How do | set up my Gradebook?

The Gradebook is the hub for all graded activities and points earned in your site. There are
several settings you can set up for your site, such as Grade Entry in points/percentages,
Grade Release Rules, Categories and Weighting, and Grading Schema.

Go to Gradebook.

E Assignments

& Gradebook

= DropBox

Select the Gradebook tool from the Tool Menu in your site.

Click Settings.

& GRADEBOOK % Link ? Help I b

Grades |mport/Export Permissions

Settings
Expand All Collapse All

» Grade Entry

» Grade Release Rules

» Statistics

» Categories & Weighting

» Grading Schema

SAVE CHANGES Cancel
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Grade Entry

* Grade Entry

How will graders enter grades into this gradebook?

Points
Percentages

You can select either a Points-based gradebook or a Percentages-based gradebook,
depending on your preferred method for entering grades.

Grade Release Rules

v Grade Release Rules

w Display released Gradebook items to students
You can release a Gradebook item when creating or editing the Gradebook item.

W Display final course grade to students

(~ (-

W/ Letter Grade

o Percentage

e

Paints
Choose the options for formatting the course grade. You must choos
Mote that you cannot choose "Points' if the gradebook is setup with

Preview B+

1. Check the Display released Gradebook items to students box to allow students to view
released items in the gradebook. (Individual items can be hidden or released when you
create or edit items.)

2. Check the Display final course grade to students box to show students their final grade in
the course as calculated in the gradebook.

3. If you have selected to release the final grade, choose your preferred format for the grade
display: Letter Grade, Percentage, or Points.
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Statistics

Settings
Expand All Collapse All

» Grade Entry

» Grade Release Rules

w Statistics

« Display assignment statistics to students

« Display course grade statistics to students

(~X(-)

» Categories & Weighting

» Grading Schema

SAVE CHANGES Cancel

1. Check the Display assignment statistics to students box to allow students to view the
distribution of grades for individual assignments.

2. Check the Display course grade statistics to students box to allow students to view the
distribution of overall course grades for the class.

Note: These options are typically selected by default. (Your system administrator may configure the
default to be de-selected by setting the appropriate property in the Sakai system configuration file.)

Categories and Weighting

v Categories & Weighting

@) Mo categories
Categories only
Categories & weighting

A category will only be visible if there is at least one Gradebook item assigned to it

f'Categories & weighting' is enabled, uncategorized items will not be counted toward the course grade

You can choose to have No categories, Categories only, or Categories & Weighting in your
Gradebook.

The No categories option is used when you want to have a simple grade calculation based
strictly on the points or percentages of all your Gradebook items, without any groupings,
weighting, or dropping of items.
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The Categories only option is used for grouping similar Gradebook items, like all homework, or
all projects. This option also allows you to drop grades within categories. If all items within a
category have the same point value, you can choose to drop the highest grade, keep the highest
grade, or drop the lowest grade within the category.

The Categories and Weighting option groups items and supports weighting of grades. For
example, if all homework assignments added together comprise 20% of the final course grade,
projects make up 50% of the course grade, and exams are worth 30% of the final grade, this
option will allow you to group the items and weight them accordingly.

Note: If you use Categories, you must have at least one Gradebook Item in each category to enter
grades. For example, if you have a Final Exam worth 30% of the final grade, you will need a Final
Exam category AND a single Final Exam Gradebook item within that category.

Tip: If you would like to be able to drop grades, you should select either Categories only or
Categories & Weighting.

Adding Categories

v Categories & Weighting

Categories & weighting

itegory will only be visible if there Is at least one Gradebook ite 1ssigned to it,

ook
If 'Categories & weighting' is enabled, uncategorized items will not be counted toward the course grade

Drop highest Drop lowest Keep highest Equal weight
To apply drop highest, drop lowest, or keep highest, all items in the category must have the same score value
o Category Extra Credit Gradebook Items Remove
Mt
_———

Exams 0 iterns(s) Remove
Assignment 0 items(s) Remove
Discussions 0 items(s) Remove

o Add a category ‘

—

. Select the radio button for Categories only.

2. View the category titles.

3. If you need additional categories, click on the Add a Category link to enter additional
category titles.
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Adding Weighting

v Categories & Weighting

No categories

sar
@ Categories & weighting

A category will only be visible if there is at least one Gradebook item assigned to it

If 'Categories & weighting' is enabled, uncategorized items will not be counted toward the course grade

Drop highest| | Drop lowest | | Keep highest| | Equal weight

To apply drop highest, drop lowest, or keep highest, all items in the category must have the same score value
o Category % o Extra Credit Gradebook Items Remove
— —
Assignment 30 0 items(s) Remove
Discussions 3q 0 items(s)
N—
Total: 100%

Add a category ]

1. Select the radio button for Categories & Weighting.
2. View the different categories that you plan to weight in your grading scheme.
3. Enter the percentage weighting for each category.

