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Chapter 1 Getting Started

Introduction

GradeBook is an innovative and flexible student information solution from Decision
Academic Graphics Inc. (DAG). It is a user-friendly system that can be fitted exactly to
the different needs of universities and colleges worldwide. Accessed through the
Internet, it provides ease of entry from virtually every computer. Administrators,
instructors, and students have different forms of access to GradeBook; therefore, all
parties can participate in the evaluation process, while ensuring high security standards.

GradeBook makes everyone's life easier.

With GradeBook administrators can:
* Maintain up-to-date enrollment information.
* Track and monitor students’ performance.
* Receive grades electronically.

With GradeBook instructors can:

» Create secure and confidential student assessments.

» Control security by granting teaching assistants partial or full access to student
assessments.

» Easily generate reports on student and class standings.

* Receive and respond to communications from students concerning marks and
grades.

» Send grades to the administrative office electronically.

» Export data to other applications such as MS Excel®

With GradeBook students can:
* View grades.
« Communicate with their instructors.

How to use this manual

This manual is intended to familiarize users with the functionalities of GradeBook in a
straightforward and easy-to-use format. To accomplish this, the manual has been
organized as follows:

Chapter 1:  Getting Started presents the basics for effectively using the user’s
manual, and how to install GradeBook.
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Chapter 2:

Chapter 3:

Chapter 4:

Chapter 5:

Chapter 6:

Chapter 7:

Chapter 8:

Chapter 9:

Chapter 10:

Chapter 11:

Chapter 12:

Chapter 13:

Chapter 14:

Chapter 15:

Chapter 16:

GradeBook Environment serves as an overall introduction to
GradeBook’s set of tools, functions and general appearance.

GradeBook Spreadsheet describes in detail the spreadsheet tool; with
instructions on opening the tool, building and managing student
evaluations, partitioning the class into sections and blocks, and creating
Grade Notes. It also describes the process of exporting data from
GradeBook.

Formulas examines the process of creating and assigning formulas within
the GradeBook Spreadsheet.

Plugin Editor familiarizes the user with the creation and use of plugins
within GradeBook.

Template Editor introduces the user to narrative evaluation templates,
with instructions on both building and using templates within GradeBook.

Importing & Exporting presents several administrative tools useful for
importing and exporting grades, and submitting class grades to higher
levels of authority.

Teaching Assistants (TA) describes in detail the action of assigning
teaching assistants to a class.

Instructor Manager presents the various security options available to
instructors in sharing marking duties with other faculty and teaching
assistants.

Block Manager introduces the user to sectioning a class through blocks.

Student Manager describes the various options available for creating and
modifying student enrollment status.

Reports discusses the various reporting tools available to instructors
using GradeBook.

User Tools explores the tools for maintaining a user’s profile, adding new
test activities, and accessing information regarding past terms.

Student Access discusses the GradeBook access available to students.

High Level Access presents the GradeBook tools available to the various
levels of administrative staff.

Glossary defines some of the technical terms used by GradeBook for
quick reference.
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Typographical Conventions

Throughout this manual the following typographical conventions have been used.

Italic Text Words defined within the glossary are written in italics throughout
the manual.
> A list of commands is always preceded by an arrow.

‘Single Quotations’  Words or phrases written in single quotation marks within the
manual indicate that the same phrasing appears within the
GradeBook program.

Shaded text boxes highlight key points for effectively using
Note GradeBook functionalities.

Decision Academic Graphicsinc. 8



Chapter 2 GradeBook Environment

Introduction

GradeBook enables instructors to access vital information about their classes; to do this
several tools are included with the GradeBook software. Access to these tools may
require the user to hold the required privilege. The details of the tools presented below
will be expanded upon in the following chapters.

Login

Every GradeBook software user has a unique ID and password, which must be used to
log into the program. This ensures the confidentiality of staff and student information.

= GradeBook
|_—‘_|_'_~1 Clazses
|_:_| 4 ANTH 107 [FALL 2002)
----- || Gradebook
..... | T
----- | Reports

..... | Instractar Manager
..... || Student Manager
----- || Template Editar

----- || Plugin Editar

..... || Block Manager

..... | Mizc Tools

-] HIST 107 [FALL 2002)
=4 Tools

..... ] User Profile

..... |1 Colurn Types Editor
..... || Past Termns

D Logout

Figure 2-1: Primary menu, as seen by instructors
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Upon logging into GradeBook instructors see a primary menu similar to that shown in
Figure 2-1. The class tools are listed under the individual class folders, [ANTH 101
(FALL 2002)" or ‘HIST 101 (FALL 2002)’ in the case shown]. The user tools are listed
under the ‘Tools’ folder.

