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Managing the Grade Book GRO1

Role: Instructors

The Grade Book & allows you to view, add, edit, release and export grades as well as to view student
information.

Grade Book tabs

Add or edit a single grade
Add or edit multiple grades
Release grades

Add a column
Hide/ShowColumn
Freeze/Unfreeze column
Delete column

Export data to a spreadsheet
Send Mail

Grade Book tabs

The Grade Book is divided into five tabs that present various columns of grade and member-related
data.

1. Click on the Teach tab.

2. Click on Grade Book in the Instructor Tools menu.

&) Instructor Tools

g Manage Course

() Assessment Manager

J3. Assignment Dropbox

—]

([ Grade Book D

e Grades: displays columns that are tagged as grade-related. Use this tab to view, enter or
override grade-related information.

e Members: displays columns containing student information such as username and location

e View All: displays all columns

e Custom View: allows you to create your own custom view of member information

e SCORM Grades: displays columns that are automatically added for gradable SCORM modules
Grade Book

Create ColumnY. || Enroll Members Import from Spreadsheet | Reorder Columns |

Grades | Members | View All Custom View | SCORM Grades]
[T  Z Last Name Z First Name Z User ID Z Role Z Assignment
Alphanumeric Alphanumeric Alphanumeric Alphanumeric 43 Numeric (out of 40)
[T | % Anderson Maria mariaa Student -
[~ | % Apostle Geoffrey geoffa Student e
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Add or edit a single grade

1.Click on the Teach tab.
2. Click on Grade Book in the Instructor Tools menu.
3. Click on the Grades tab.

4. Click on the grade or space that corresponds with the appropriate assignment/assessment column
and student. The Edit Value for: window will appear.

E Grades b Members | View All | Custom View | SCORM Grades

[T 2 Last Name “2 First Name Y User ID 2 Role “ Assignment
Alphanumeric Alphanumeric Alphanumeric Alphanumeric 4 MNumeric (out of 40)

[T | % Anderson Maria mariaa Student il

[~ | % Apostle Geoffrey geoffa Student =

[~ | £ Bolga James jamesb Student

[~ | % Brentwood Samuel samb Student =

| = Send Mail | | & Export to Spreadsheet | | [ Unenroll|

5. Type the new grade into the Change to field.

Edit Value for: Assignment 1

MMember: James Bolga
¢ Rewvert to Original: 30

Comment:

Audit comments will only be saved when a grade change has
been made.

| Cancel | : | View Audit History |

6. If you have edited a grade, type in a Comment explaining why the change was made.

7. Click Save.
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Note: Grades added or edited via the Grade Book will appear with a caret symbol » next to them.

Grades | Members | View All | Custom View | SCORM Grades

[T | 2 Last Name “ First Name Y User ID Y~ Role Y Assignment
Alphanumeric Alphanumeric Alphanumeric Alphanumeric 4 Numeric (out of 40)

[T | % Anderson Maria mariaa Student -

[T | ¥ Apostle Geoffrey geoffa Student -

[T | 2 Bolga James jamesb Student @

[~ | 2 Brentwood Samuel samb Student =

[ 4 | Send Mail | | £ Export to Spreadsheet | | [ Unenroll

top

Add or edit multiple grades

1. Click on the Te

ach tab.

2. Click on Grade Book in the Instructor Tools menu.

3. Click on the Grades tab.

4. Click on the title at the top of the column in which you wish to edit or add grades.

Grades)| Members | View All | Custom View | SCORM Grades

[~ £ Last Name v FirstName |~ UserID < Role ﬁmunmﬁ
Alphanumeric Alphanumeric Alphanumeric Alphanumeric 4 umeric (out of 40]