Note: The percentage for all categories taken together must equal 100%.
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Enabling Drop Lowest and/or Keep Highest

v Categories & Weighting

No categories
Categories only
@ Categories & weighting

will only be visible if there is at least one

5 & weighting' is enabled, uncateg:

Gradebook item assigned ta it
ed items will not be counted toward the course grade

o Equal weight
——r
To apply drop highest, drop lowest, ar keep highest, all items in the category must have the same score value.
Extra Gradebook Drop Drop Keep Equal
Category % Credit Items Highest Lowest Highest Weight Remove

Exams 40 0 items(s) 0 2 0 Remove
Assignment 30 0 itemns(s)

Remove

Discussions 30 0 items(s) 3 0 0 Remove

il

Total: 100%

Add a category

If you selected either Categories only or Categories & Weighting, the enable drop/keep
options will appear. All items within a category must have the same score value in order to use
the drop/keep options for that category.

1. Select the check box next to each of the desired drop/keep options.
« Drop Highest: Automatically drops the highest score/s among items in a category
+ Drop Lowest: Automatically drops the lowest score/s among items in a category
+ Keep Highest: Automatically keeps the highest score/s among items in a category

2. In the appropriate column, enter the number of items in each category that you wish to
drop or keep.

Tip: Many faculty prefer to use Keep Highest as opposed to Drop Lowest, since it reflects a more
accurate running total of student grades during the course of the term. Items that students have not
yet completed are not dropped automatically, so one or more higher scores may be dropped until all
items have been completed.
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Equal Weight Feature (Optional)

w Categories & Weighting

No categories
Categories only
@ Categories & weighting

A category will only be visible if there is at lea
If 'Categories & weighting' is enabled, uncateg

one Gradebook item assigned to it.

zed iterns will not be counted ward the course grade.

« Drop highest 4 Drop lowest [y Keep highes{y/ Equal weight ]

To apply drop highest, drop lowest, ar keep highest, all items in the category must have the same score value.
Extra Gradebook Drop Drop
Category % Credit Items Highest Lowest
Exams 40 0 items(s) ] 2
Assignment 30 0 items(s) 0 0
Discussions 30 0 items(s) 3 0

Total: 100%

Add a category ]

Keep
Highest

Equal
Weight

Remove

Remaove

Remove

Remove

il

Selecting the Equal weight option in the Categories & weighting settings will add the Equal
Weight column to the category options sheet. Checking the Equal Weight box will treat all items
in that category as if they were scored out of 100% of the points possible for each item,
regardless of the actual point value. Therefore, if you have items of different point values within
the same category, all items still have an equal weight. This allows you to use the drop/keep
highest/lowest options for a category containing items of different points.
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Extra Credit Category

« Categories & Weighting

No categories
Categories only

@ Categories & weighting

& Drop highest # Drop lowest 4 Keep highest| | Equal w

To apply drop highest, drop lowest, or keep highest, all items

Extra

Category % Credi
Exams 40
Assignment 30
Discussions 30

Bonus 0 e

Total: 100

Add a category

zed items will not be countec

eight

it

Gradebook Drop
Items Highest
0 items(s) 0

0 itemns(s) 0

0 items(s) 3

0 items(s) 0

Drop

Lowest

Keep

Highest

Remove

Remove

Remove

Remove

Remove

If you would like to designate a category as extra credit, select the check box in the Extra
Credit column next to the category. Extra credit items add to the student's total grade, but
points do not detract from the overall grade if not completed. For more information on extra
credit, see How does extra credit work?

Tip: Both entire categories and individual Gradebook items may be designated as extra credit.
However, you cannot have an extra credit item within an extra credit category.

Reordering Categories

Category %
Exams 40
Discussions 30
Bonus 0

Total:  100%
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Extra
Credit

Gradebook
Items

0 items(s)

0 items(s)

0 items(s)

Drop
Highest

Drop
Lowest

Keep

Highest Remove

Remove

=]

0 Remove

i

Remove
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https://sakai.screenstepslive.com/s/sakai_help/m/101295/l/1340129-how-does-extra-credit-work-in-gradebook

You may drag and drop to reorder categories. Click on the reorder icon to the left of the
category and drag it to the new location.

Deleting Categories

Extra Gradebook Drop Drop Keep
Category % Credit Items Highest Lowest Highest Remove
Exams 40 0 items(s) 0 2 0 Remove
Assignment 30 0 itermnsi(s) 0 0 1 l Remove ‘
Discussions 30 0 items(s) 3 0 0 [ Remove
Bonus 0 v 0 iterns(s) 0 0 0 Remove

Total:  100%

If you would like to delete a category, click the Remove button for that category.

Grading Schema

I € There are no students with course grades,

Letter Grades with +/- ove Course Grade Distribution

Grade Points

Pass / Not Pass

o B
B 80 Remove I
(2) ‘ ;
S ( b3 c
C 70 Remove ] 5
L [=]
QO D
D 60 Remove ]
e F
F 0 Remove ] 0 0.1 0.2 0.3 0.4 0.5 0.6 0.7 0.8 0.9 1.0

Number of Students

Average (mean) grade -
Median grade -
Standard deviation -
Lowest grade -

Highest grade -

Total graded O

Add a mapping

1. Choose your preferred Grade Type: Letter Grades, Letter Grades with +/-, Grade Points,
or Pass / Not Pass.
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2. The default grading schema values are displayed. If you would like to customize the score
threshold for any of the grade levels, enter the desired value into the fields provided.
(Optional)

Save your changes.

SAVE CHANGES | Cancel ]

Once you have finished with your Gradebook setup, don't forget to click on the Save Changes
button at the bottom to save your changes.
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