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1) Set up your Gradebook using the Setup Wizard.
2) Create, edit and delete grade categories and items.
3) Enter and manage grades.
4) Calculate midterm and final grades.
5) Import grades into D2l from another application.
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[bookmark: _Toc58429644]Gradebook Setup
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The D2L Grades tool allows you set up a Gradebook where you can create grading items for assessments completed by students outside or inside of D2L. The Gradebook can be connected to the dropbox, discussion boards and quiz tools to evaluate assignments, participation and tests.  Students’ grades in D2L can be transferred to the Gradebook automatically. The Gradebook calculates final grades and allows you to control what and how grades are released to your students.
Access Grades Tool and Setup Wizard
1. Select Assessments on the Main Navigation Bar, then Grades.
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2. Click on Setup Wizard and the Start button to configure the general settings of your Gradebook in seven (7) steps.  
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Note: The Setup Wizard can be run multiple times; however, do not make changes once the course begins because it can significantly affect existing data.
Seven steps to setting up your Gradebook 

1. Choose a Grading System and click Continue. D2L presents two options: 
[image: ]
a. Weighted: Grade categories and items are calculated as a percentage of a final grade worth 100%. Individual items contribute towards the final grade according to the percentage assigned to their Category. 

b. Points: Grade categories and items are calculated using a point system, where the sum of the grade items is totaled in the final grade.  




2. Select a Final Grade Release and click Continue. This option indicates the final grade calculations the students will see in the Gradebook.

[image: ]

a. Calculated Final Grade: Students’ grades will be visible based on the grading formula you used. You cannot adjust the final grade without adjusting grade item scores. If chosen, this will be the grade released to students, not the Final Adjusted Grade.  Select the Can Exceed box if allowing bonus questions or exceeding a specific number of points.

b. Adjusted Final Grade: The grade can be transferred from the Final Calculated Grade, but you can edit it manually without having to adjust the grade items. If chosen, this will be the grade released to students, not the Final Calculated Grade.  Select the Can Exceed box if allowing bonus questions or exceeding a specific number of points.

c. Automatically Release Final Grade: Releases the students’ final grade, making it visible for the student. The release status may be changed after being automatically released.

3. Decide on Grade Calculations and click Continue. Select how you want to treat ungraded grade items, such as with a value of zero (0). You can also choose grades to be automatically updated every time you make changes to the items in your Gradebook. 
[image: ]
Drop ungraded items: Reflects current grade based on submissions.  Items that do not have a grade entered are not counted in the final grade.  [1]

Treat ungraded items as 0: Items that do not have a grade entered are counted as 0 in the final grade. [2]
Auto Update: Final grades are automatically adjusted when changes are made to grade items or calculation options. [3]

4. Click Continue under Choose Default Grade Scheme. D2L has “Percentage” set as the default grading scheme.  (If you prefer a letter grade scheme, click New Scheme under Assessments > Grades > Schemes. Enter Letter Grade for the required name and the letters for the symbols along with the ranges.  Click Save and Close.  Once created, click the checkmark to set it as your default grading scheme).
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5. Enter the number of decimal places you want displayed in the Gradebook. The default is set to two (2).  The value must be an integer between zero (0) and five (5).  
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6. [image: ]Manage Student View Display Options. This affects what your students see in the Grade area. Click Continue after selecting Grade Details. (See page 7 for more information).

*Note: If you choose a Points Grading System, the option for Weighted grade will not show up on this page.
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Points grade shows grade as 8/10 (for example). [1]
Weighted grade shows grade as 80% (for example). [2]
Grade scheme symbol shows grades as 80% because percentage is the default grade scheme.  Note: The grade scheme symbol must be selected for students to see Text items in the Gradebook. [3]
Grade scheme color codes your Gradebook. Blue is 90th percentile, green is 80th percentile, yellow is 70th, orange and red follow in succession. Note: The grade scheme symbol must be selected for the grade scheme color to be displayed. [4]
Number of decimal places to display in the Gradebook. The value must be between 0 and 5. [5]
Number of characters to display for Text items displayed on the user list.  Allows you to write comments without contributing to the final calculation.  The value must be an integer between 0 and 50.  If the Text item is longer than 50 characters, the text will be truncated. [6]
Select Display final grade calculation to users if you would like students to view how the final grade was calculated in the student view of Grades. [7]
7. Grades Setup Summary displays all your selections.  Click Finish if you are content or click the Go Back button to make changes.  Grade Options display after the Wizard is complete prompting you to start creating grade items and categories.
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To make changes to your Gradebook settings, click the gear labeled Settings.
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The Personal Display Options tab will list Managing View Display Options and Start Page Default Grades Area drop-down menu.  This view is user specific.  The Org Unit Display tab options will change student view.
[image: ]Username shows up on the user list. Not necessary to enable. [1]

Org Defined ID or Marquette ID shows up on the user list.  Not necessary to enable. [2]

[image: ][1, 2]
[3, 4, 5, 6, 7] For details, see page 7.

