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Overview
Every assignment, activity, and assessment you want to assign a grade to needs a grade item in the grade book. In a weighted gradebook you can assign both a number of points and a weight to each grade item. Categories allow you to organize related grade items into groups. If you want to set up your gradebook to automatically drop a learner’s lowest mark from a group of assignments, you will need to set up a category. 
Please note: In a weighted gradebook the total weight of all items not in categories and all categories must add up to 100. All items within a single category must also have a cumulative weight of 100%. 
Best Practices for VIULearn Gradebooks 
Make sure the Max. Points assigned to grade items reflect how much you want them to be worth. For example, don’t grade each of your 20 homework assignments out of 50 points and then your final exam out of 80 points.
When naming grade items and categories in your grade book, make sure to match as closely as possible to your syllabus and the name of the item in your course material. This will help learners know exactly which grade is associated with which item. 
Create all of your gradebook items before creating the assignments, quizzes, or graded discussions you may want to link to your gradebook in VIULearn 
Create a Grade Category    
1. Click on Assessment and Grades from the course navigation bar 
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2. From the Manage Grades screen, click New and choose Category 
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3. On the properties tab: 
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·  Give your category a name. You can also add a description 
    if you want to by clicking “Show Description” 

·  You can give your Category a Short Name which will display 
    in the gradebook 
·  You can enter a Description of the grade category. If you  
    want to make the description available to users,   
    select Allow users to view description. 
·  Assign a weight for the category (if using a weighted 
   gradebook)


·  Choose how to distribute category weight (if using a   
    weighted gradebook)
 



·  Choose what information learners can see for the category 
    under Display options 


4. On the Restrictions tab: 
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· Choose whether or when users can see the 
     category 







· Set up Release Conditions which determine when a  
     category is visible 

5. When you are done customizing your category, click the blue Save and Close button 
Create a Grade Item   
1. From the Manage Grades screen, click New and choose Item 
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2. Choose your grade item type (This will almost always be Numeric) 
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3.  On the Properties tab: 
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· Enter a Name for the grade item.


· You can enter a Short Name to display in the grade book.

· If you want the grade item associated with a category, select a category from the Category drop-down list.
· Enter a Description of the grade item if desired. If you want to make the description available to users, select Allow users to view grade item description.
· Enter the value you want the item graded out of in the Maximum Points field.

· For a weighted gradebook, enter the value the item will contribute towards the final grade in the Weight field. 

· Check the Can Exceed box to allow the item to exceed the maximum points for the category 

· Select the Bonus check box if you want the item counted as a bonus item.

· Select a Grade Scheme to associate with the item.


· You can click Add Rubric to add a rubric.



· Click Show Display Options to choose what information your learners can see about a grade item 

· Click the blue Save and Close button to return to the Manage Grades screen, or scroll up and click the Restrictions tab to set restrictions on your Grade Item 

4. On the restrictions tab:
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· Choose whether the grade item is visible to     
      learners. You can manually hide and show the 
      grade item, or set a start and/or end date for the 
      item’s visibility.  







· Set Release Conditions for the grade item 





5. When you are done customizing your grade item, click the blue Save and Close button 

Review Your Gradebook 
When you have finished creating all categories and items for our gradebook, you want to make sure everything is set up correctly. If you are using a weighted gradebook, VIULearn will check that all items in categories, and the gradebook as a whole add up to a weight of 100%. If not, you will see an error message at the top of the gradebook. 
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You can make changes to Items and Categories in your Gradebook until you begin entering grades for learners. Once you have entered any grades into the gradebook, changes made to how grades are calculated or weight is distributed can lead to errors. 
[image: ]
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Choose a Grade Item Type

Numeric

‘Grade users by assigning 2 value out of 2 specified total number of points.
Eg.8/10

Selectbox

‘Grade users by selecting the grade scheme level that best matches their achievement.
E:."Very Good" or "B+*

Pass/Fail

‘Grade users using a simple pass/fai grade scheme.
Ex."Pass” or

Formula

Automatically grade users using a custom formula based on achievement on other grade items.
E:g. Give users who received at least 50% on all participation grade items a perfect attendance bonus.
IF{MIN [P1.Percent], [P2.Percent] } < 50,0, 1

Calculated

Calculate users' cumulative achievement across multiple grade items.
E.g. Midterm Grade
A1+A2+Q1+Q2 / Total Max. Points * 100 = 73%

Text

Provide comments in the grade book that are not calculated in the final grade.
E3."Course Evaluation Completed"





image10.png
Propertes | Restictins

None.

b stowoscion

Grading

1 °
o
1 °

)

DetouitScheme - Percenage)

Display Options

b showista Otons

Onecties
°

<) ewcsgont

v e





image11.png
Propertes | Reswictons | Objectives

General

P —

o207 10222m [~

[—

Relesse Conditions

b Show s Consions





image12.png
+ “Final Colclated Grade sums t 125%,not 100%.Verty the ol weight f 3t evelctegores andfems s 100%.

+ Quieze'sums 0 75%, not 100%. Veiyth totalweight o ke inthe categoryis 100%,

2 s





image4.png
Course Home  Content | Assessment v | Communication v Faculty Tools v Help v

CIEL 101: Cium EVELOPMENT - S##NO1





image5.png
Enter Grades

Manage Grades

Schemes

Hereheters

Item

Category

Setup Wizard





image6.png
Properts Restictons

b stowomsciton
Grading

10 °
Ao ey e o cced g i @

© My s i toims i he gy
Dot el by it s i K e cotciey
Dbt e ey s s ems

R T ————
°
0 Nomaeroionet nombonus Homs 0 o cchuss
°
Display Options

b Srow ity vtons





image13.jpeg
CENTRE FOR INNOVATION AND EXCELLENCE IN LEARNING

| ciel.viu.ca




