ANSWERS

You can view a student’s answer for completed online and timed assignments.

1. On the Course Tools page, click the Gradebook link under the Assessment section. " Student Name 4 f'!'!_%“

2. On the menu, click the Adjusted Scores or the Raw Scores link. ST [ Eamhilli Deboraly & 1

3. Click a score link to see the student’s answers. = Loerion oo i >
Only scores of online and timed assignments are links that you can click. 03.  Christiansen, Beverly & wa 1z

Note: If you manually entered a score without the student completing the online assignment, student answers will not be available.

ENTERING GRADES

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.

1. On the Course Tools page, click the Gradebook link under the Assessment section. "~ e 4‘ f:'s'.%“
2. In the Gradebook, on either the Raw Scores or Adjusted Scores page, click the Dt Earohill. Deborah S -
name of a student whose grade you want to enter: 22— Q| wa =
3. Enter a grade under the appropriate assignment title. O3.  Christiansen, Beverly & Na L2
e :;::Eﬂer 4. Click Save or Save and Next Student if you want to continue
oynionsios Q fin 553 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.

Ief Save | «# Save and Next Student " :

EXPORTING GRADEBOOK

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.

1. On the Course Tools page, click the Gradebook link under the Assessment section.

2. On the menu, click the 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.

3. Click the Export link. |
4. Click the Export Grades button to export the
Gradebook as a CSV (comma delimited) file. e e s

Q MBTI BrainMay Brain Lo Brain St PhinGage Attndnc Group Ex
0 sudemrume W 1o s | mainto [ mmnss | mncage | Ansane | counc [N
8 46 2 12 N/A 20
3 a

[ez=r]

(=} Barnhill, Deborah Q N/A 88/180 48.89

D2 Boynton, joe Q@ 9 6 NjA 15.89 N/A 72.89/180 40.43




IMPORTING GRADEBOOK

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

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.

To import the Gradebook into K-State Online, do the following:
1. On the Course Tools page, click the Gradebook link under the Assessment section.

2. On the menu, click either the Adjusted Scores 4
link or the Raw Scores link. = .
3. Click the Import link. =[]
4‘ Click the Br°wse button. Check boxes to: Email Mark as Completed
5. Browse to the file location, select the file and Sl e S
1. Barnhill, Deborah b 8 46 2 12 N/A 20 N/A 88/180 48.89
then Click open. Oa Boynton, joe ‘;> 9 35 1 6 N/A 18.89 N/A 72.89/180 40.49

Note: Only import the file exported from the Raw Scores page.

6. Click the Import Grades button.
7. If all edits look satisfactory, click the Commit link, —r=pes-seuiaut ) [Commit] cancel

Otherwise, click Cancel to discard your edits. i o L R
Assignment Title / possible points
Note: Edits you made to the exported file will be } e m | @
. . . . Student 1D ’ e
highlighted in yellow on the Import Preview page. ' sudenname  # METI} ArainMap Lo St PhinGage fatinduc (Ex ST romal Points| Percent
Errors are highlighted in red and are most often L Barahil, Dedorah il 80 450 20 120 wm e MA L 188.0/2800  67.14

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.

E-MAILING STUDENTS

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

PhinGage METI
/ 25.0 / 100

1. On the Course Tools page, click the Gradebook link under the Assessment section. rfmw Mark as Completed

2. Select tlhe student(s) you want to e-mail and then click the Email link. O e a
. . . R R V| # Barnhill, Deborah & wa 12
3. (Optional) Under the Instructor Recipients(s) section, click the check box next to = X
. . . . 2. Boynton, joe = NJA &
the name of any other instructors in your course you want to include on the e-mail. = T & o .
4. (Optional) In the Other Recipient(s) box, type any additional e-mail addresses — — — —
. . ansas State University Emai D e
(separated by commas) you want to include on the e-mail. T
5. (Optional) To upload a file: o oo
1. Click the Browse button. e e o e i
2. Browse to the file location, select the file and then click Open. e
3. Click the Attach button to attach it to your outgoing e-mail. s Casen <cvsngssongs
4. Remove your attachment by clicking the Remove button. i —
Note: You may attach more than one file, up to 10 MB. m— ‘
6. (Optional) In the Subject, type a new subject, if desired.
7. Inthe Message Body box, type a message for your e-mail. b
8. (Optional) Click the Spell Check button to spell check your message and subject. — ‘
9. (Optional) Uncheck Append recipients to my copy if you don’t want student names to

