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Quality Matters

“Quality Matters is a collegial review process in which reviewers provide feedback on course design in
two ways: (1) through substantive, constructive, measurable, and specific recommendations with
regard to both course strengths and areas for improvement, and (2) by evaluating the extent to which
course design meets Specific Review Standards. In examining clarity, organization, and other
components of the course, reviewers are asked to take the student'’s perspective.” (Quality Matters
Higher Education Rubric Workbook, Fifth Edition, 2014)

Adding a Syllabus or Schedule

1. Proceed to Blackboard and to the course which you are wishing to add a syllabus or schedule or
other file.
2. Proceed to the Course Content area in which you will be adding the file
e The file can be added directly to the Course Content or within a Content Folder or Learning
Module
3. Click Build Content, then File.
Note: Make sure the edit mode is ON in the upper right of the screen.

# @ Course Content

Sl Course Content

* EDU 11 F .
START HERE Build Content «~ Asses=ments + Tools ~ Partner Content ~ Discover Content 11
Notifications
Create New Page
Announcements
[tem Content Folder Module 1. You may find the same content that appears
] the Content in the Leamning Modules. Links appear with
File Module Page it to avoid possible confusion.
Course Content i
CourseSmart Link Elank Page
Discussion Board
Audio
Assignments Mashups
[EEE Flickr Photo
Blogs Vid
ideo SlideShare Presentation
B YouTube Video
Mail (internal) ; ; :
Learning Module Wimba Voice Authoring
My Grades s R Ensemble Video
Syllabus
MUOnline Help Course Link
Blackboard Tutorials Content Package (SCORM)

Blackboard Help

Marshall Help Desk




Create File

Use the File content type to add a file that can be selected and viewed as a page within the course or as a
separate piece of content in a separate browser window. Also, a collection of files or an entire lesson, including
cascading style sheets (CSS), can be developed offline and uploaded into a course from a local drive and viewed|

¥ Indicates a required field. Cancel

SELECT FILE

Select a local file by clicking Browse My Computer or one from within Course Files by clicking Browse
Course. Enter a Name for the file and choose a Color for the text to appear in the list of content. Click No to
display the file within the Course environment or Yes to display it as a separate piece of content with no
Course page heading.

2= Name
Color of Name ] Black
- Find File Browse My Computer Browse Content Collection

FILE OPTIONS

Open in New Window Yes @ Mo
Add alignment to Yes @ No
content

STANDARD OPTIONS

Permit Users to View @ Yes No
this Content

Track Mumber of Views Yes @ No

Seleq Date and Time Display After (=)
Restrictions F— ; B ; ; -
Enter dates as mm/dd/yyyy. Time may be entered in any increment.
Display Until (=)
Enter dates as mm,/dd/yyyy. Time may be entered in any increment.

10. Click Submit at the top or bottom to save the changes.

11. After the file has been added, it will appear the bottom of the list.

4. A name is required for
the file.

5. Click Browse My
Computer to browse the
computer and select the file.

6. There is the option to
open the file in a new
window.

7. Permit Users to View
this Content is the
availability option. Select
Yes to allow students to
view the item, while No
hides it from the students’
view.

8. Track Number of Views
will track the views of the
file made by students.

9. Select Date and Time
Restrictions to limit the
availability of the file to
students. Make sure to
check the boxes to the left
to save the display dates.



Course Content

Build Content v Assessments v Tools ~ Partner Content ~

Module 1 (Weeks 1-2)
This module will contain all of the material needed for Module 1. You may find {

to be located in two places because there are links to the Content in the Learnir|
a chain link on the icon. The naming will be consistant to avoid possible confus

D Module 2 (Weeks 3-4)

Availability: Item is not available.

Syllabus _

Basic Ideas of Course Design

When structuring the online content it is suggested to chunk the material by either scheduling,
chapters, topic, or some other separation method. The suggested method of displaying the chunked
material is via Content Folders.