Class Tools

The class tools refer to those tools that are used to register one specific class’
evaluation. They are the key functionalities of the GradeBook software and are
accessed through the primary menu. These tools may not all be available to an
instructor, as several do require that the user hold a certain privilege.

These tools are:
» GradeBook Spreadsheet
* Teaching Assistants (TA)
* Reports
* Instructor Manager
e Student Manager
* Template Editor
e Plugin Editor
» Block Manager
* Miscellaneous Tools

User Tools

The user tools refer to those tools that can be applied to all the classes that an instructor
teaches.

These tools are:

« User Profile
e Column Types Editor
e PastTerms

Logout

Users may logout at any time using the ‘Logout’ link at the bottom of the primary menu.

After a pre-set period of inactivity (approximately 20 minutes), GradeBook will log you
out automatically.
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Chapter 3 GradeBook Spreadsheet
In brief...
Part of standard GradeBook package: Yes
Scope: Local
User(s): All instructors
Introduction

The GradeBook Spreadsheet is the most powerful tool in the GradeBook software
package. In general terms it helps instructors record student marks throughout the term,
in a simple spreadsheet environment. Marks for various test activities can be entered
numerically or with text using keyboard inputs or dropdown menus. It also facilitates
communication between instructor and students by means of the ‘Grade Notes’ feature.

Every action that an instructor may need to plan a class is available through the
GradeBook Spreadsheet.

The GradeBook Spreadsheet Window

> To open the GradeBook Spreadsheet

1) Log in to the GradeBook software program, if it's not already active.

2) From the primary menu, click on the ‘Classes’ folder, and click on the specific
class that you wish to work on.

3) Click on the ‘GradeBook’ folder.

4) The GradeBook Spreadsheet window will appear, similar to that shown in

Figure 3-1.
BB Wedvchsciion: 1o M isbery [FALL 20002 HI?IE —p Title bar
Eie G golion Eapon Qweiore Wires  Hew P Menu bar
a0 @ .= WIEIE-I- ——» Toolbar
= — =
110025 |Achorya, Sur=zh -

110005 Apo=tolid=s_“a==n

113013 Asfow, Tesfaye

110035 Beach, Ciane

113020 Ches=er, Sally

113013 Crmtelo, Pau

110043 Crabhbou, Vassar

113033 Crawy=ori, Henry

110005 Cemoze, Abo

113033 Ciehl, Rkt -
110023 Feather, vi=nna

1D Fisher Bdirhoam

Figure 3-1: GradeBook Spreadsheet Window
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Title Bar

Displays the full class name of the current application. If more than one window is open,
the active window has its title bar colored blue; inactive windows have gray title bars.

Menu Bar

Contains the available menus for the spreadsheet. These dropdown menus are briefly

described below:

File

m
o
=

Action

Export

‘Open’ — Opens another class spreadsheet, and closes the
current one.

‘New Window’ — Opens a blank class spreadsheet, but does not
close the current one.

Using the ‘New Window' command and then the ‘Open’
command an instructor can have multiple class
spreadsheets open at once.

‘Save and Refresh’ — Saves changes to the spreadsheet layout
and formula values.

‘Close’ — Closes the active window.
‘Refresh’ — Refreshes the view, without saving the changes.

This menu is only available when you are working within the
Formula view.

‘Delete’ — Deletes the current active formula, highlighted on the
formula panel.

‘Add Letter Conversion Column’ — Creates a new column that
references an existing column of type final numeric, and converts
it to the corresponding letter grade. This new column will be of
type final alpha, and is unigue to a class spreadsheet.

‘Iconify all columns’ — Minimizes the individual spreadsheet
columns and creates buttons to restore them, located along the
bottom of the window.

‘Links — Update Narrative Evaluation Formula Values’ -
Updates and saves narrative evaluation text.

‘To User Files’ — Enables column data to be exported to the user
in a text format. This command is expanded in further detail later

Decision Academic GraphicsInc. 12



Options

Views

Toolbar

in this chapter under the sub-section title ‘Exporting Spreadsheet
Data’.

‘Look and Feel’ — Changes the appearance of the spreadsheet.
Three options are available including ‘Metal’, ‘CDE/Motif’, and
‘Windows'.

‘Scroll Type’ — Changes the repainting scheme. Three options
are available including ‘Normal’, ‘Alternative 1’, and ‘Alternative 2’.