[~ | % Anderson Maria mariaa Student el

[~ | ¥ Apostle Geoffrey geoffa Student -

[~ | % Bolga James jamesh Student =

[~ | £ Brentwood Samuel samb Student =

=4 | Send Mail | | & Export to Spreadsheet | | [ Unenroll

5. Click Edit Values. &

Grades | Members | View All | Custom View | SCORM Grades
[T | £ Last Name ~ Fi Name “Z User ID Z Role 2 Assignment
Alphanumeric Alphanumeric Alphanumeric Alphanumeric 43 Numeric {out of 40)
[~ | % Anderson Maria mariaa Student
43 Sort Column
[~ | % Apostle Geoffrey geoffa Student A Hide Column
[~ | 2 Bolga James jamesb Student | # Edit values
[T | £ Brentwood Samuel samb Student B column Statistics
i : @ View Submissions
(4 | = Send Mail | | &3 Export to Spreadsheet | | [4 Unenroll
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6. For each student, type the grade into the Change to field.

Edit Column: Assignment 1
Members 1-4 af 4

First Mame Last Name User ID  Current ¥alue Change to Comment

Andersan Maria mariaa I ;I wiew Audit Histary
=

Apostle Geoffrey genffa © ;I Views Bud it Histary
Jid

Balga James jamesb © =] [ow msanmeton
Jid

Brentwood  Samuel samb © ;I T
=

Audit comments will only be saved when a grade change has been made,

| Cancel || Reset Yalues |

7. If you have edited a grade, type in a Comment explaining why the change was made.
8. Click Save.
Note: Grades added or edited via the Grade Book will appear with a caret symbol * next to them.

top

Release grades

1. Click on the Teach tab.
2. Click on Grade Book in the Instructor Tools menu.
3. Click on the Grade Book Options button at the top-right of the window.

4. Click on Column Settings

ers || Import from Spreadsheet | (| Grade Book Dptions% i

< column Setti >
olUmBn oetiings
Custom Yiew Unfreeze Columns
t Name Y userID Y Role v~ gquf Find Members
neric Alphanumeric Alphanumeric Quiz Show All Members
[out of

1 Show Unenrolled Member Dats
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5. Click on the box at the top of the appropriate column.

6. Click on the Release button at the bottom-left of the window. (You may need to use the scroll bar.)
Once you have done this, Yes should replace No in the row titled Released to Student for this
assessment item.

Column Settings

Create Column =

W select All/None | [l | | | | | ||

Label: Last Name First Name UserID Role Asignment 1
Type: alpha Alpha alpha Alpha | Quiz

Alignment: L C R L C R L C RERIL C EL CR
EEleased Yes Yes Yes Yes Mo ]
to Student:

Grade Column: No No No Mo Yes

Decimals: o

Maximum value: 40

Source: ASSESSMENT_TYPE
Release Statistics: None

%

- align - =[15 I - Decimals - || > il - Grade: - =[}3]
T NE— o

7. The released grades will now be visible to students (via My Grades, accessible from the My Tools
menu in the Student View tab).

top
Add a column

1. Click on the Teach tab.

2. Click on Grade Book in the Instructor Tools menu.

3. Click on the Grades tab.

| Create Column % || Enroll Members || Import from Spreadsheet || Reorder Coly

Members Wiew All | Custom Yiew

[~ | £ Last Name < First Name % Quiz Z Assignment % Turnitin
Alphanurneric 4 Alphanurneric Quiz Murneric Azzignment
[out of 100) [out of 10) [out of 25)
Create Column
" | £ Anderson Maria ::
[ | 2 Apostle Geaffrey %

4. Click on the Create Column button near the top-left of the window, and select the type of column you
wish to add from the drop-down list.

Managing the Grade Book (GR01)
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Gra| Alphanumeric | iy all | Custom Yiew

(| create Column% .'r Enroll Members || Import from Spreadsheet || Reorder Coly

Grading Form

Calculated = . = . W .