Example:

Course Content

Syllabus
B Module 1

This module contains materials for Weeks 1 and 2.

B Module 2

This module contains materials for Weeks 3 and 4.

1. To create a Content Folder, first make sure the edit mode is ON.
2. Click Build Content, then click Content Folder.



A @ Course Content

¥ EDU 101
START HERE
Notifications

Announcements

v

T

Course Content
Discussion Board
Assignments £

Blogs

Mail (internal)

My Grades

MUOnline Help
Blackboard Tutorials
Blackboard Help
Marshall Help Desk

Build Content +

Create

Item
File

CourseSmart Link

Audio
Image
Video
Web Link

Learning Module
Lesson Plan
Syllabus

Course Link

Content Package (SCORM)

Course Content

Assessments v

Tools

New Page

Content Folder -

Module Page
BElank Page

Mashups
Flickr Photo
SlideShare Presentation
YouTube Video
Wimba Voice Authoring

Ensemble Video

ON

Partner Content + Discover Content 11




* Indicates a required field. Cancal m

CONTENT FOLDER INFORMATION

- Name [

Color of Name . Black

Text

T T T T Pparagraph v Arial vi3¢2o) v |i=-|iE=0|T - | L0 |4 H A
¥Doa SEEE ST Sl il i

0@ @ E f:l: «» Mashups ~ 11 “ © @ & ﬁ T =
Path: p Words:0 y

STANDARD OPTIONS

Permit Users to View @ Yes () No
this Content

Track Number of Views (, Yes @ No

Select Date and Time [ Display Adter | | [ ®
estrictions
Enter dates as mm/dd//yyyy. Time may be entered in any increment.

[ Display Until | | | | &
Enter dates as mmy/dd/yyyy. Time may be entered in any increment.

5. Click Submit at the top or bottom to save the changes.

Course Content

Build Content + Assessments v Tools + Partner Content Discover Content 11

B Module 1

This module contains materials for Weeks 1 and 2

B Module 2

This medule contains materials for Weeks 3 and 4

Module 4

This module contains materials for Weeks 5 and 6

L]

3. Name the Content Folder

4. Edit the Permit Users to View
this Content option to control
general availability, while Select
Date and Time Restrictions
controls availability by dates.



Creating a Content Folder

1. To create a Content Folder, first make sure the edit mode is ON.
2. Within a content area, click Build Content, then click Content Folder.
Note: Make sure the edit mode is ON in the upper right of the screen.

A @ Course Content

¢ | 1
Course Content

¥ EDU 101

START HERE Build Content + Assessments v Tools v Partner Content Discover Content
Notifications
Create New Page
Announcements
Item Content Folder
File Module Page
Course Content )
CourseSmart Link BElank Page
Discussion Board
: Audio Mashups
Assignments & I yil
. [T Flickr Photo
0gs ;
IR SlideShare Presentation
LT YouTube Video
Mail (internal) 1 : :
L Learning Module Wimba Voice Authoring
My Grades s BED Ensemble Video
Syllabus
MUOnline Help Course Link
Blackboard Tutorials Content Package (SCORM)

Blackboard Help
Marshall Help Desk

(Continue on the next page)



w .. o
" Indieates a required field. Cancel m

CONTENT FOLDER INFORMATION

2= Name
Color of Name [ ] Black

Text

T T T T paragraph ¥ Arial vi3ppy v |iE-i= - T- #- 43§ 2 A

¥ D 0OAQ =
Q@ Blf wmshps - T « @ © & B

Path: p

STANDARD OPTIONS

Permit Users to View @ Yes No
this Content

Track Number of Views Yes @ No

Select Date and Time Display After (5]
Restrictions A . . .
Enter dates as mum/dd/yyyy. Time may be entered in any increment.

Display Until (=]
Enter dates as mmy/dd/yyyy. Time may be entered in any increment.

=SlESE | THT g — = o [

HTML C55

Words:0 4

5. Click Submit at the top or bottom to save the changes.

3. Name the Content Folder

4. Edit the Permit Users to
View this Content option to
control general availability,
while Select Date and Time
Restrictions controls
availability by dates.