Select your preferred settings. [8, 9, 10]

Number of users before column header repeats. [9]

The calculated final grade column is displayed at the beginning of the user list. [10]

To change the Default Grades Area, select the drop-down menu to select the preferred default page.  Currently, Grades is set to Enter Grades. [11]
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[bookmark: _Toc58429645]Creating Grade Categories 

Category: Categories allow you to organize or group Grade Items under one section. For example, you may choose to have an “Essays” Category and another one named “Quizzes”. Each Category will have a point or percentage value assigned, depending on the Grading System selected. Categories are recommended if you’re using a weighted Grading System or if you want to drop the lowest or highest grade item within a Category. 

1. Click on Manage Grades
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Note: This is the tool you need to access when you need to add, delete or edit Categories or Grade Items.

2. Click on New and then select Category from the drop-down menu.
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3. Edit Category: Properties tab
[image: ] [image: ]

Under the Properties tab, enter the Name for your Category [1] (required) such as “Assignments” or “Exams.”  Short Name [2] is not necessary unless the Category is long and will not fit well in the Gradebook spreadsheet.  

Show description link expands to add a description that can be hidden or visible to students.  Select the checkbox to Allow users to view description [3]. This is optional.  

Enter the percentage of the category which contributes to the final grade.  Grade items in a category count as a percentage of that category and should combine to a weight of 100%. For example, if the category of “Exams” is worth 30% of the final grade with two (2) grade items, then the weight of each is 50% (the contribution to the category). [4]

Allow category grade to exceed category weight, such as 105%. [5]

Select Distribute weight evenly across all items if you are using a weighted Gradebook and may need to drop the lowest grade. Grade items must be worth the same. [6]

4. Edit Category: Restrictions Tab 
[image: ]
By default, grade items and categories are visible (recommended setting).  If you choose to hide it, select the Hide from Users checkbox.  It is possible to set release conditions by clicking the link Show Release Conditions.  If changes are made, click Save.  Note: The Restrictions tab for Grade Items offer the same options.






Weighted vs. Points Grading Systems
	
Define your grading preferences based on your grading system selection of Weighted versus Points in the Setup Wizard.  Options will vary based on your selection. 
Weighted Grading System:
1. Weight:  You can specify how much a category contributes to the final grade. For example, the “Assignments” category is 25% of the final grade. 

2. Allow category grade to exceed category weight: Allows the total weight of the grade items in the category to exceed the weight assigned to that category.
a. Example: You create an “Assignments” category that contains two grade items: Assignment 1 and Assignment 2. Both assignments are worth 50% of the category and can exceed the weight specified. A student receives 100% on Assignment 1 and 110% on Assignment 2. By checking this option, the student receives 105% in the Assignments category. If not checked, the student receives 100%.  

3. Distribution: 
a. Manually assign weight to items in the category: Allows you to control weighting of individual items in the category. 
i. Distribute weights by points across all the items in the category: Uses the points of individual, non-bonus grade items to determine the relative weighting of each item out of 100%.
ii. Distribute weight evenly across all items: All grade items in the category are worth an equal amount, regardless of the number of points of the individual items. For example, if you have two items in the category, one worth 15 and the other one 25, each item will be worth 50% of the category. This option also allows you to drop the highest grade (number of highest non-bonus items to drop for each user) or the lowest grade (number of lowest non-bonus items to drop for each user) in the category for each student. Enter the number of items you want dropped in each option. 
Points Grading System:
1. Can Exceed: Allows the total points of the grade items in the category to exceed the points assigned to that category.
a. Example: If you have a Grade Item of 10 points and a student receives 12/10, this feature allows the 12/10 to be calculated in the final grade. Otherwise, if unchecked, the grade will be 10/10 in the final grade calculation. 

2. Exclude from Final Grade Calculation: Allows you to exclude this category from the final grade calculation. 

3. Distribution: 
a. Distribute points across all items: All the items in the category will be worth the same amount.
i. Points per item: Use this if all the grade items under the category are worth the same amount of points. For example, in the Quizzes category you have 5 quizzes, and each is worth 10 points. 
ii. Number of highest non-bonus items to drop for each user: Allows you to drop the highest grade in the category for each student. Enter the number of items you want dropped.
iii. Number of lowest non-bonus items to drop for each user: Allows you to drop the lowest grade in the category for each student. Enter the number of items you want dropped.