- = First Name = Quiz = Assignment
Letter grade Alphanurmeric Cruiz Murneric
MuERE [out of 1007 [out of 100

™ selection list Maria

Il Text Geoffrey

5. Type a title in the Column label field.

6. If the item is gradable, click on box next to Grade-related column.

MUSO: Blackboard

7. If you wish for the student to view the column (via My Grades, accessible from the My Tools menu in

the Student View tab), click on the box next to Released to Student.

8. Click Save.

top

Hide/Show Column

Hiding Columns that are not required until the end of Semester reduces the width of the Grade book,
allowing you to scroll across more easily. Hidden columns can be revealed at any time.

1. In the Grade Book, click the Custom View Tab

Grades | Members | Yiew all (ﬁustum\fiew:

2 Last Name 2 First Name 2 o
Alphanurneric 4 Alphanurmeric

2. Click on Reorder Columns

Grade Book

| Create Column = || Import from Spreadsheet q Reorder Columns

"q._-______——.pl""

Click on the the button to the right of the column titles to toggle between hiding and showing columns

information in the Grade book

Reorder Columns

Move a Column

Last Name

First Name

@ [ User ID

AT | [] Role

Managing the Grade Book (GR01)
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You can also rearrange your columns in the Grade book from this screen by clicking on the Move icon
on the left.

¢ Click on the check box next to the column you want to move

e Click on the Move icon next to column, above which you want to move your column

e The column will move to its new place

Freeze/Unfreeze column

The Last Name First Name columns in the Grade Book can be locked in place by selecting Freeze
column. By doing this the Last Name and First Name columns continue to be displayed as you scroll
across columns in the Grade Book. Selecting Unfreeze Columns will unlock it.

Grade Book OptionsZ

Column Settings

reeze Columns
n

Find Members
Show All Members
Hide Unenrolled Member Data

m=

Yiew Audit History

Delete Columns

In Grade Book, you can delete columns you do not require.
1. In Grade Book, click Grade Book options

2. Select Column Settings

Grade Book Options % | |

|
Colurmn Settings

Freeze ColUmns

Find Members
Show All Members
Hide Unenrolled Member Data

Yiew Audit Histary

3. On the Column Settings screen, select the checkbox above the columns you wish to delete

Managing the Grade Book (GR01) 7
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Column Settings

| Create Column = |

[] select AII[NDne@ | | ™ 1 "

Label: Last Name |First Name UserID |Role Campus % |Enrolment Status =
Type: alpha Alpha Alpha alpha Alpha alpha

Alignment: L C R L C R L C E|L C E[L C R L C R

Released Yes Yes Yes Yes Mo Yes

to Student:

Grade Column: Mo Mo Mo Mo ¥es Yes

Decimals:

Maximum value:
Source:

Release Statistics:

| Release| | Do Mot Release |

- align - V IE‘ - Decimals - V IE' - Grade: - V IE'

4. On the bottom left of the screen, click Delete
5. A pop up window asks you to confirm the removal of the column(s)

6. Click OK.

Export data to a spreadsheet

Note: Only grade-related columns can be exported.

1. Click on the Teach tab.

2. Click on Grade Book in the Instructor Tools menu.

€3 Instructor Tools

g Manage Course

()] Assessment Manager

7. Assignment Dropbox

= ]
(| [%» Grade Book D

3. Click on the Export to Spreadsheet button at the bottom of the window.

Managing the Grade Book (GR01)
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Grades | Members | View All | Custom View | SCORM Grades

[T | £ Last Name ¥ Fi Name 2 User ID 2 Role Y Assignment
Alphanumeric Alphanumeric Alphanumeric Alphanumeric 4 Numeric {out of 40)

[~ | % Anderson Maria mariaa Student =

[ | % Apostle Geoffrey geoffa Student =

[~ | £ Bolga James jamesh Student =

[~ | £ Brentwood Samuel samb Student =

[ | = Send Mail {J & Export to Spreadsheet ) [3 Unenroll

4. In the Export to Spreadsheet window, ensure the following are selected:

Members to Export: All Members
Columns to Export: Visible columns
Export Format: Comma-delimited
Character Set: Unicode (UTF-8)