Course Content

Build Content + Assessments v Tools + Partner Content Discover Content 11

Syllabus

Meodule 1

This module contains materials for Weeks 1 and 2

This module contains materials for Weeks 3 and 4

Meodule 4

=
B Module 2
=

This module contains materials for Weeks 5 and 6.

Creating an Assignment

An Assignment can be used to allow students to electronically submit work.

1. Proceed to a Content Area in which you wish to create an Assignment.
2. Click Assessments, then Assignment
Note: Make sure the edit mode is ON in the upper right of the screen.

Course Content

* EDU 1M
START HERE Build Content Assessments v Tools ~ Pa

Syllabus  Test
Survey

Assignment

Motifications

Announcements

Course Content Self and Peer Assessment

B Module 1 Turnitin Assignment

This modu Mohile Compatible Test 2

Discussion Board

Assignments £
MecGraw-Hill Assignment

Blogs

e A medualm

3. Include a Name and Instructions for the Assignment. A file can be attached, if needed.

10



Create Assignment

Assignments are a form of assessment that adds a column to the Grade Center. Use the Grade Center to assign

W Indicates a required field. Cancel m

ASSIGNMENT INFORMATION

2 Name and Color

Assignment 1 B Black
Instructions
For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).
T T T F Paragraph ¥ Arial v 3(12pt) Yy == T-#2-@® Qi A
D oawo =E=EE=EE

== | TF T, o — — o [%]-
Q@ @ B fi oMshups - T « @ © L H

HTHL C55

Path: p Words:0 4

ASSIGNMENT FILES

Attach File Browse My Computer | Browse Content Collection

4. The Due Date lets students know when the Assignment is due. As a note, submissions are

accepted after the due date if the assignment remains available, but they are marked Late in the
Grade Center.

DUE DATES

Submissions are accepted after this date, but are marked Late.
Due Date &

Enter dates as mm/dd/yyyy. Time may be entered in any increment.

5. Include the Points Possible for the Assignment.
6. Submission Details

e Assignment Type « Select either Individual, Group, or Portfolio Submission

e Number of Attempts « The options for number of attempts include single, multiple, or
unlimited attempts.

[ ]

Plagiarism Tools « Optioning to check submissions for plagiarism with SafeAssign

supplies an originality report for each submission. See SafeAssign Quick Guide for more
information.

11



GRADING

4 Points Possible [ ]

Associated Rubrics Add Rubric ¥

Name Type Date Last Edited Show Rubric to Students

Submission Details

If any students are enrolled in more than one group receiving the same assignment they will submit more
than one attempt for this assignment. It may be necessary to provide these students with an overall grade for
the assignment.

Assignment Type @ Individual Submission
» Group Submission
( Portfolio Submission

Selecting this option will require students to submit a porifolio as a response to this
assignment

Number of Attempts

Plagiarism Tools || Check submissions for plagiarism using SafeAssign

SafeAssign only supports English-language submissions. See Blackboard Help for more
details.

If SafeAssign is enabled with Anonymous Grading, SafeAssign Originality Reports will be
hidden from Instructors until Anonymous Grading is disabled. However, Students may
still be able to see SafeAssign Originality Reports depending on the state of the "Allow
students to view SafeAssign originalify report for their attempts " seffing.

Allow students to view SafeAssign originality report for their attempts

Exclude submissions from the Institutional and Global References Databases

7. Control the Availability by checking Make the Assignment Available.
Use the Limit Availability option to control the availability of the Assignment by dates.

AVAILABILITY

# Make the Assignment Available
This assignment eannot be made available until it is assigned to an individual or group of students.

Limit Availability () Display After | | | ®
Enter dates as mm/dd/yyyy. Time may be entered in any increment.,

(] Display Until | | [ | &
Enter dates as mm/dd/yyyy. Time may be entered in any increment.,

[] Track Number of Views

8. Click Submit to save the changes and create the assignment.

12



: Content » Module 1

< Lt Success: Assignment 1 created.

