CTL CampusWeb LMS Guides for Faculty

Gradebook and Grading Assignments

You have completed CTL 202: An Introduction to the CampusWeb LMS, and now it’s time to
grade students’ assignments or submit final grades for the semester. This guide will walk you
through the functions and features of the Gradebook within CampusWeb.
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Gradebook Overview

The Gradebook in the Course Main Page Menu takes you to the Gradebook homepage. This
page contains the (1) student roster with access to (2) grade weighting, (3) evaluations, (4)
letter grade ranges, and a (5) link to the full Gradebook display.

Temp 00 EB - Elleen's sandbox Gradebook #; @ i Print this page

Main Page #1 #5
Syllabus Your Students’ Grades L View the full Gradebook
) Student Final Grade
Course Information
U (0% D final grade to includ
Exrail HéFEIl o you want your final grade to include
U (40%) Ij‘ an attendance grade?
Collaboration-Forums Test, Cin Student | U (5%)
& Yes B No @ More Info
Coursework-Assignments Test, Ima A (200%)
Test, Mr A(105%)
Course Organizer Other screens e #2
Guest Students _ &7
Gradsbook @ Final grade weighting | — #3
Student Final Grade ® Evaluations “«—
Attendance Baker, Eileen - ‘ A Letter grade ranges ¢—1—#4
Forums
Calendar

Course Content Import

Full Gradebook Display

After clicking View the full Gradebook, the following will display listing all students, grades for
each assignment, and overall grades in the course section to date.

Gradebook % @ &) Print this page /7 Access [ Options |1+ Settings
@ Wws e 4 B Expand alltypes [ % Exportto Excel View everything at once on one page

The Full 8 Week Template (Temp 00-EB) Gradebook

Use the vertical arrow bars (or your arrow keys) to scroll through your gradebook.

(T vomewor® ) : - ]
Usethebfuek:;::‘v)!;a:;:;zryawanow Homework & Paper & QuizE@ Test @ Testing type B R ﬁ Expnrt t(:‘.'l E,‘.(I: El
Student Final Grade Type Grade Type Grade Type Grade Type Grade Type Grade

U (0%) - (0%) - - -

U (40%) U (40%) - _ _
Test, Cin Student U (5%) U (0%) - - - 2
Test, Ima A (200%) - - - -
Test, Mr A(105%) A(100%) - - -
Use the blue arrow bars or your arrow Homewaork laper Quiz Test Testing type B
keys to scroll. \

View guest students

This allows for the Gradebook to be exported to Excel to quickly compare assignment grades.
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Grading Individual Assignments

Assignments are graded from the Assignments page.

1. Select Assignments from the left Page Menu.

Instructor Profile
Collaboration-Forums
Email

Course Organizer
Gradebook
Attendance

[4 AddaPage

F#  Context Manager

ﬁ: | Usage Statistics

e Assignments that need grading will display an icon that resembles a calculator
with exclamation mark.

[ 4 0
dii

2. Select the name of the assignment to be graded.

Locionmant
=

gagement Assignment: Creating Personal Trading Car

Unit 1 - Introduction to CampusWeb  Click to close

The whole term

Assignment Grade

Introduction Quiz| 5/6, Pass (83.33%)
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e The following will display.

Push to Faculty File Cabinets

More »

Scored out of 10 points
9% have been graded

Average score: 5/10, Fail

High score: 10/10 (Betty J Overton-
Adkins Ph.D.)

Low score: 0/10 (Evangelos Demestihas)

2~ ACCess 7 Options 7] Setings

4 Previous Other assignments Next)

Test, Android

Assignments #: @ @& print this page
Unit 2: Adding a Page and Using the Context Manager, Sandbox Assignment 1
Assignment in Unit 2 - CampusWeb Course Shells
[ due 1/1/2020, 12:00 AM Edit all grades Enter a default grade
Student Results
- Student Grade
¢ ¥ R
| v | B
| ¥ | B
& || 8
0/10, Fail (0%)
¢|¥ | R
44k,
| v | B
| ¥ | B
& || 8
&\ ¥ | 8
¢|¥ | R
| ¥ | B
| ¥ | B
&\ | 8
10/10, Pass (100%)

&\ ¥ | 8
¢|¥ | R

v]o[%] —
Test, Android & | | B
&\ | 8

Assign full credit (solid green checkmark), partial credit (green and white checkmark), or
no credit (red X) by selecting the appropriate checkbox.

Test, Android

o

v | &

e |If partial credit is to be awarded, the following window will display.

|

<]
<|

<]
<)

<]
<)

K
<)

K
<)

Partial Grade

Enter Grade: l:l

You can enter t
or a letter gradg.

