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Handout:
“Custom Gradebook Help”

This presentationis desighedtohelpyou become a power
user of the Custom Gradebookfeature. It therefore includes
a great deal of detail.

Rememberthatonceyouset up your custom gradebook,
yourwork is essentially “done”for all your.classes.

You can use your gradebookeach semesterand share it with
others.

Click: for a handout entitled “Custom Gradebook Help”
that includes all grading principles from this presentation.
This handout will be a valuable reference as you fine tune
your gradebook.


http://10e.gdpkeyboarding.com/WordFilesZimmerly/Custom_Gradebook_Help.doc

CUSTOM GRADEBOOK
AND
GRADE ENTRY

s The Custom Gradebook: feature helpsyou assign grades
automatically based on'specific grading parameters and
exercises you designate.

= Gradescan be assigned automatically based on specific
Custom Gradebook parameters, entered manually,
overriddenor excludedentirelyfor a simplified, more
flexible grading system.

m Grading categories and grades are clearly identified for
students in the Portfolio.



HAVE IT YOUR WAY!

As you go through this presentation, rememberthat you can

automatically assigned by GDP'fora sim pile , flexible approach
to assigning gradesvia a gradebook.




CREATE A CUSTOMI GRADEBOOK

In Instructor Management, click Create New Class and name
the class in the Course/Section Name box.

Under Gradebook Selection, click Custom Gradebook, New
Gradebook. '

Name the gradebookin the New Gradebook box; click Save.

In Instructor Management, in the Select a class box, select
the name of the newly created class.

Click Show List of Students.

From the List of Students page, click Edit Grading
Parameters.



GRADEBOOK ADVISORIES

After you assign a gradebook, you can change the gradebook
choice until a student is registered in the class, which locks the
gradebook selection. To use a different gradebook at that point,
you must create a new class with the desired gradebook and
transfer the students to the new class.

If you transfer students from one class to another, grades should
be checked for accuracy.

It is best to finalize your gradebook as much as possible before
entering manual grades.

Avoid entering grades in the LAN Gradebook while students are
still logged on and working.

Due dates and most grading parameters can be changed during
the semester without issue. However, it is preferable to avoid
changing gradebook parameters after any student has submitted
work. If you do make subsequent changes, log off and log on to
Instructor Management afterwards to ensure accuracy.



SET UP CATEGORIES

In the Course Gradebook Setup window (LAN Gradebook) or
Edit Grading Parameters page (Web Gradebook), click the
Set Up Categories tab.

Assign a date in the End ofterm box.

Create the grading categories by assigning each one a name
in the Category Names boXxes.

Assign a percentage to each categoryin the Category
Weights boxes.

Assign a percentage of the current weight to each category
in the Keystrokes Grade and Format Grade boxes.

Assign exercises to each category (or not) as applicable.
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Set Up Categories u Select Grade Scale

Set Up Grading Parameters

Gradebook name: Custom GradebookS08

Category Names

Document Processing

Timed Writings

Daily Work

End of term: |d!22!2tlﬂﬂ

Category
Weights

40 %

40 %

10 %

Select the course lessons to be graded. Select the date for the end of the term. Enter names for your grading categories and assign a scoring weight
to each category. Then click Select Grade Scale to continue setting up your course gradebook or Save if you are done.

Keystroke Grade
(% of Current Weight)

50

5l

Format Grade Assign Exercises to
(% of Current Weight) This Category?