¥ EDU101 A
START HERE

Module 1

Notifications Build Content + Assessments v Tools ~

% Assignment 1
Please submit assignment 1

Announcements

Course Content
Discussion Board
Assignments £

Blogs

Creating an Assessment

Assess students’ learning with assessments. Assessments allow for timed or untimed testing, varied
question types, and the option to set availability dates.

To create an Assessment:

1. Proceed to the Course Content area to which you would like to add an Assessment.
2. Click Assessments, then click Test.

13



Module 1

Build Content ~ Assessments w Tools ~ Partner Content

% Assignr Tt -
Please sy  ~Urey

Assignment

Self and Peer Assessment
Turnitin Assignment
Mobile Cempatible Test
MeGraw-Hill Assignment

3. Click Create to create a new test.

4. Provide a name for the Assessment.

5. Choose to either Create Questions or Reuse Questions.

6. In this example, a multiple-choice question will be created.

Create Question Reuse Question Upload Questions

Calculated Formula I
Calculated Mumeric
Either/Cr

Essay

File Response

Fill in Muttiple Blanks
Fill in the Blank

Hot Spot

Jumbled Sentence This test has no qut
Matching

MRl Arrwes Create questions or add
Multiple Choice from other resour;
O pinicn Scale/Likert
Ordering

Cuiz Bowl

Short Answer
True/False

7. A question title can be added, but is not required. Include the Question Text.

14



<& Question Text

T T T T Paragraph v Arial *  3(12pt) ri=risi T #- @& 2 i 22
% 0 0Q =S=E=E = T T, g g — = o el
O&EEfi vmeshups - 1 6 @ of B HTHL [SS
Path: p Words:0 Y

8. Select the number of answer choices to display to the students.
ANSWERS

Select the number of answer choices, fill in the fields with possible answers, and select the correct answer,

J
5

Mumber of Answers 4 v

9. Include an answer choice for each box.
10. Click the radio button to the left of the correct answer.

11. Correct Response Feedback and Incorrect Response Feedback can be entered, but neither are
required.

12. Click Submit button at the top or bottom to save the changes and create the question.

Multiple Choice: 1: What color is the grass? Poins:| 10

Question What color is the grass?

Answer Orange

Pink
-

@ Green

Blue

Comect Feedback Good job.

13. Click Ok in the lower right.

15



14. It will return to the page that gives the options of creating a new test or adding an existing test.
We want to add the test we just created to the Module 1 content area. Click to highlight the test,

then click Submit.

ADD TEST

Create a new fest or select an existing test to deploy.

Create a New Test Greale
Add an Existing Test — Select Test Below —
Chapter 1 Quiz

15. Before adding the test to the content area, it will proceed to the Test Options.
The name can be changed and a Content Link Description can be provided to give a brief

description about the assessment.

~ Indicates a required fleld.

16.

TEST INFORMATION

<& Name Test 1

Choose Color of Mame . Elack

Content Link Description

T T" T T Paragraph v Arial T 3(12pt) vl = T 2] @isMa

¥naoa = === == TT g —— o Bl

Q& EADR S, ovmsu: - T « @ @ L B HTHL 55
Words:0 4

Path: p

Open test in new windaow Yes @ Mo

16



availability of the assessment to students.

Add a new Yes @ Mo Note: This availability can be narrowed by
{aensqnuncement forinis Availability dates, mentioned in later steps.
18. Adding a new accouncement will post
Multiple Attempts an Annoucement on the My Annoucements
m::::';;;'wmi?ﬂﬁt:mms page. If the test is controlled by an
availability date, the annoucement will not
Score attempts USing (o=t Greded Afemni - appear until the beginning of that availability
date.
Force Completion 19. Leaving Multiple Attempts UNCHECKED
Once started, this fest must be completed in one sifting. allows students ONLY 1 attempt on the

assessment. To allow Multiple Attempts,
check the box and then select either Allow Unlimited Attempts or Number of Attempts and
type in the number of attempts you wish to provide to students.