‘Row Height’ — A sliding scale that uniformly changes all row
heights.

‘Save Grades Immediately’ — By default this option is active, as
noted by the checkmark beside it within the menu; this
automatically saves grades as they are entered in the
spreadsheet. To deactivate this option, click on it in the menu and
the checkmark will disappear.

‘What-if Mode’ — Enables a fictitious scenario to be evaluated in
the spreadsheet. When active, grades entered in the spreadsheet
will not be sent to the database and upon exit changes will not be
saved. To activate this mode click on the ‘What-if Mode’ option, a
checkmark will appear beside it on the menu and a yellow text box
appears in the bottom left corner of the spreadsheet. To
deactivate this option, click on it again in the menu, both the
checkmark and text box will disappear.

‘Create New View’ — Helps simplify complex spreadsheets by
enabling different views to be created, edited and recalled. See
the sub-section entitled ‘Spreadsheet Views’ (later in this chapter)
for more detalils.

‘Documentation’ — Brings up this user manual.

‘About DAG GradeBook’ — Displays product information
regarding the GradeBook software.

The toolbar contains buttons that link to the most common spreadsheet commands.
These buttons are briefly described below:

Save and Refresh
E By default, every entry in the spreadsheet’s cells is saved automatically. If
you turn off the the ‘Save Grades Immediately’ function through the

‘Options’ menu, then you must use ‘Save and Refresh’ to save any changes to
the spreadsheet.

Decision Academic Graphicsinc. 13



Refresh

% After making changes through another GradeBook tool, update the
spreadsheet view by using ‘Refresh’. ‘Refresh’ does not save a new
column order that you have created.

— Add a New Column
[H| Adds a new test activity directly to the class spreadsheet. Further
information regarding this command can be found later in this chapter
under the sub-section title ‘Adding a New Column'.

Enroll a New Student
E Adds a row to the spreadsheet so that data for a new student can be
entered. This command does not formally enroll a student in a class. Further
information regarding this command can be found later in this chapter under the
sub-section title ‘Enrolling New Students’.

Grade Notes
@ Accesses the ‘Grade Notes’ feature for the selected grade, wherein the
instructor can communicate with students or record a private note.
Further information regarding this command can be found later in this chapter
under the sub-section title ‘Grade Notes'.

. Narrative Evaluations

:E Enables an instructor to view and edit the narrative evaluations for a
selected grade. Further information regarding this command can be found
later in this chapter under the sub-section title ‘Narrative Evaluations’.

Spreadsheet View
E This view is the standard GradeBook Spreadsheet view, allowing users to
view student information in a tabular format.

Formulas View
_j:- Brings up a list of the formulas associated with the active spreadsheet.

% 7= Create New Formula

{| Accessed only through the ‘Formulas View'. Enables instructors to
create simple and complex formulas, building upon five basic
types of formulas: ‘If', ‘Simple Weighting’, ‘Code’, ‘Numeric to Alpha’, or
‘Custom Letter Grade’. Further information regarding this command can
be found later in this chapter under the sub-section title ‘Formulas’.

System Colors

The GradeBook color definition is fully configurable by the installer, and thus may vary
by educational institution. While the following list of system colors may not be universal,
it does highlight some of the meanings behind the color-coded spreadsheet column and

Decision Academic Graphicsinc. 14



Student Number Default (gray) = active student status

Other (red) = inactive student status
Name Default (gray) = active enrollment status
Other (pink) = inactive enrollment status

Column Heading Default (pink) = pending
Other (gray) = public

Cell containing a grade Default (gray) = no message
Other (yellow) = unanswered Grade Note
Other (green) = answered Grade Note
Column / Cell Default (white)= no formula in use
Other (gray) = formula in use

Viewing Student Information

‘Student Number’ (SN) and ‘Name’ are the default columns prepared by GradeBook.
Additional information regarding student status and enrollment status can be accessed
through these columns. Right clicking on cells within these columns reveals a message
box as shown in Figure 3-2.