<[e]<]«
<Jee]e
x|l

=
(=}
=
=)
o
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o

w
o

=
=

Save | Cancel

=1
&l

<<
Fl<[e]
x|

‘ Test, Android

[

P

——

| points (out of 10), a percent,

/

e Enter the appropriate score or grade.
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o In this example, the assignment was worth 10 points. | could enter the
grade in these ways:
1. 5 (as shown below)
2. 50% (5/10 = 50)
3. F(50% = F grade)

e Click Save.

Partial Grade b

% Enter Grade:

You can enter total points (out of 10), a percent,
or a letter grade.

(| Save ) Cancel
S "7

o The score entered will then display in the Gradebook.

i o [ | = | &%
Test, Android 5/10, Fail (50%)
— EAEZAR. S

Rev: 02/08/2017 UI&U: Center for Teaching & Learning




CTL CampusWeb LMS Guides for Faculty

Grade File Upload Assignments

With a File Upload assignment, there are a few additional steps needed before you are able to
enter a grade.

1. Navigate to the Assignments in the left Page Menu.

e The ‘needs grading’ icon ( o ) will display next to the names of the students

who have submitted the assignment.

2. Click the assignment name.

£ Unit 1 Click to close

The whole term

Assignment
(Unit 1 ReﬂEction Essay p)

3. Click Download under the Grade column.

il

e Notice the ‘needs grading’ icon is displayed for the student(s) that have
submitted the paper, and not displayed for those who have not yet submitted.

iy
L= Paper in Unit 1

[ due Monday 12/5,11:55PM |  Edit this assignment  [5r Edit all grades  Push to Faculty File Cabins

Student Results
- Student Files Grade Turned in

[ | |Test, Ima 1 12/1/2016 12:25 PM
Test, i 0 Still open
Test, Sheeza 0 Still open

4. Open the download, review, and grade with the checkmarks as usual.

e The checkmarks become visible as the mouse hovers over the area.

Assignments #; @ & Print this page

Unit 1 Reflection Essay

Paper in Unit 1

[ due Monday 12/5, 11:55 PM # Editthis assignment 7 Edit all grades Push to Faculty File Cabinstd

Student Results
- Student Files rade Turned in
‘ [T | Test, Ima 1 Downfoadm ¥ ‘ 12/1/2016 12:25 PM
Test, 0 Still open
Test, Sheeza 0 Still open
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Grade Forum Assignments

You are able to grade forum assignments from the Gradebook or directly from the forum topic.
The following steps outline the process from the Gradebook, after the deadline for student
posting has past.

1. Navigate to the Gradebook.

2. Click the name of the assighnment to be graded.

Assignments #; @ & Print this page

Recent submissions

& Add an Assignment

& ctudent List Sheeza Test submitted Forum Discussion #1, Yesterday, 11:55 PM
Ima Test submitted Forum Discussion #1, Yesterday, 11:55 PM

B Manage Units & Types Ima Test submitted Unit 1 Reflection Essay, Yesterday, 12:25 PM

& Configuration

El  View the Gradebook

FE9 Unit1  Click to close

The whole term

Assignment Due Date

Forum Discussion #1 =N Yesterday, Closed = Forun
Linit 1 Boflartinn Fooaw Mondayv 12/5 11-55 P Lo lnlas

3. Select the student whose post you would like to view.

Iil Forum Discussion #1
Hoemework in Unit 1
[i5¥ due Yesterday, Closed [5] View the Open Discussion topic 4" Edit this assignment
Student Results
- Student Grade Posts Replies
Minimum requirements:| 0 0
L
Test, Sheeza 0 0
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4. Click the name of the post (in this example, it would be ‘Unit 1 post’) to view the student
write-up.

. j# Ima's homework is Enmter a Grade

not yet graded

Full cradit| Mo Credit

Bl view Ima's detailed history for this assignmert

This homework was turned in on time on Thursday, December 1 at 11:55 PM

e )
N~ You have not entered any feedback yet.

&) Add a feedback comment E Add a feedback file

Summary
Initial Posts Replies
%" This user has made 1 post %" This user has not made any replies

All Initial Posts
@ e

e The post will display within the grading window.

bl Initial Posts

Unit 1 post

Posted in Discussions = Forums on 12/1/2016 1:04:46 PM

| completed the readings and while | was interested, it did not really inspire me to conduct research on my
own time.

Add a private comment

22 words @® Disqualify this post from counting toward the requirements
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5. Provide some sort of feedback or critique on the student post.

e Click ‘Add a feedback comment’.
o Feedback is available from the Assignments feature.
e Click ‘Add a private comment’.

o Comment is available from the Forum feature.
o A private comment is different from a forum post reply; only the student
receiving the comment will be able to see it.