5. Click on the Export button.

Export to Spreadshest

mMembers to Export:

Al members

Columns to Export:
Visible columnsz

= all columns

Export Format:

7 Tab-delimited

Select the keyboard element you want to use to separate member data in the exported file,
@Comma-delimited

Character Set:

the auported file,
@Unicode (UTF-21

Unicode [UCS-2)

<
(vt Pl cance |

Select a character setthatis supparted for your language by the software you want to use to wiew or edit the

6. In the File Download box, click Save.

Managing the Grade Book (GR01)
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File Download

Do you want to open or save this file?

Raj Name: exportedcourse.csy
el

Type: Microsoft Office Excel Comma Separated Yalues File
From: muso.monash.edu.au

Open Save Cancel

N

harm your computer. |f you do not trust the source, do not open or

While files from the Intemet can be useful, some files can potentially
save this file. \What's the nisk?

7. In the Save As box, save file as exportedcourse.csv.

Save As

Save in: 7;) Blackboard

Y [ﬂ exportedcourse.csy
9
My Recent
Documents

=

(]
Desktop

8. Select the folder into which you wish to save the file.

9. Click on Save.

10. Click Cancel in the Export to Spreadsheet window to return to Grade Book

top

Edit grades in exported Spreadsheet

1. Open exportedcourse.csv file in Excel

2. Sort Columns by Role

A B & D E
Last Name First NamiUser ID  Role Campus
Andrewar Fiona fiona Designer,
Dasgupta Ajanta  ajanta Designer,

Spencer Julie

jspencer Desjgner,
User0l  External N ext-musc(étudent )

F

G

!

H

Enrolmen Student IC Assignment 1

ext-musol40

3. Add or edit Grades for Assignment

4. Save exportedcourse.csv file.

MUSO: Blackboard
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1. Click on Import from Spreadsheet in Grade Book

Grade Book

/
[ Create Column‘éQleport from Spreadsheet | JReorder {
S A
Grades | Members \ view Al | | Custom View \

[] Last Name [ [First Name % EUser i %
Alphanumeric{} lAlphanumeric

| |

| -0 M| !

Alphanumeric

2. Click on Browse and locate exportedcourse.csv

Import File

Select the course file that you would like to upload.
File: C:\Blackboard\export
Separatar: f&omma 7'

Character Set: ?Unicode (UTF_g)“‘iEI

(Gpioed [Dcancel

3. Click Upload

4. In the Import File box, match up the columns to be imported from the exportedcourse.csv spreadsheet
with the Grade Book columns. Click on down arrows to choose from the options.

Import File

Match the columns in the file with the columns in the Grade Book.

Select "Do not import" for any columns you do not wish to import.

The User Name column is a required column for matching purposes only and will not be imported.
irlmport Column Match Grade Book Column

{User ID V] \'User D l]
Last Name [ 1] |- Do not import - :J
First Name r |- Do ot import - [v]
Role 1] |- Do not import - v
:Campus V] | campus v
;Enrolment Status V] [Enrolment Status _ﬂ
|Student 1D V] | Student 1D ll
“Assignment 1 v ‘Aisignment 1 'l]
jplanets Quiz V] \yﬁlanets QiJiz ﬂ
lackboard Paragraph Question o |Blackboard Paragraph Question [v]
Comment:

@’ Cancel

Managing the Grade Book (GR01) 11
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5. Click Import

The Spreadsheet is now imported into Blackboard.

Send Mail

You can send mail to the members listed in the Gradebook by using the Send Mail link within the
Gradebook.

1. Select the members from the Gradebook by ticking on the checkbox next to their name
2. You can select all members at once by ticking the checkbox on top (next to the Last Name)
3. Click on Send Mail

4. Compose Message as usual

5. Click on Send.

Note: You can only send bulk mail to upto 200 members at a time in the Gradebook. Only select upto
200 recipients at a time from a page.
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