E%‘:Intruductiun to Anthropol ({ - |I:I|i|
File Edit Action Export Options Wiews Help
al® =78 B
=] A=

S MHame Esgay Essay Grade
1100245 Acharya, SUresh 75 B [la
110005 Apostolides, Wasso “:"' - =i
110015 |Asfaw, Tesfaye feiMessage [T
110035 _ | |
110020 |Chesser, Sally @ LastName Beach i
110019 Costello, Paul First Name: Diane i
110043 Diahbou, Yassar Student Mumhber: 110035 | [
110038 Dawsan, Henry Student Status: Active s=a
110006 Demoze, Ato o
110009 Diehl, Robert Enrollment Status: Active —T
110023 |Feather, Vienna [ [
110002 Fisher, Michael | |
110033 Furr, Tamaora : | |
110012 Emeiner, Rebecca | Java Applet Window i
110003 Gardon, Thomas [B0 [A- |
gl | o]
44 Students

Figure 3-2: Student information message box
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Student numbers or names that are highlighted in a color different from that of the rest of
the class, indicates that either the student status or enroliment status is not active; revisit
the previous sub-section for more details.

Adding a New Column

Within the GradeBook spreadsheet, student data and marks are managed in columns.

A new column would be added if an instructor wanted to:
Enter a new test activity
Partition the class into sections
Compute final grades...etc.

e
;.

& column properties

Adding new columns to the spreadsheet

1) Click on the ‘Add a new column’ [ i ] button, located on the toolbar.
2) A dialogue box will appear and prompt the instructor to enter ‘Column
Properties’, as shown in Figure 3-3.

[ hame [ wvawe |
Caption
Colurn Type GEREic
Total Marks
Walue Type Murnetic
Farrmuls
Status
Block
Icdentifier
ME Ternplate (none)
Drate Aszsigned
Drate Collected
Lo -lewel formula

Ik, Cancel

|Java Applet Window

Column Properties

Figure 3-3: Column Properties Dialogue Box

New columns must be defined by user inputs prior to creation through the ‘Column
Properties’ dialogue box. While a default column can be created without user inputs,
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functionalities can be specified to tailor the column to the instructor’s needs. These
functionalities can also be applied to a column after its initial definition.

The ‘Column Properties’ are discussed below:

Caption

Column Type

Total Marks

Value Type

Formula

Status

Block

Identifier

NE Template

Date Assigned

Date Collected

Low Level Formula

User inputted title that will appear at the top of the new column.

A dropdown menu that specifies the type of data that will be
entered in the new column. Options include: ‘Final Alpha’, ‘Final
Numeric’, ‘Generic’ (default), ‘Lab Section’, ‘Lecture Section’, and
‘Narrative Evaluation’...etc.

User inputted numerical value for a given test activity, where
applicable.

A dropdown menu that specifies how the data will appear in the
column. This could be either numeric (default) or a predefined
plugin [see Chapter 5: Plugin Editor for information on defining

plugins].

A dropdown menu that links a formula to the column. The menu
will only present predefined formulas (and thus, may be empty on
first use).

A dropdown menu that specifies whether the column status is
public or pending. If this is unspecified, the default setting is
pending.

A dropdown menu that assigns spreadsheet access to other
instructors to particular groups of columns. Typically used when
multiple instructors share teaching duties within the same class.

[An optional field] Alpha/Numeric identifier useful for referencing a
column within a code (e.g. when referencing a column in a
formula).

A dropdown menu that enables a narrative evaluation (NE)
template to be applied to a column. The menu will only present
previously assigned templates (and thus, may be empty on first
use). Must used in conjunction with the ‘Column Type’ parameter
set to ‘Narrative Evaluation’.

User inputted date, relevant only if column contains data regarding
a test activity.

See previous.
User inputted formula to manipulate column values. This field is

automatically filled-in when a formula has been applied to the
column by means of the column’s ‘Formula’ property.
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Column Operations

Locking / Unlocking

When a column is locked, the contents of any cell within the column cannot be changed.
A small lock icon located within the column heading indicates whether the contents of
that column are locked. With reference to the Figure 3-4, note that the locked column
has a dark icon while the unlocked column has a shaded icon. To change between
locked or unlocked status, simply click on the lock icon.

F BIE B
fe| Locked Linlocked

Figure 3-4: Locked and unlocked columns

By default, all columns with a ‘Value Type’ set to a plugin are locked. This helps to
prevent inadvertent changes being made to column data.

Entering Data

Data can be entered into a spreadsheet cell in one of three ways: keying-in, using a
dropdown menu, or by associating a formula to the entire column. By clicking on any
cell within the spreadsheet, it will change color to show that it is active. Once active, a
(unlocked) cell can have data inputted in it.

Keying-in Data can be keyed-in to any active cell in a column whose
property of ‘Value Type’ is set to ‘Numeric’; this data can be of
type numeric, alphabetic, or narrative. To initially enter data into a
cell, simply activate the cell and begin typing. To edit or delete
data, double-click within the cell and re-enter or delete the data as
desired.