Message Body:

be included in the copy of the e-mail you receive.
10. (Op“onal) Uncheck Include Signature if you don’t want your Signature to be included |+ v recommenatratyou compese lans messases offine in  wore processin srosram ana then e

them into your post.

in your e-mail (if you created one). X Cancel | % Spell check | sond wessage

~

11. Click the Send Message button. 8 ovend e 0y <o

# Include Signature

Note: If users reply, their reply will be sent to the e-mail address assigned to your elD.

is course in Email Settings tool




PRINTING GRADEBOOK

You can print your Gradebook from the Adjusted Scores page.
1. On the Course Tools page, click the Gradebook link under the Assessment section.

2. Op the menu, c!ick the Adjusted Scores link. P
3. Click the Print link. 3 e _
4. Under Page Setup, choose the Page Size, |

Orientation and Font Size. Check boxes o: fmal | ik as Complted

5. Under Print Options, choose whether or not to

. Q METI Brain St crou Sublotal BrainMap | Brain Lo | PhinGage Aundm: Class 1 Suhmﬂl
Include WID or to Print“N/A"s or empty cells. ©  sudenitame “ cialcoinsileccens
(=]
4

[J1.  Barnhill, Deborah N/A 20475 NfA 100 168/205 188/280 67.14

6. Click the Print button. S

8
9 & N/A 15/75 35 NfA 18.89 80 137.89/205 152.89/280 54.6

DEFINING GRADING SCALE

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.

1. In the Assessment section of the Tools page, click the Gradebook link.

Tools ' Gradebook

2. On the menu, click Grading Scale. S
3. Choose Letter Grades, or Credit/No Credit to indicate the type of Grading Scale Values you are using T
in your course. Raw Scores
4. Choose whether you want a grading scale based on Points or Percentages. —
& Student View ;r-ef:
i Reports...
LETTER GRADES CREDIT/NO CREDIT
FORPOINTS . @ Letter Grades () Credit/No Credit FORPOINTS . . . (O Letter Grades @) Credit/No Credit
1. Click the Letter Grades option. 1. Click the Credit/No Credit option.
2. Click the Points option and then type the minimum number 2. Click the Points option and then type the number of points that
of points for each letter grade in the appropriate boxes. will be the cutoff for credit in the course in the appropriate box.
@ Points () Percentages @ Points () Percentages
Cutoff for A Cutoff for B Cutoff for C Cutoff for D Cutoff for Credit
3. Click Save. 3. Click Save.
FOR PERCENTAGE _ _ FOR PERCENTAGE _ _
1. Click the Letter Grades option. © “eter Grades O Credit/No Credit 1. Click the Credit/No Credit option, © "ette Grades @ Credit/No Credt
2. Click the Percentage option 2. Click the Percentage option and then type the minimum
and then type the minimum percentage for each letter grade percentage that will be the cutoff for credit in the course in
in the appropriate boxes. the appropriate box.
() Points @ Percentages () Points @ Percentages
Cutoff for A Cutoff for B Cutoff for C Cutoff for D Cutoff for Credit
3. Click Save. 3. Click Save.

ADJUSTING FINAL GRADES

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

1. On the Course Tools page, click the Gradebook link under the Assessment section.

2. On the menuy, click the Adjusted Scores link. " T ==
3.In the Adjust Grade column, use the menu to ad- [ - _

just the student’s final grade. The adjusted grade

will appear in the Final Grade column. Cr Gl | i
Note: A Grading Scale must be created inorder || % e e |
to see the Adjust Grade column. See Defining Ot ool Debor wa o o 2 woamo a0 [[e- ) o
Grading Scale for more information. Dz Boynton, loe Q 5 [ N/A 15/75 35 4 N/A 152.89/280 54.6 F | ; | F

os. Christiansen, Beverly &, 10 12 N/A 22(75 31 6 N/A 176.78/280 63.14 D ﬁ D

Oa. Hindman, Amber Q 10 6 N/A 16/75 49 8 N/A 192.44/280 68.73 D L= ) D

os. Holbert, Alicia @ s a N/A 14/75 50 13 NJA 190/280 67.86 [} [E D

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



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