20. If Multiple Attempts are selected, several options will be listed for Score Attempts using. That
choice can be selected from the drop down menu.

21. The suggestion is to NOT check Force Completion. If on, it could interfere with test taking as any
glitch in connection will directly submit the student’s atttempt, even if they have not completed

the assessment.

(Continue on the next page)
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Set Timer
Set expected completion time. Selecting this option also records completion time for this fest. Students will see the fimer
option before they begin the test.

50 Minutes

Auto-Submit
OFF oM

OFF: The user is given the opfion fo confinue affer fime expires.
ON': Test will save and submif automatically when time expires.

# Display After [pg/0e/20186 12:33 PM (5=
Enter datfes as mum/dd,/yyyy. Time may be enfered in any increment.

# Display Until fpsr10/2018 11:50 PM (=]
Enter dates as mmy/dd,/ yyyy. Time may be entered in any increment.

Fassword
Require a password to access this test.

22. If the assessment is timed, check the box for Set Timer and then include a value in terms of

minutes.
23. Auto-Submit allows the ability to submit the exam when time runs out, or the ability to allow more

time.
e OFF: The user is given the option to continue after time expires.
e ON: Test will save and submit automatically when time expires.
24. A Password can be required to take the test. Check the box and type in the password. It will have
to be given to students before they can access the exam.
25. Test Availability Exceptions can be used to allow students a different amount of time for the
assessment, a different test date; or one can alter other settings to allow for different conditions

than the normal test settings.

18



26. A Due Date can be included for the Assessment. There is the option to not allow students to
take the Test after the due date has passed, or leave it unchecked to allow students to continue to

take the assessment after the due date has passed.
DUE DATE

Set the date the assessment is due. Optionally, do not allow students to take a fest once the due date has passed.

Submissions are accepted after this date, but are marked Late.

Due Date &

Enter dates as mm/dd,/yyyy. Time may be enfered in any increment.

Do not allow students to start the Test if the due date has passed.
Students will be unable fo start the Test if this option is selected.

27. The Feedback options can be edited to provide students a certain amount of feedback at a
certain time.

SHOW TEST RESULTS AND FEEDBACK TO STUDENTS

Test resulfs and feedback are available fo students affer they complefe a test. Set up to fwo rules fo show resulfs and feedback. Rules occur based on the
events selected. Each rule specifies when and what to show students; such as scores, answers, and feedback for each question.

hen (§) Score per Question | i Answers ; ) Feedback | ; ) Show Incorrect Questions ; ]
After Submission v 7 All Answers Correct Submitted
—~Choose— v All Answers Correct Submitted

28. The assessment questions can be presented all at once, displaying all questions on one screen; or
they can be displayed one at time. Prohibit backtracking can be used if allowing questions to
be viewed one at a time, preventing students from revisiting previous questions. Randomize
Questions also randomizes questions for each test attempt.

TEST PRESENTATION

= All at Once One at a Time
Present the enfire fest on one screen. Present one question af a fime.
Prohibit Backtracking

Prevent changing the answer fo a question that has already been submitfed.

Randomize CQuestions
Randomize questions for each test attempt.

19



29. Click Submit to save the changes.

20



Using thirade Cet@' ‘ @

Create Column Create Calculated Column ~ Manage - Reports ~ Filter Discover Content Work Offline -

Move To Top Email Sort Columns By Layout Position Order: A Ascending
Grads Information Bar Last Saved:August 4, 2015 1:32 PM
n Last Name Last Access Weighted Total + Total Chapter 1 Outli Wiriting Assign Chapter 1 Quiz Chapters 2 & 3
Test_1 Design August 4, 2016 - 177 89.00 %.00 (¥ [N
Test_2 Design -- 183 92.00 %1.00 - -
Test_3 Design -- 193 96.00 %7 .00 -- --
Test_4 Design -- 175 84.00 51.00 -- -- --
Selected Rows: 0 L] N
Move To Top Email lcon Legend

Edit Rows Displayed

Create Column « Use the Create Column feature to create any manual column that is not directly associated with an item inside of
Blackboard. Note: Any assignment, test, graded discussion, etc. will actually have a column created in the Grade Center that is directly
linked to that item.