Using a dropdown menu If a column’s ‘Value Type'is setto a
predefined plugin, an active cell will open a dropdown menu
containing fixed data choices. To enter or edit data, click on the
desired option from the dropdown menu. Once a cell contains
data it can only be returned to a blank cell if the dropdown menu
contains a blank option. Figure 3-5 shows a dropdown menu
being used to enter comments into the spreadsheet. See Chapter
5: 'Plugin Editor’ for more information on defining plugins.
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Eﬁfﬁglntruductiun to Anthropology (FALL 2002} - |I:I|i|
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Figure 3-5: Dropdown menus for use in entering

Associating a formula If a column has a predefined formula linked to it
through ‘Column Properties’, the formula will automatically fill the
column as specified. To override this formula and delete the
associated data you must enter ‘Column Properties’ and delete
both the ‘Formula’ and ‘Low-level Formula’. Further information
regarding formulas can be found later in this chapter under the
sub-section title ‘Formulas’.

Column Override

Columns that contain formulas can be manually overridden. If a value is manually
keyed-in to a cell containing a formula, the warning shown in Figure 3-6 will appear.

E\Eﬁ Grade Entry Warning

& This new value will aver-ride the farmula value.
Deleting this new value will return the formula value

[T Dant show this warning agair (o] Cancel |

IJava Applet tAindow

Figure 3-6: Warning Prompt for Column Override

An overridden cell will appear in a different color than the rest of the column. Deleting
the new value will return the cell back to the control of the formula.
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Limiting Column Override

If a formula references a plugin, that plugin can be used to restrict column override.
Within the ‘Column Properties’ of the given column, assign the plugin to the ‘Value
Type'. This ensures that only the plugin options can be inputted into the column’s cells.
To return a modified cell back to the control of the formula, the ‘Value Type’ must be

returned to ‘Numeric’.

Formatting Columns

The GradeBook Spreadsheet has numerous options to enable the user to format the
spreadsheet to their specifications. These options include changing row height, column

width, and column order.

Changing Row Height

1
scale [

Changing Column Width

To uniformly change row heights click on
‘Options’ (located on the menu bar), and select the ‘Row
Height command. Click-and-drag the tab along the sliding

]] to the height that you prefer.

To change a single column width, position
the cursor to either the left or right seam of the column
heading, a double-ended resize arrow ( +—+ ) will appear
when you're in the right spot. Drag the resize arrow left or
right to adjust the column width.

Column Order To reorder the columns within your spreadsheet, click-and-
drag the column heading to the desired new location.

Sorting Columns

The spreadsheet is sorted according to the ‘Name’ column by default, as noted by the
small triangle [ =l ] in the top left-hand corner of the column heading, see Figure 3-7.

Cptions Viewws  Help

& Introduction to History [FALL 2002)

File Edit Action Export

SN

=] (o]

Matne

110025

Acharya, Suresh

110005

Apostolides, Vasso

110013

Asfaw, Tesfaye

110035

Eeach, Diane

110020

Chesser, Sally

110019

Costelln Panl

Figure 3-7: Default sorting of 'Name'
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Double-clicking on a column heading will re-sort the spreadsheet according to that
column’s data. The newly sorted column will be identified by the &l icon in its heading.
Numerical data is sorted from lowest to highest numbers, and alphabetic data is sorted
from ‘A’ to ‘Z'.

Minimizing Columns

Minimizing columns can be helpful in simplifying complex spreadsheets by enabling
columns to be temporarily removed from the spreadsheet. The minimize icon is a small
square with a dash init [ [=] ], located at the top of a column’s heading, as shown in
Figure 3-8.

=] ][]
Eszay Grade

jm} v

Figure 3-8: Column heading with minimize icon

Clicking on this icon removes the column from the spreadsheet, and places it as a button
along the bottom of the spreadsheet. To restore the column, simply click on the button.

Spreadsheet Views

New views preserve a particular spreadsheet layout, including such things as column
widths, positions and minimized columns.

2>  Creating Spreadsheet Views

(1) Within an active spreadsheet, click on the ‘Views’ option located on the menu
bar.

(2) Select the link entitled ‘Create New View'.

(3) A window will appear, similar to that shown in Figure 3-9.

E‘% Create New Yiew [_ O]

Wiew Marme IUntitIed

Final Exam

| e ]

I.Ja\-'a Applet Window

Figure 3-9: Create New View Window
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(4) Key-in a ‘View Name’, and highlight those column that you wish to show
within the new view.

