Ecole de gestion

et . [EADERSHIP

How to Manage Columns in the Full Grade Centre

Showing/Hiding Grade Columns

1) When you are ready to enter the grades in a specific grade column, you may want to hide it
considering possible mistakes. In the Control Panel, under Grade Centre, select Full Grade Centre.

* Control Panel
b Collection
b Course Tools

P Evaluation

w Grade Center

Needs Grading
Full Grade Center <=l
Azsignments

Tests

b Users and Groups

2) Click on the button next to a column (e.g. Case 1). A list of options appears. Select Show/Hide to
Users to make the column unavailable to students. Proceed the same way for all the grade
columns and when ready to make the grades available to students.

Avallabiity | iase1 ¥ Cacao B roce s
-’:'""a_i The logo indicates that [ Click for more options ]tlnn """"""""
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Delete Column

* Do not select Hide Column! It will be removed from the Full Grade Centre otherwise.
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It is important for you to hide the Total column, which automatically calculates and displays the sum of
all grade columns. This column is set as the external grade column (indicated by a green button). You
cannot delete it unless you setanother column as the external grade.

3) Click on the button next to the column title and select Edit Column Information. Under the Options
at the bottom of the page, select do not Show this Column to Students. Notice that you cannot hide
it directly from the drop down menu options.
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Cick Column Information

Edit Column Information | <= |B

Column Statistics

Sort Ascending
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Hide Column
Options
Include this Column in Grade @ Yes & No
Center Calculations
Show this Column to Students i Yesl@g No
Show Statistics (average and i Yes @ Mo

median) for this column to
Students in My Grades
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Organizing Grade Columns

1) If by mistake you have selected Hide Column, you need to go under the Manage tab and click on
Column Organization:

Manage + Reporis

Gradifg Periods
Gradifg Schemas

Gradifg Color Codes

Categpries D - -
Smartfviews

3, 201 Available 12.44
Column QOrganization | 1

013 | Available 12.45
Row Visibility

Available 12.46

Send Email

12 Mvrmailakhla 17 AT

The Columns are organized in two categories. The first category Shown in All Grade Center Views
displays six default columns that cannot be removed. These columns are frozen, you cannot edit them.

& D Last Mame (Frozen) Institution
'{" D First Name (Frozen) Institution

'1" Everything above this bar iz a frozen column. Drag this bar to change which columns are frozen.

‘1" D Username Institution
4 O studentn Institution
'1" D Last Access Institution
& O avaiabiity Institution
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The other category, Not in a Grading Period displays all the grade columns, the default Total and
Weighted Total columns and the ones you have created (e.g. Case 1, Case 2, etc.).

2) Note that the Case 1 column is hidden. To unhide it, tick the checkbox and place the cursor over
Show/Hide.

3) Adrop down menu with options appears, select Show Selected Columns. Click Submit. Case 1 will
be displayed in the Full Grade Centre back again.

b 2

‘%’ D Caze 2 Mot in a Grading Period MNo Category

‘%’ D Caze 3 Mot in a Grading Period MNo Category

‘%’ D Weighted Total Mot in a Grading Period Calculated Grade
‘%’ D s it in a Grading Period Mo Category

Hide Selected Columns

‘%’ D ¥ Show Selected Columnsz 3 it in a Grading Period Assignment

Show Selepted Columns in All
Grade Cerger Views

Show/Hide Change Category to... Change Grading Period to...
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4) You can also change the columns display by dragging them up and down with the cursor. Click Submit.

‘%‘ D Case 1 Not in a Grading Period No Category None Juls, 2013 40
'%’ D Caze 2 Not in a Grading Period Mo Category MNone Jul s, 2013 15
'%’ D Caze 3 Not in a Grading Period No Category None Juls, 2013 15
'%’ D Wid-Term Not in a Grading Period Mo Category MNone Sep T, 20
4 2013
'%’ ID Final Exam Not in a Grading Period Aszsignment MNone Sep 24, 10
2013
'%’ Il:l Weighted Total Mot in a Grading Period Calculated Grade Mar 14, 23.3333.
2013 (may vai
by stude
'%’ ||:| Total Not in a Grading Period Calculated Grade Oct 22, 305 (mar
2013 vary by
student)
Show/Hide Change Category to... Change Grading Period to...

=

Technical Assistance

Centre for Mediated Teaching and Learning Manuel Dias
VanierHall, room 1022 Instructional Designer
(613) 562-5800 (6555) Desmarais Hall, room 5127

(613) 562-5800 (4765)
dias@telfer.uOttawa.ca
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		How to Manage Columns in the Full Grade Centre

Showing/Hiding Grade Columns

1) When you are ready to enter the grades in a specific grade column, you may want to hide it considering possible mistakes. In the Control Panel, under Grade Centre, select Full Grade Centre. 
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2) Click on the button next to a column (e.g. Case 1). A list of options appears. Select Show/Hide to Users to make the column unavailable to students. Proceed the same way for all the grade columns and when ready to make the grades available to students. 
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The logo indicates that the column is unavailable to students



* Do not select Hide Column! It will be removed from the Full Grade Centre otherwise. 

It is important for you to hide the Total column, which automatically calculates and displays the sum of all grade columns. This column is set as the external grade column (indicated by a green button). You cannot delete it unless you set another column as the external grade. 

3) Click on the button next to the column title and select Edit Column Information. Under the Options at the bottom of the page, select do not Show this Column to Students. Notice that you cannot hide it directly from the drop down menu options. 
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Organizing Grade Columns

1) If by mistake you have selected Hide Column, you need to go under the Manage tab and click on Column Organization:
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The Columns are organized in two categories. The first category Shown in All Grade Center Views displays six default columns that cannot be removed. These columns are frozen, you cannot edit them.
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The other category, Not in a Grading Period displays all the grade columns, the default Total and Weighted Total columns and the ones you have created (e.g. Case 1, Case 2, etc.). 

2) Note that the Case 1 column is hidden. To unhide it, tick the checkbox and place the cursor over Show/Hide. 

3) A drop down menu with options appears, select Show Selected Columns. Click Submit. Case 1 will be displayed in the Full Grade Centre back again.
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4) You can also change the columns display by dragging them up and down with the cursor. Click Submit. 
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1) Once you have saved the Excel file ina CSV format, you will be able to upload itin the Full
Grade Centre. Under the Work Offline tab, select Upload.
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