Create Calculate Column « Create a calculated column to calculate an Average, Maximum/Minimum, Total, or Weighted Total. This
option allows one to include any other columns in the Grade Center in that calculation.

Manage - Manage options it the Grade Center such as Grading Schemas, Categories, Smart Views, Column Organization, and Row

Visiblity.

Reports « Reports allow one to Create a Report or View Grade History.

21




Work Offline « Includes the options to download and upload grades from the Grade Center.

22



Creating a Column in the Grade Center

Create Column Create Calculated Column v Manage v Reports v

Click Create Column at the top of the Full Grade Center.

‘ - 1. Provide a Column
* Indicates a required field. Sl m
Name. A Grade
COLUMN INFORMATION Center Name can be

an abbreviated
=& Column Mame .
version of the
Grade Center Mame .
Column Name, but is

Description ¢ ) d
T T T T Paragraph v Arial v 3(12py) vIZEAE-T-2- 3 {1 3 a no requwe .
XD0AaQ ====}k= T T. gy — = Bl 2. A Description can
@ @ EI EI -fx »Mashups ~ 11 “ © @) .&- @ HTML LSS be prOV|ded, but |S

not required.

3. The Primary
Display is the option
that displays first for

Path: p w0, | €ach grade in the
Primary Display Score v Grade Center.
Grades must be entered using the selected format. Grades display in this format in both the 4. The Secondary

Grade Center and My Grades.
Display can be an

Secondary Display ~ [None v alternative display,

This display option is shown in the Grade Center only.

such as Percentage

Category No Category v or Letter Grade.

% Points Possible Important Note: The

Associated Rubrics | Add Rubric Secondary Display
Name Type Date Last Edited Show Rubric to Students does NOT dlsplay for

students in My
Grades.
5. If using Categories, a category can be selected.
6. Include the Points Possible and add any Associated Rubrics.
7. Click Submit to create the column.

23



Creating Weighted Columns in the Grade
Center

When using Weighted Grades, it is suggested to use Categories to separate the items in the Grade

Center.

1. To create Categories click Manage and Categories.

Create Column Create Calculated Column

Grading Periods

Grading Schemas

Grading Color Codes

Move To Top Emiail Categories ftion
Grade Information Bar Smart Views
Fs
® LastName @ First Name FYYY-LEPR  Coiumn Organization .
Test_1 Design August 4, 2016| Row Visibity
Test 2 Design Send Email
) Manage Pearsen MylLab &
Test_3 Design Mastering Grades
Test 4 Design McGraw-Hill Cennect To Do List

o

Selected Rows: 0 — McGraw-Hill Cennect Reports

Move To Top Email

2. There are default Categories that can be used, or others can be created for your needs.

Create Category
Title .~ Description Columns
Assignment Chapter 1 Outline, Chapters 2 & 3 Outline Assignment 1
Blog
Discussion Chapter 1
Journal
SafeAssignment Writing Assignment 1- DRAFT,Midterm Paper
Selfand Peer
Survey
Test Chapter 1 Quiz

24



One can see the Columns associated with each Category.

3. Click Create Category.
4. Include the Category Name. A description can be provided, but is not required.

CATEGORY INFORMATION

Mame

Description

Click Submit to proceed. Click Cancel to go back.

5. Click Submit to create the Category.

6. Return to the Full Grade Center.
For any existing Columns that are supposed to be associated with a category, one can click the
drop down button on the Column and click Edit Column Information.