4. Display Options:  Allows you to enable certain Statistics options to be viewable to your course. 
a. Display class average to users: Shows the class average for items in the Category.
b. Display grade distribution to users: Shows students and instructor a graph of how grades for this Category were distributed in different percentiles. 
c. Override display options for this item: Allows you to modify some of the general display options you selected in Step 6 of the Setup Wizard.  Select if you want students to view information for this Category differently from others in the Gradebook.  

5. Restrictions: The Restrictions tab allows you to set up parameters for when the Category is visible for students. You can also establish release conditions. For example, a student may not see the Category until completing a specific task in D2L, such as a quiz. 

6. Click Save and Close (saves edits and returns user to main page), Save and New (saves edits and opens a new window to create a new grade item or category) or Save (saves edits and keeps user on the same page).


[bookmark: _Toc58429646]Creating Grade Items

Item:  Grade Items can exist independently in your Gradebook or they can be grouped under a Category. For example, under the category “Essays” you have three Grade Items: Essay 1, Essay 2, and Essay 3.  Grade Items can also be associated with course objects such as discussions, quizzes, and dropbox folders.

1. Click on Manage Grades > New and select Item from the drop-down menu.

[image: ]
2. Choose a grade item type.  For this example, Numeric is selected to grade students by assigning a value out of total number of points. This is the most common grade item type.  Use this type if you want to associate the item with a course activity. 

[image: ]

3. Other Grade Items:
a. Selectbox: Graded by selecting the grade scheme level that best matches their achievement.  For example, “Very Good.”  Used for formative assessment. 
b. Pass/Fail: Graded by using a simple pass/fail grade scheme.
c. Calculated: Graded by calculating a student’s cumulative achievement across multiple grade items. Calculated grade items cannot belong to a Category and cannot contribute to the calculated final grade.  For example, use to calculate midterm grade.
d. Text: Allows you to provide comments that are not calculated in students’ final grade. Text grade items cannot be part of a Category. For example, “Course Evaluation Completed.”

4. Enter a Grade Item Name and Maximum Points (required) and attach to a Category (if applicable).  An optional Short Name can be entered which will show up on the grades spreadsheet (optional).  An optional description can be added under Show Description.  Select the checkbox to allow users to view grade item description.

5. Weight (%): If the Grade Item is grouped under a Category and you’re using a weighted grading system, enter the Weight (%) you want the assignment to contribute to the Category. 

Note: If you have selected to make each item of equal weight within the Category, then the Gradebook will automatically figure out the weight of the grade item for you. 
If you’re creating a Grade Item that is not part of a Category, you must adjust the Weight value to the weight the item has towards the final course grade.

6. If you plan to give extra credit points, select Can Exceed to exceed the maximum points.  For example, 11/10 points.  

7. Bonus items are not included in the maximum points for a category of final grade.  They are added on top of the calculated grade.  

Bonus: Use Bonus if the entire Grade Item is extra credit in the course.  For example, if an extra credit assignment is added to grade items, select Bonus.

Edit Grade Item: Properties Tab 
[image: ][image: ]

8. There is an option to add a rubric, but it is best practice to attach this to an assignment in the dropbox.  An error will occur if you try to add the same rubric to more than one D2L tool.  For example, do not add the same rubric to both the gradebook and dropbox tools.

9. Click the arrow to Show Display Options.  You can also edit the Display Options (just like for Categories).

If you would like to add a restriction to the Grade Item, click the Restrictions tab next to Properties tab on the New Item page.  This tab allows you to set up parameters for when the Grade Item is visible for students. You can also establish release conditions.
It is possible to associate learning objectives under the Objectives tab.
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[bookmark: _Toc58429647]Edit Grade Items

1. Select Manage Grades to access the listing of grade items. 
[image: ]
2. Click on the drop-down menu next to the item’s name.  Select Edit Grade Item.  
[image: ]

3. The Edit Item page will appear with Properties tab opened by default.
[image: ]
Note: You can always edit a Grade Item after you’ve created it.


[bookmark: _Toc58429648]Delete Categories and Grade Items

1. Select Manage Grades to access the listing of grade items. 

[image: ]
2. Click the More Actions drop-down menu to select Delete.  