D Forum Discussion #1
Homework in Unit 1

by Ima Test @ -2

 Ima's final grade is Enter a Grade [5¥ Hide grade input

Full credit

Full credit| Mo Credit

& view Ima's detailed history for this assignment

This homewaork was turned in on time on Thursday, December 1 at 11:55 PM

— You have not entered any feedback yet.

] Add a feedback comment ) Add a feedback file

Summary

Initial Posts Replies

%" This user has made 1 post % This user has not made any replies
All Initial Posts

Unit 1 post

Pasted in Discessions = Farums on 127/2016 1:04:46 PA

| completed the readings and while | was interested, it did not really inspire me to conduct research on my
own time.

& Add a private comment

22 words @ Disgualify this post from counting toward the reguirements
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Feedback screenshot, with a student view:

Welcome back Ima Test |Personalinfo  Logout

00 UNION Cam )usWet

II\ STITUTE & UNIVERSITY

You are here:

TEST 303 01 A-EILEEN CTL TEST COURSE

Assignments % @ o= Print this page

Main Page
Forum Discussion #1
Syllabus Homework in Unit 1

Course Information

ﬁ" Your final grade is

el Full credit

Discussions

Gradebook This homework was turned in on time on Thursday, December 1 at 11:55 PM
Attendance — 2\

critical thinking and draw from your text to support your
@ My Courses opinian in future posts.
@ My Pages
@ My Groups
ADA Services

This satisfied the requirement but please use a bit more
Quick Links . L

feedback from Eileen Baker, 12/2/2016 10:28 AM

N 4

Limime | ibram, =

Private comment screenshot, with a student view:

DO UNION Cam P usWeb

leT TUTE & UNIVERSITY

You are here:

TEST 30301 A-EILEEN CTL TEST Discussions % @ @& printthis page
COURSE
Main Page ‘ | | Search |
Show Search Opficns w
iz Forums = Open Discussion > Unit 1 post
Course Information Unit1 post
Email Original post and 0 replies:
Ima Test i
Students ginal P
Assignments ol i | | completed the readings and while | waa interested, it did not really inapire me to conduct research on my own time.
Gradebook Edited:Fri12/2/2016 at 10:27 AM by Eileen Baker
Attendance % for Forum Discussion =1 [@w your assignment
Quick Links 22 cagcludin
@ My Courses Eileen Baker Commented:
= My Pages While this satisfies the requirements for the assignment please put a bit more critical thinking behind your future posts.
9 B Periin
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6. Grade the post by selecting the appropriate checkmark.

=
-

/ Ima's homewaork is
not yet grade(

Enter a Grade

|\/_/|

B View Ima's detailed higtory for this 35y

This homework was turned in on time on Thursday, December 1 at 11:55 PM

Full credit

You have not entered any feedback yet.

() Add & feedback comment 6 Add & feedback file

7. The grade will be automatically displayed and saved.

"

-/ Ima'sfinal grade is [ Change this grade

Full credit

B view Ima's detailed histery for this assignment

Rev: 02/08/2017

UI&U: Center for Teaching & Learning 11




CTL CampusWeb LMS Guides for Faculty

Submit Final Grades

At the end of the semester you will receive an email from the Registrar’s Office information you
the final grading window is open. Final grades can be submitted directly from the Gradebook.

1. Click Gradebook from the left Course Page Menu.
2. Select ‘Submit your grades’.

TEST 303 01 A - EILEEN CTL o
TEST COURSE Gradebook # @ @ Print this page

Main Page
Your Students' Grades
L] View the full Gradebook

gt Student Final Grade
Course Information Test, Ima A(100%) Other screens
Email Test, Kathy Registration | - @ Final grade weighting

= .

Test, Sheeza U (16.67%) O Evaluations

Discussions

Al Letter grade ranges
e ol BT E -
Assignments [Z) Submit your grades
L L N'meE SameEs
Gradebook

Attendance

e The next screen will display your student names.

o Ared circle indicates the student information is not ready for submission.

o A green checkmark indicates the student information is ready for
submission.

Gradebook #; @ @& Print this page R~ 0ntons

Submit Grades
Course: TEST 303 01 A - EILEEN CTL TEST COURSE (2016 - 8A (Jul - Dec))
Instructor(s): Eileen Baker

Grading type: Letter Grade

Final Grades

Not yet submitted . Ready to Submit

] Student Name Final Grade . Needs Input

L Either the student's grade or
- . Test, Kathy Registration & attendance (or both) from the LMS
) . Test, Sheeza @ u v could not be used. Please enter the
Submit Selected Grades missing data manually.