8. Click the drop down button, as seen in the image below, to select a different category.

25



[tem Mame Chapter 1

Grade Center Name [

Description

T T T ¥ Paragraph * Arial v || 313
% 0 0OQ ====E = T

Q& EBlf, omsups ~ T « ® @

Path: p

Primary Display [Scare v
Grades must be entered u

Secondary Display [Mane v

This display option is sho

Category h

9. Click Submit to save the change.

10. Click on Create Calculate Column, then click on Weighted Column.

¥ UL [l Oy [l L LAY

Create Column Create Calculated Column

Average Column

-
-

MinimumdMaximum Column
Total Column

Move To Top

Grade Informnstion Bar
F

Weighted Column
| Last Name -

11. Provide a Column Name and edit the Primary and Secondary displays, if necessary.

12. Select the Columns or Categories and click the right arrow to move to the Selected Columns
section.

26



SELECT COLUMNS

Select the columns and cafegories to include in this weighted grade and then set the weight percentages.

Include in Weighted Grade

Columns to Select:
Chapter 1 Outline
Chapter 1 Quiz
Chapters 2 & 3 Outline
Midterm Paper
Exercise 7
Assignment 1

Assgn 2

Column Information

Categories to Select:
Safefssignment
Survey

Blog
Journal

Self and Peer

Category Information

Selected Columns:
Enter the weight percentage for each ifem. Percentages should add
up fo 100 percent.

25 % Category: Assignment

Weight Columns: (@) Equally Proportionally

C)
=

oR Use only the
Lowest Value to
Calculate
Highest Value to

rop Grad

Crop Highest

=
Drop Lowest Calculate

25 % Category: Discussion
Weight Columns: (&) Equally Proportionally
® Drop Grades OR Use only the
Drop Highest - Lowest Value to
Calculate
Grades Highest Value to
Drop Lowest Caloulate

Total Welght: 100%

13.Include a percentage for each category. The Total Weight is listed at the bottom of the box.

14. One can also choose to drop the highest or lowest grade, or use the lowest or highest value to

15. Click Submit to save the changes.
16. After returning to the Grade Center, click the drop down button on the Weighted Total and click

calculate the grade for that category.

Set as External Grade. Note: This is not currently a feature that Marshall University uses, but it

allows you to hide the “Total” column from students, to avoid confusion.

17. Click the drop down button on the “Total” column and click Hide from Students (on/off).

Using Smart Views in the Grade Center

Smart Views provide easy access to Categories or Groups.

w

Grade Center

Meeds Grading

Full Grade Center
Assignments
Tests

27




1. To access Smart Views click the Manage button and Smart Views.

Create Column Create Calculated Column Manage Reports ~

Grading Pericds
Move To Top Email Grading Schemas
Grade Information Bar Grading Color Codes
= Categories I
Smart Views
Test_1 Design August 4, 2016 N
Column QOrganization
Test_2 Desi
= — Row Visibility
e Design Send Email
Test_4 Design Manage Pearson MyLab &
Selected Rows: 0 I Mastering Grades
Move To Top Email McGraw-Hill Connect Te Do List
MecGraw-Hil Connect Reports

2. One can select categories from the list to “Add as a Favorite” by clicking the star icon.

Create Smart View
Faverites Delete
Title Description Type Add as
Assignments System o
Blogs System o
Discussion Boards System
Final Grade View System o
Journals System o
Preview of My Grades System o
Self and Peer Assessments System o
Tests System o
Favorites Delete

3. One can also create Smart Views concerning criteria such as performance, users or groups, or
build a custom view.

Column Organization

One can reorder the columns in the Grade Center by using the Column Organization function.
1. In the Full Grade Center, click Manage and Column Organization

2. On this page one can click and drag the 4-way arrow up or down to reorder columns.
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3. Check a box then proceed to click on the bottom or top Show/Hide button to hide or show
selected columns. Hidden columns are grayed out.
NOTE: Before hiding a column from Instructor view be sure to hide it from the Students’ View.

Show/Hide Change Category to... Change Grading Period to...