50

N Cllr:k the down arrow next to the £nd of term box to display a calendar

and set a date.

m The End of term date is important—any required exercisesthat are
missing after the end of the term are automatically averaged in as a zero
for that exercise in the applicable category. (Exercises are assigned to
categories from the Set Up Grading Parameters tab explained later.)

m This date has no effect on any category that does not have exercises
assigned to it, such as Attendanceand Objective Testsin this example.
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Set Up Categories H Select Grade Scale

Set Up Grading Parameters

Gradebook name: Custom Spring 2008

Category Names

i _\-\\
| Jocument Processing

Timed Writings

Daily Work

Aftendance

Objective Tests /

5

Categories selected

End ofterm: | 5/ 5/2008 |

100 %

Keystro
(% of Curre

Seleck the course lessons bo be graded. Seleck the date Far the end of Ehe berm. Enter names For your grading categories and assign a scaring weight
to each category. Then click Select Grade Scale to continue setting up your course gradebook or Save if vou are done,

5

10

10

10

10

10

10

10

‘1 B Type namesin each Category

Names box, and base them on
the categories you use in your
own course outline. (Later, you
will learn how to assign specific
parameterssuch as timed writing
speeds, error tolerance, and
completion time from the Set Up
Grading Parameters tab.)

Abbreviate the category names
as needed so they will fit in the
Category Names boxes.
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Set Up Categories Select Grade Scale | Set Up Grading Parameters Gradebook name: Custom Spring 2008

Select the course lessons to be graded. Select the date for the end of the term. Enter names for your grading categories and assign a scoring weight
to each category. Then click Select Grade Scale to continue setting up your course gradebook or Save if you are done.

Endofterm: | 5/ 512008 |

Keystroke Grade Format Grade Assign Exercises to
Category Names % of Current Weight) (% of Current Weight) This Category?

— B Type a weight in each Category
— Weights box.
Daily Work . )
Attendance 5 o B Base the weights on the category
Objective Tests 5 o weights you use in your own course
outline.

Ll L]

Yocument Processing

- m The sum of all Category Weights must
0 % total 100%. After you enter a percentin
5 Calegorfes selectad each Category Weightsbox, GDP
automatically calculates the sum at the
| bottom.
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Set Up Categories Select Grade Scale Set Up Grading Parameters Gradebook name: Custom Spring 2008

m Enter a Keystroke Grade and a Format Grade percentage weight for each category
in which you checked “Yes"” under Assign Exercises to This Category.

m GDP calculates the Weighted Average Grade displayed in the Portfolio by averaging the
Keystroke Grade and Format Grade based on their assigned weights.

Category Keystroke Grade Format Grade Assign Exercises to
Category Names Weights (% of Current Weight) (% of Current Weight) This Category?
Jocument Processing [ 40 9% ’ |
Timed Writings [ 40 %
Daily Work _10 %
| Attendance [ 5 9% 100 | . _Yes (s No

®m The sum of these two percentages for any smgle category must total 100. After you
enter a percent in either the Keystroke Grade or Format Grade column, the gradebook
will automatically calculate the difference and enter that percent in the corresponding
weight column for that category.

> m If you choose to assign a weight of 0 to the Format Grade, the Weighted Average Grade
for a given exercise in the Portfolio will equal the Keystroke Grade only and vice versa.

m GDP assigns an automatic Keystroke Gradeto scored copy in timed writings and

document processing jobs based on grading parameters assigned in the Set Up Grading
Parameters tab discussed later. The Format Gradeis manually assigned by you.
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Set Up Categories I Select Grade Scale Set Up Grading Parameters Gradebook name: Custom Spring 2008

Select the course lessons to be graded. Select the date for the end of the term, Enter names for your grading categories and assign a scoring weight
to each category. Then click Select Grade Scale to continue setting up your course gradebook or Save if you are done.

Document Grade Calculations

Category Keystroke Grade Format Grade Assign Exercises to
Category Names Weights (% of Current Weight) (% of Current Weight) This Category?

®m GDP calculates an automatic grade for a55|gned document processmg
exercises based on both the weights assigned here and on specific
grading parameters (such as completion time and error tolerance)
assigned in the Set Up Grading Parameters tab explained in great

Timed Writings 40 9%

detail later.
1 ] 1 ]
0 % 100 % 0 C Yes @1
0 % 100 % | 0 « C Yes & No
5 Categories selected 100 %
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