Submitted

(.} Student Name Final Grade

o o Test, Ima @ B M

‘You don't have permission to update existing grades |
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3. Check the box to the left of the student name, under ‘Not yet submitted’.

e If you forget to check the box, a reminder message will display.

campusweb.myunion.edu says:

You must select at least one student.

bmit Grades

Course:
Instructor(s):

Grading type:
Final Grades

Not yet submitted

©) @

| Submit Selected Grades |

hdebook % @ &) Print this page

TEST 303 01 A-EILEEN CTL TEST COURSE (2016 - 8A (Jul - Dec))

Eileen Baker
Letter Grade

Student Name
Test, Kathy Registration 6

Test, Sheeza @

Final Grade

w7

4. Click ‘Submit Selected Grades’.

Final Grades
Not yet submitted
J Student Name Final Grade
o @ Test, Kathy Registration B
@ @ Test, Sheeza @ (U \
Submit Selected Grades
CSubmi ades | >
Rev: 02/08/2017 UI&U: Center for Teaching & Learning 13
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e A confirmation message will display that the submission was updated.

[ The selected items have been successfully updated ]
Submit Grades
Course: TEST 303 01 A-EILEEN CTL TEST COURSE (2016 - 8A (Jul - Dec))
Instructor(s): Eileen Baker
Grading type: Letter Grade
Final Grades
Not yet submitted Ready to Submit
Student Name Final Grade Needs Input
) ) Either the student's grade or
. Test, Kathy Registration @ attendance (or both) from the LMS
Submit Selected Grades could not be used. Please enter the
missing data manually.
Submitted
Student Name Final Grade
Q‘r Test,Ima @ B v
%f Test, Sheeza @ u v

You don't have permission to update existing grades. |

e Continue grading students as needed until all receive a final grade.

Notes:

In the above screenshot, the final grade for Test, Kathy Registration can be submitted
manually by using the Final Grade dropdown menu to award a letter grade.

The final grade for Test, Ima and Test, Sheeza cannot be changed from the Gradebook.

Once a final grade is submitted you are unable to change that grade from the Gradebook; even
if the grading window is still open. However, you are able to begin the Grade Change process
outlined in the next section.
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Change Final Grades after Submission

Once final grades have been submitted you are unable to edit the grade from the Gradebook.
However, you are able to initiate the Grade Change process by following these steps:

1. Select Show More.
2. Click eForms.

‘ Home ‘ HELP Desk ‘ Students ‘ Academics Show More s

Faculty

cn

Staff

42 Access

Cr

eForms

3. Click Registrar Forms from the left Page Menu.

eForms Home
Sharepoint Documents
eForms Information
Refund by ACH! En. E .
ADA - Disabilities Disclosure I J&LC ad s TUtl:I rlng
= 2 Business Office Forms
HR Action Form
Update Yournformation ' Center for Teaching and Learning
Feedback
Testformons 2 Doctoral Forms Online
b depee 2 Financial Aid
= Academic Tutoring E‘
= susiness offce Foms ' Institutional Effectiveness
= Center for Teaching and Learning
g DelEnE B2 institutional Review Board
Financial Aid
= Institutional Effectiveness
E= :ns:l:uilonalisvls'wBoard E“‘ |T FL'!IFI'I"IS
= 1T Forms
B A Onlne Formo 5 MA Online Forms
=) Registrar Forms
= Soholarship and Reseach 5] Registrar Forms
= student Services
B Docummentation. hidden E Scholarship and Research
= Enrollment Counselors (Hidden) ﬁ.ppliﬂatlﬂl’lﬁ
F#  Context Manager
dli Usage Statistics
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4. Click Grade Change Form from the left.

Registrar Forms Home
Grading and NE Information

NE Attendance Indicator Form

Grade Change Form

Learning Evaluation Form

5. Complete the form.
6. Click Submit.

Grade Change Form & @ (& Print this page

Admin this portlet

View Reports
Grade Change Form

Grade Change Form

To be initiated by assigned faculty.

If there are any questions, please contact:
Union’'s Registrar's Office - 800-486-3116, extension 1266 or Registrar@myunion.edu.
Visit the Registrar's Web site at http://www.myunion.edu/offices/registrar

ﬂtudent Name: \

Student ID#:

Term:

Center or Program:
Course Number:
Course Title:
Original Grade:
Corrected Grade:

Grade Change Reason:

vomments/Evaluation: /

Faculty ID Number:

Faculty Member: Eileen Baker

Email: Eileen.Baker@myunion.edu

{\Submit )

e A copy of the form will be sent to your UI&U email account.

Note: Grade changes are manually entered by the Registrar’s Office; clicking submit will not
immediately update the grade in CampusWeb or on the student transcript. Once processed the
changed grade will only display on the student transcript. The Gradebook will not be updated.
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