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CUSTOM 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 TAB

· Any required exercises that are missing after the End of term date assigned in the Set Up Categories tab are automatically averaged in as a zero for that exercise in the applicable category.
· The End of term date has no effect on any category that does not  have exercises assigned to it, such as Attendance and Objective Tests.

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

· 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.

· GDP assigns an automatic Keystroke Grade to scored copy in timed writings and document processing jobs based on grading parameters assigned in the Set Up Grading Parameters tab. 


· The Format Grade is manually assigned by you for document processing jobs and is not applicable to timed writings because no weight will be assigned to formatting for a timed writing.

· An automatic Weighted Average grade for assigned document processing exercises is calculated based on both the weights assigned in the Set Up Categories tab and on specific grading parameters (such as completion time and error tolerance) set from the Set Up Grading Parameters tab.

· An automatic Weighted Average grade for assigned timed writings is calculated based on both the weights assigned in the Set Up Categories tab and on specific grading parameters (such as WPM and error tolerance) set from the Set Up Grading Parameters tab.
DOCUMENT PROCESSING JOB GRADE CALCULATIONS
· If a document processing job is within the completion time and is under the error tolerance in the parameters set in the Grading Parameters tab, GDP assigns a Text grade and a Weighted Average Grade of 100%.

· If a document processing job is within the completion time but is over the error tolerance in the parameters set in the Grading Parameters tab, GDP assigns Text  grade of 0% and a Weighted Average Grade of 0%. The Error tolerance grade overrides the Completion Time grade when the job is completed within the completion time but is over the error tolerance.

· If a document processing job is over the completion time but is under the error tolerance in the parameters set in the Grading Parameters tab, GDP assigns a Text  grade of 0% and a Weighted Average Grade of 0%. The Completion Time  grade overrides the Error tolerance grade when the job is completed within the error tolerance of 4.

· Format  grades will appear as a “?”  because GDP never grades formatting. If you assign a Format Grade percentage in the Set Up Categories tab, you must enter a manual format grade.

· In a document processing job with 2 errors in which the error tolerance was set to 0 (for mailability), the Text  and Weighted Average Grade are 0 because the error tolerance was exceeded. The Error tolerance grade overrides the Completion Time grade when the job is completed within the completion time but is over the error tolerance. 
Document Processing Completion Time
· If 0 errors were made and the student was over the completion time, a Text  grade and a Weighted Average grade  of 0% would be assigned. 

· Time in MS Word (displayed in the Detailed Report of the Portfolio) is the cumulative time in Microsoft Word for that session and any previous sessions. GDP uses Time in Word as the document completion time. Time in Word starts again from zero when Create  is clicked. Total Time includes time outside (reading screens/reviewing scored text) and inside of Word and is always higher than Time in MS Word.
· For document processing jobs, GDP assigns the same applicable grade to any job completed within the Completion Time range of minutes. Any documents exceeding the minimum Completion Time minutes will be assigned the next lower grade. The same is true with a 4-point scale.
In the examples (highlighted in yellow), both completion times (Time in MS Word) were within 5 to 7 minutes and the error tolerance was not exceeded. GDP assigned a value of 66, the maximum value for a D, to both jobs. If time exceeds 7 minutes (7 minutes, 1+ seconds), the assigned grade would be 0. 
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· If you are using a particular document as a test in your course, specific completion times might be helpful.
Document Processing Completion Time Exceeded

If a document exceeds the Completion Time and no Format Grade is entered and the error tolerance is met, the Text Grade and Weighted Average  grade will both be based on the Completion Time grade of 0. Even if a document was typed within the Error tolerance, the successful error tolerance is ignored by GDP.

Document Processing Completion Time Met

If a document meets at least Completion Time for a D and no Format Grade is entered and the error tolerance is met, the Text Grade and Weighted Average  grade will both be based on the Completion Time grade

Document Processing Completion Time Increased

· If you do not  want Completion Time to be a factor in grading, consider setting the minutes high enough (99 minutes maximum) so that any student would be able to finish the job before any of the designated times. 
· The minutes must be set to increase sequentially as shown since an “A+” time limit must be lower than an “A” time limit, etc., and the number of minutes may not exceed 99.
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Document Processing Error Tolerance

· If you do not  want a document processing job to have any chance at a passing grade unless it has 0 scoring errors (mailable copy), change the error tolerance to 0 and do not enter a Format Grade.

