
Gradebook 
Management



Agenda

• Organize the gradebook

• Setting up the Overall Grade

• Gradebook settings

• Manage categories

• Create calculated and item columns

• Monitor and retain students
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The Gradebook
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Gradebook Organization Techniques

• Create gradable items with easy-to-understand names.

• If you are not using due dates, consider adding numbers in front of the name of the gradable item 
so that they appear in the order you want in the student view of the gradebook. 

• Rearrange columns to match course content or the order that matches their teaching modality.

• Filter the gradebook using categories, groups, or students.
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Accessing the Gradebook
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Gradebook Views

• Four views to manage and organize student assessment data

– Overview tab to improve task orientation and grading efficiency. This tab contains two 
sections: Needs Grading and Needs Posting.

– Gradable Item view displays a list of gradable items providing information about student 
submission and grading details.

– Grades view provides a view of columns and rows identifying students and gradable items

– Student view provides an area in the gradebook in which to review individual students’ grades, 
last access date.



7 7

Gradebook 
Views 
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Overview Tab
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Overview Tab Review
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Gradable Items Tab
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Gradable Items Tab Overview
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Rearrange Gradebook
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Grades Tab
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Grades Tab
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Gradebook Grid View
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Gradebook Filtering



17

Feedback
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Exemption
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Exception
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Student Tab



21

Student View
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View a Specific Student
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Attempts Log
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View Progress
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Notes
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Activity Log
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Student Activity Report



28 28

Gradebook 
Settings
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Settings
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Grade Notations and Automatic Zeros
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Student Performance

• Alerts students of low levels of 
activity and low grades in the 
activity stream

• Instructors can receive alerts about 
student activity and grades in your 
activity stream 
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Grade Calculations

Inline Overall 
Grade
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Total & Weighted Calculations
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Creating Items Manually
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Setting Up the Overall Grade
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Creating Calculations
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Grading Best Practices

• It is a best practice to describe how grades are calculated in the course 
syllabus, especially if weighting is used in the calculation.  

• Share grading time frames with students (e.g., within two business days of 
submission, within one week following the items due date).
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Monitoring and 
Retaining 
Students
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Course and Student Activity

• Course Activity Related to Grades

• Individual Student Course Activity

• Student Activity on Assessments

• Discussion Performance and Analysis
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Course Activity Related to Grades
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Course Progress Pie Chart
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Chart View



43

List View
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Monitor Specific Students
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Individual Student Course Activity Graph
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Viewing Student Activity on Assessments
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Student Activity
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Viewing Student Activity on Discussions
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Discussion Activity



Reflection

• What have you learned today?

• Please share one thing you learned in 
today’s session that you plan to use 
in your course design and teaching.
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Exemplary Course Themes & Rubric

• Course Design

• Interaction & Collaboration

• Assessments

• Learner Support
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Anthology Community
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