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Grade Book: Creating Columns

When you create a column, specifying that the column is grade-related will automatically add that
column to the Grades tab. The tab will also appear on the View all and Custom View tabs.

Alphanumeric, Selection List, and Text Columns

The settings for alphanumeric, selection list, and text columns are the same.

To create an alphanumeric, selection list, or text column:

1.

Grade Book — Creating Columns

From the Teach tab, under Instructor Tools, click Grade Book. The Grade Book screen

appears.

Click Create Column, and from the ActionLinks menu, click one of: Alphanumeric,
Selection List, or Text. The Column screen appears.

Enter the Column label
and, from the drop-down

list, select the Alignment.

Select whether the
column is Grade-related
and, if so, whether you
want the column
Released to Students.

Click Save. The column
is added to the Grade
Book.
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Alphanumeric Column

Column Settings

* Column label: IE—maiI Address]

IL_eft *]

[T Grade-related column

alignment:

If selected, the column will appear on the Grades tab.

¥ Released to Student

Columns released to

If Grade-related columpan d . lected,
this column will appedt to J Stl_" ents appear in ool.
their My Grades tool.
Liq%a_l | cancel |
* Reqtired field
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Calculated and Numeric Columns
The Column Settings for Calculated and Numeric columns are the same.

To create a Calculated or Numeric column:

1. From the Grade Book screen, click Create Column, and from the ActionLinks menu,
click Calculated or Numeric column. The Calculated or Numeric Column screen
appears.

Calculated Column

Column Settinas
* Column label: |Midterm Grade

alignment; ILeI_’t "l Select the
number of
Decimals; 1= decimal

places.

Maximurm

value: |1EID

Enter the maximum
¥ Grade-related column value.

If selected, the column will appear on the G
I Released to Student

If Grade-related column and Released to Student are selected,
this column will appear to Students in ol
Select the

statistics to

Release Statistics I.-’-'n.rerage Only *]% be released

to students.

EUSave | | Cancel |
* Required field

: {Maximum value must be greater than 0 and less than 1000007

2. Enter the Column Settings and click Save. The column is added to the Grade Book.

Letter Grade Columns
To create a Letter Grade column:

1. From the Grade Book screen, click Create Column, and from the ActionLinks menu,
click Letter Grade column.

2. Enter the Column Settings and, from the drop-down list, select the numeric or calculated
column on which you want to base the letter grade column.

3. Click Save. The column is added to the Grade Book.
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