For example, if the error tolerance were set to 0 and 1 error was made, a Text  grade and a Weighted Average Grade of 0% would be assigned as long as a Format Grade was not entered.
Document Processing Error Tolerance Exceeded

Even if a document is completed within the Completion Time, if the Error tolerance is exceeded and no Format Grade is entered, the Text Grade and Weighted Average  grade will both be 0.
Mailability Error and Time Tolerance

· If you do not  want a document processing job to have any chance at a passing Text grade unless it has 0 scoring errors (mailable copy), change the error tolerance to 0 and do not enter a Format Grade.


· If you do not  want Completion Time  to be a factor in grading the mailability of a document, consider setting the minutes high enough (99 minutes maximum) so that any student would be able to finish the job before any of the designated times.
Best Attempt, Document
Use the secondary Portfolio  filter Only include exercises used to compute course grades  to display the best or most recent attempt for exercises. All exercises in the resulting display that are in the same category will be averaged equally to compute the category grade.
PROOFREADING CHECK GRADE
To include a grade category to assess proofreading skills only (not formatting or completion time), try this:

1. In the Set Up Categories  tab, create a grading category reserved for proofreading check documents only. 

2. In the Set Up Grading Parameters  tab, assign the desired document processing jobs—you do not have to limit yourself to the Proofreading Check jobs in the textbook.

3. Set the Error  tolerance to 0 and set the Completion Time  to the maximum time allowed as shown here:
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4. Do not enter a Format Grade  when these jobs are completed.

· If a designated job is completed with 0 errors under 99 minutes, it will be assigned a Text  and Weighted Average  grade of 100%. 

· If a designated job is completed with 1+ errors under 99 minutes, it will be assigned a Text  and Weighted Average  grade of 0%.
TIMED WRITING GRADE CALCULATIONS
An automatic grade for assigned timed writing exercises will be calculated based on both the weights assigned in the Set Up Categories tab and on specific parameters (such as minimum WPM and error tolerance) assigned in the Set Up Grading Parameters tab.
· In the Set Up Categories tab, the Keystroke Grade  should be weighted at 100% and the Format Grade at 0% since a format grade is not applicable to a timed writing.

· GDP assigns a Text  grade and a Weighted Average grade of 0 to any timings below the minimum speed for a D or any timings over the error tolerance limit. The Format Grade is NA because the Format Grade was weighted at 0%. 


· GDP assigns the same grade (the maximum value in the range for that grade) to any timing whose speed falls within the minimum to maximum WPM range for that grade. The same is true with a 4-point scale. 
In the example (highlighted in yellow), if either 28, 29, 30, or 31 WPM is attained, GDP assigns the maximum value of 66 for a D. 
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· If a timed writing has been designated as Required only in the Set Up Grading Parameters tab, GDP assigns a Text  Grade and a Weighted Average Grade of 100% indicating that the exercise was completed regardless of the WPM or Error tolerances set. 


· You cannot manually enter a Text  grade for a timed writing. However, you can manually override the Weighted Average Grade of 0%. The net result is the same because GDP uses only the Weighted Average  grade in its final category grade calculations. 

To average the best timings at the end of the semester, try this:
· Don’t require and grade all timings. Limit yourself to requiring/grading a few timings to be taken during the last weeks of class and perhaps create a separate category for them. 


· Filter the Portfolio to display only Timed Writings and check Only include exercises used to compute course grade.


· From the resulting list of timings, use the Exclude this Exercise  button to exclude grades for all timings except those you want GDP to average.

Timed Writing Minimum WPM

Even if the timing is completed within the Error tolerance, if the Minimum WPM  is lower than a D, the Text Grade and Weighted Average grade will both be 0. 
Timed Writing Error Tolerance
Even if the timing is completed within the WPM range, if the Error tolerance is exceeded, the Text Grade and Weighted Average  grade will both be 0.
Best Attempt, Timed Writing

Use the secondary Portfolio filter Only include exercises used to compute course grades to display the best or most recent attempt for exercises. All exercises in the resulting display that are in the same category will be averaged equally to compute the category grade.
CREDIT/NO CREDIT GRADES

If you wish to give a student “credit” for exercises completed or “no credit” for late or skipped exercises rather than assign a more specific grade, do this:

1. Create a category such as Daily Work. 

2. Assign any weights you like in the Set Up Categories tab as the weights are irrelevant in this case.


3. From the Set Up Grading Parameters  tab, assign exercises to that category. Check Required  but do not check Graded.
· If an exercise assigned to the Daily Work  category is completed on time, the Weighted Average  final grade in the Portfolio will be 100. If the exercise is late or never submitted, the Weighted Average  grade will be averaged into the category grade as a 0.