= Shown in All Grade Center Views

Last Mame [Frozen)
First Mame (Frozen)

Ewerything above this bar is a frozen column. Drag this bar to change which columns are frozen.

R

= Notin a Grading Period

&+ Weighted Totsl (External Grade) Mot in & Gn
I Total Mot in & Gr
I Chapter 1 Mot in & Gr
I Chapter 1 Cutline Mot in & Gr
I Wiriting Assignment 1 - DRAFT Mot in & Gn
I Chapter 1 Quiz Mot in & Gr
I Chapters 2 & 3 Outline Mot in & Gr
‘i" CH S8 MGT 882 Mot in a Gr.
I Midtarm Paper Mot in & Gr
o Exercise T Mot in & Gr
I MI408-Exam 1-CVI Mot in & Gn
I 1-5 Logic Quiz Quizzes Mot in & Gr
I Assignment 1 Mot in & Gr
I Assgn 2 Mot in & Gr
Show/Hide Change Category to... Change Grading Period to...

4. Click Submit to save any changes.

Row Visibility
From the Full Grade Center, there is the ability to hide and show rows.
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1. Click Manage and Row Visibility to hide or show rows.

Create Column Create Calculated Column

Grading Periods

Grading Schemas
Grading Color Codes

Move To Top Email Categories is'rti.;
Grade Information Bar Smart Views

F Y
¥ Last Name First Name Last Access Column Organization H

Test_1 Design August 4, 2016 |  Row Visibility -

Test_2 Design Send Email
Manage Pearson MylLab &

Test_3 Design Mastering Grades |
Test_4 Design McGraw-Hil Connect To Do List
Selected Rows: I |

McGraw-Hill Connect Reports

Move To Top Email

2. Check the student (row) and click to either Hide or Show rows.

SET ROWS VISIBILITY

Select the desired rows and choose fo Hide them from the Grade Center View. Show rows that have been hidden by
selecting them and clicking Show.

Hide Rows Show Rows

Last Name First Name Student ID Status
# Test_1 Design designtest1 Shown
Test_2 Design designtest2 Shown
Test_3 Design designtest3 Shown
Test_4 Design designtestd Shown

Hide Rows Show Rows _

3. Click Submit to save any changes.
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Viewing Grade History

The Grade History stores every change made to the submission, rather it is a submission from the

students, or a grade change by the instructor.

1. From the Full Grade Center, click Reports and then View Grade History.

Create Column

Create Calculated Column ~ Manage - Reports

Create Report

View Grade History -

2. The time span can be edited in the upper right, with the drop down option.

3. The number of entries per page can be edited on the lower right.

Date

Aug 4, 2016
1:32:50 FM

Aug 4, 2016
1:32:46 PM

Aug 4, 2016
1:32:43 PM

Aug 4, 2016
13238 PM

Aug 4, 2016
13232 PM

Aug 4, 2016
13229 PM

Aug 4, 2016
1:32:25 PM

Column

Chapter 1
Outline

Chapter 1
Outline

Chapter 1
Outline

Chapter 1
Outling
Chapter 1

Chapter 1

Chapter 1

Last Edited
Iy

Diana
Adams

Diana
Adams

Diana
Adams

Diana
Adams

Diana
Adams

Diana
Adams

Diana
Adams

User

Design
Test 4

Design
Test_3

Design
Test 2

Design
Test 1

Design
Test 4

Design
Test_3

Design
Test_2

) T Total Entries Show Entries from Past:

Attempt

_ I Comments
Submitted Sl

Value

Cwerride Grade
a

Override Grade
a7

Cwerride Grade
o

Cwerride Grade 0

Attempt Grade 84 Aug 4, 2016
13232 PM

Aftempt Grade 96 Aug 4, 2016
13229 PM

Aftempt Grade 92 Aug 4, 2016
13225 PM

Displaying1to 7 of 7 Show Al

14 Days ¥ Go

Refresh

Refresh

Edit Paging...

«— OK
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