[image: ]
3. Select the check box for each Grade Item or Category you want to delete and click the Delete button.
[image: ]

4. A Confirmation pop-up warning will inquire if you would like to delete the selected grade items and/or categories. Click Delete.
Note: Selecting a Category does not select the Grade Items that reside in it. Also, you cannot delete a Grade Item that is associated with a course object (quiz, dropbox assignment or discussion). You must first remove the association and then delete the grade Item. Click on the Information icon [image: ] next to the Grade Item to view the details about the association.
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[bookmark: _Toc58429649]Entering Grades 

Grades can automate from dropbox, discussion or quizzes to Grades.  However, you can choose to manually enter grades filtering by User or Groups. The Gradebook can be viewed in two ways: Standard View and the Spreadsheet View.  The spreadsheet view is the preferred view for entering grades.
1. Click on the Grades tool on the Main Navigation Bar.
2. Enter Grades should open by default unless you have changed your settings under Personal Display Options tab > Default Grades Area.   
[image: ]
3. To switch from Standard to Spreadsheet view, click Switch to Spreadsheet View, located on top of the Gradebook. 

[image: ]

Standard View

1. Click on the drop-down menu next to the name of the Grade Item you wish to grade and select Grade All from the drop-down menu. 

[image: ]
2. Enter the grades in the space provided. You can also add comments as feedback by clicking the pencil.

[image: ]

3. Click Save and Close or Save. 
4. Confirmation pop-up will ask you if you want to save changes and continue.  Click Yes.
[image: ]
Spreadsheet View 
The spreadsheet view offers the option to tab from cell to cell when entering grades.
1. Click the space provided under each Grade Item and enter the grade for each student. 
[image: ]

2. If you wish to add comments as feedback, click on the drop-down menu next to the name of the Grade Item.  Select Grade All from the drop-down menu. 
[image: ]
3. Click the comment’s icon under the Feedback column. 
[image: ]
5. Click Save and Close or Save. 
Note: Grading a discussion or dropbox assignment in the gradebook will update the grade in the discussion and dropbox tools.

Exempting multiple grade items for one student
Bulk Exemptions allow users to exempt either multiple students from an assignment or exempt multiple assignments for one student.  Once an exemption is given, the assignment will appear as “Exempt,” for the student. 
1. Click student’s name.
2. Select drop-down menu next to student’s name and select Bulk edit exemptions.
3. Select the grade item(s) the student can exempt.
4. Click Save and Close or Save.

[image: ][image: ]


[bookmark: _Toc58429650]Calculating Midterm Grade

Steps to create a calculated grade in the Gradebook
1. Click on Grades under Assessment.

[image: ]
2. Click Manage Grades.

[image: ]
3. Click on the New blue button and select Item from the drop-down menu.
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4. Select Calculated.
[image: ]
5. Enter the Name of the Calculated Grade Item, such as Midterm (which will appear in the Gradebook). Scroll down and select the grade items to include in the calculation. The top checkbox will select all grade items listed below.

[image: ]
6. The Calculated Grade Item should appear under Manage Grades.
[image: ]
7. To view the Midterm calculated grades, view the Gradebook under Enter Grades.
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[bookmark: _Toc58429651]Calculating Final Grades
[bookmark: _Toc5006061][bookmark: _Toc5006135][bookmark: _Toc5008070][bookmark: _Toc5008180][bookmark: _Toc5008495]
1. Click Assessment > Grades.  
2. Select Enter Grades tab.
3. If you chose Automatically to keep final grade updated (Step 3 of the Setup Wizard), grades will show up updated in the Final Calculated Grade column. 
Note: Every time you enter a grade for a Grade Item and save it, the Final Calculated Grade gets updated.
4. If you did not choose Automatically to keep final grade upgraded (Step 3 of the Setup Wizard), click on the arrow next to Final Calculated Grade on the Enter Grades page and select Grade All from the drop-down menu.
[image: ]
5. Click on the drop-down menu next to Final Grades on the top of the page and select Recalculate All.
[image: ]

6. Choose the grade item(s) you would like updated. 
7. Click on Calculate at the bottom of the page. This will take you back to the gradebook.
[image: ]
8. Click Yes to confirm the action to overwrite the final adjusted grade.
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[bookmark: _Toc58429652]Import Grades

It is possible to enter grades from another application by importing a CSV, TSV or TXT file.  
1. Click Assessments > Grades.  
2. Select Enter Grades tab.
3. On the Enter Grades page, click Import.
[image: ]
4. Browse your computer to upload the document and select the dropbox to create a new grade item.  (Note: Only Numeric, Pass/Fail, Selectbox, and Text grade items can be created.)  Select Continue.
[image: ]
5. If found, a listing of unrecognized items may appear with a checkbox selected to Create New Grade Item(s).
6. Enter the points value/weights for the grade items listed.
7. Fields with errors will not import.  Therefore, return back to the file type to fix the errors and reattempt upload.
8. Preview import and click Import.
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