· If you assign a document (or any scored exercise) as required only, text and formatting grades are disregarded—no need to set minimum WPM/completion time/error tolerance in the Set Up Grading Parameters tab.

· If a student completes a “Required only” exercise on time, GDP assigns a Weighted Average  grade of 100%. If the exercise is late or missing at the end of the term, GDP assigns a Weighted Average  grade of 0%.
· You might want to enter a manual grade that is lower than 100 if the exercise was only partially completed.

ADDITIONAL GRADE CATEGORIES
You can include categories such as Attendance  and Objective Tests  for grades that that are not in any way related to GDP exercises or the textbook. You must click “No” in the Set Up Grading Parameters tab under Assign Exercises to This Category. 
To enter grades for categories unrelated to GDP exercises:

1. From the List of Students, click Class Summary Report.

2. In the Class Summary Report, check the desired student name.

3. Click Enter Additional Grades.

4. Enter the grades, and click Save.

SELECT GRADE SCALE TAB

You can select a 4-point scale or a 100-point scale. Use this selected scale format whenever you enter grades manually. 
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Inherently, a 100-point scale penalizes more heavily for a grade of 0 than a 4-point scale does. For example, (100 + 0) /2 = 50 (grade of F) whereas (4 + 0) /2 = 2 (grade of C). Keep this in mind as you make a choice. Once you start assigning grades, you cannot change scales; however, the Minimum Value in each box can be changed. The majority of  examples in this document use the 100-point scale.
For timed writings and document grades, GDP assigns the maximum value (1 number lower than the minimum value in the next box to the left) as the grade rather than the Minimum Value shown in each box under each letter grade. The same is true for the other examples. All F grades are assigned a value of 0. The same is true in a 4-point scale.

In the example (highlighted in yellow), 9 WPM was attained. GDP assigns a value of 96, the maximum value for an A (1 number lower than the next minimum of 97) even though the range for an A is 96 to 93. 
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DUE DATES
Required  activities that are late (not completed by the due date set in the Set Up Grading Parameters tab will always have a Weighted Average grade of 0 regardless of the weight settings for the Keystrokes Grade and Format Grade and regardless of whether or not the exercises was set to Graded.
MANUAL GRADES

If you find the grading parameters too restrictive or confusing or just prefer a simpler, more flexible grading system, you can manually add and edit grades or completely override or exclude grades automatically assigned by GDP.
To enter a manual Format Grade in the Portfolio:
1. Select the desired exercise.

2. Click Enter Grades. 

3. In the Format Grade  box, type the desired grade (use the grade scale chosen in the Select Grade Scale  tab) and click Save.

4. The Fmt:  grade and final Weighted Average Grade  will change. 

Note! A Format  grade is available only if you have assigned a weight under the Format Grade  column from the Set Up Categories  tab.

To enter a manual Text Grade in the Portfolio:

1. Select the desired exercise.

2. Click Enter Grades. 

3. In the available grade box, type the desired grade (use the grade scale chosen in the Select Grade Scale tab) and click Save.

4. The final Weighted Average Grade will change to 75.

Note! Text grades cannot  be entered manually for jobs in which keystroking is scored such as documents and timings. Use the Override feature to change grades on exercises with scored copy.

OVERRIDING GRADES

The simplest, most understandable approach to assigning grades is to use Override. Overriding changes the Weighted Average grade used in automatic grade calculations regardless of specific, rigid grading parameters. You decide what the bottom line grade will be.
· You can override grades on any assigned exercises set to both Required and Graded in the gradebook’s  Set Up Grading Parameters tab. 

· You cannot enter a Text  grade manually for timed writings. However, the net result is the same because GDP uses only the Weighted Average  grade in its final category grade calculations.

· After you override a grade, you will see “O” (for Override) in the Portfolio Date  column. 
To override a Weighted Average grade from the Detailed Report:

1. Click Override in the Detailed Report .

2. Type the desired grade in the Grade Override box and click Save. 

Note! A job must be designated as Graded and Required  in the Set Up Grading Parameters tab to use Grade Override. To reverse an override, click Override again.

To override a Weighted Average grade from the Portfolio:

1. Click the desired exercise in the Portfolio.

2. Click Edit Grade . 

3. Type the desired grade in the Grade Override box and click Save. 

Note! A job must be designated as Graded and Required  in the Set Up Grading Parameters tab to use Grade Override. To reverse an override, click Edit Grade again.

EXCLUDING GRADES

Exercises preceded by a “G” in the Date column of the Portfolio are used to compute grades. To suppress an exercise or an exercise attempt from being used in grade computation, do this: 
1. Highlight the exercise you want to ignore in the student’s Portfolio. (Hint—try using the Portfolio filter Only include exercises used to compute course grade first to limit the display of relevant exercises.)

2. Click Exclude this Exercise. The exercise line stays in the Portfolio but appears crossed out, and the “G” in the Date column is removed.
Note! When you exclude an exercise, the Exclude this Exercise button toggles to Include this Exercise, which you can use if you decide later to reinstate the excluded exercise attempt. Even if the student has attempted a document more than once, if the "G" is not listed in the Portfolio Date column, you do not have to use the Exclude This Exercise button. The other attempt will not affect the grade calculations in any way.
MISSING EXERCISES

· Students are automatically penalized for required, ungraded exercises that are not completed by the end of the term. For example, if a student completes only 8 out of 10 required activities for a given grading category on time, GDP assigns 80% credit for that particular category. 

· In the Portfolio, the exercises that were completed late will be assigned a Text Grade of 0 and a Format Grade of NA. The Weighted Average will be 0. 
· The exercises that were required, but never completed before the End of term date will not display in the Portfolio. 
· Missing exercises are listed on the Required Exercise List with a Category of NA and a Grade  of NA. 
· Missing exercises are averaged in as a 0 for that exercise in the applicable category and averaged equally with other grades in that category.
REPEATED EXERCISES

· If the same graded activity has been repeated and the scores are not  identical, GDP uses the better/best result for grading purposes. 
· If the same graded activity has been repeated and the scores are identical, GDP uses the most recent instance for grading purposes.
REQUIRED EXERCISE LIST
The Required Exercise List  consists of all of the exercises checked as Required  in the Set Up Grading Parameters  tab. The list reports the exercise name, category, weighted average grade, due date, completion date, and status of required exercises for each student. Therefore, it is useful in tracking a student’s progress—you can see at a glance grades, dates, and missing required work. 
· A missing exercise will be listed on the Required Exercise List  with a Category  of NA, a Grade  of NA, and a blank Status box.
· When a student completes exercises in GDP, any exercise that appears in the Required Exercises List  will have the date of completion recorded in the Date of Completion  column and a description in the Status  column such as “on time,” “x days early,” or “x days late.”
· You can click the Export Report Data  button to create a *.csv file that can be opened in Excel, or you can click Print  to print the Required Exercises List and distribute it to students.
To open the Required Exercise List:
1. Check the box next to the student’s name on the List of Students page or Class Summary Report  page, or open the student’s Portfolio.

2. From the Select a report  drop-down list, click Required Exercise List.

3. Keep your students informed—you can export this page to an Excel file or print it for your students.
FINAL COURSE GRADE COMPUTATION

To compute the final course grade, GDP:
· Adds the Weighted Average grades for all of the “best” graded exercises in a category and divides by the number of graded exercises in that category to calculate the average for that category. In the Portfolio, all exercises that display “G” (used in grade computation because it is a required exercise and  is the best attempt for that exercise) in the Date column will be included in grade category calculations and course grade calculations. In this example, the best attempt at Correspondence 25-1 and Correspondence 25-2 display the “G” in the Date  column. 

Note: If the category includes exercises that are required, but not graded, the software will add one to the divisor for each required exercise that the student did not complete. Only the “best” attempt for any repeated exercise will be included in category and course grade calculations.


· Multiplies the average for the category by the weight assigned to the category. 

· Adds the results for each category. 
CLASS SUMMARY REPORT

From the Portfolio, select Class Summary Report from the Select a report box to see the final grade in each category, the final Course Grade, and class averages. NA will appear until work in a given category has been submitted.
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