To select multiple options, hold down the keyboard’s CTRL key as you are

clicking on the desired options. This action will highlight all the selected
options.

(5) Upon clicking ‘OK’, the spreadsheet view will reorganize to show only the
selected columns; other columns are minimized at the bottom of the view.

» Modifying Current Spreadsheet View

(1) Within an active spreadsheet, click on the ‘Views’ option located on the menu
bar.

(2) The current view is marked with a small circle, as shown in Figure 3-10.

E'ﬂ'llldl}:llllﬂ 1o Ainlhiopulegy (FALL 02|
File Edi &tfon Espol  Oobiecs :
= = Lrpnls Plaw Viers
a 0@ = [ m EdE Currert Ve

Exit Wiaws
BTl e

& [uam_vigw

Saclion_wems

Figure 3-10: Modifying Current View

(3) Select the ‘Edit Current View’ link, and a window similar to that shown in
Figure 3-11 will appear.

E‘% E dit Current Yiew

Wiew Marme IE}{am_view

Sections
Aszsignment 1
Assignment 2
Quiz 1

Quiz 2

Final Exam

] | Delete |

I.Ja\-'a Applet Window

Figure 3-11: Edit Current View Window

(4) From this window, the current view can be edited or deleted.
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> Return to Original Spreadsheet View

(1) Within an active spreadsheet, click on the ‘Views’ option located on the menu
bar.

(2) To return to the original spreadsheet view, select ‘Exit Views’.

(3) If this option is not available, this means that you are currently in the original
spreadsheet view.

Releasing Grades

To make marks for a test activity available to students, the main instructor must change
the pending setting to public in the status of the test activity’s ‘Column Properties’ box.
Students who have logged in with their correct user name and password will not see
their grade if the setting is still at pending, as the grade has not yet been finalized.
Pending or public status is noted by the coloring of the column heading (pink or gray
respectively).

Sectioning a Class

Partitioning the class into sections can be useful when assigning teaching assistants
controlled access to the spreadsheet for marking purposes. Defining sections is as
simple as adding a new column. When defining the column properties, ‘Column Type’
must be set to ‘Lecture or Lab Section’ and the ‘Value Type’ set to a plugin for sections.

Once students are assigned into sections the ‘Instructor Manager’ tool can be used to
assign spreadsheet access rights.

Enrolling New Students

The optional enroll function embedded in the GradeBook spreadsheet is not intended for
official enrollment. By enrolling a new student through the spreadsheet, the
administration is not notified. Rather, it is intended to add flexibility to the spreadsheet
by enabling grades to be entered for students who don’t appear on the class list. These
‘enrollments’ are akin to making a note on the spreadsheet; so as not to lose information
regarding a submitted test activity that cannot be entered normally due to incomplete
registration or illegible test papers. To properly enroll a new student, see Chapter 11:
‘Student Manager'.

> Enrolling a new student

1) Click on the ‘Enroll a New Student’ [ »H ] button, located on the toolbar.
2) A dialogue box will appear and prompt the instructor to ‘Enroll Student’, as
shown in Figure 3-12.

Decision Academic GraphicsInc. 23



£ Enroll Student

Student Mumber I

Last Matne

First Matne

Ok Cancel

I.Ja\-'a Applet Window

Figure 3-12: Enroll Student dialogue box

The fields shown in Figure 3-12 are not mandatory, and as such can remain partially or
fully incomplete. If the ‘Student Number’ field is left empty, GradeBook will assign a
number preceded by the letter ‘Z’ (e.g. Z000001). If either of the ‘Name’ fields is left
empty, GradeBook will leave that information incomplete within the spreadsheet.

All enrollments made through this spreadsheet function will be marked in a different
color from that of the rest of the class.

Grade Notes

If a column contains a numeric or letter grade for a test activity, an instructor and student
may communicate via a ‘Grade Note'. Either the instructor or the student can initiate
these ‘Grade Note’ communications.

> Creating or viewing a ‘Grade Note’

1) Click on the grade that you wish to discuss, so that it is highlighted.

2) Click on the ‘Grade Notes’ @ ] icon, located in the toolbar.
3) The ‘Grade Notes’ interface will appear on the main screen, as shown in
Figure 3-13.
4) Write the text within the appropriate text boxes.
Note: Submits a note that can be read by both the instructor and the
student recipient.
Private Note: Saves a note that can only be read by the instructor.
5) Upon writing the desired note, click on the ‘Submit’ or ‘Save’ button below the
text box.

Unread ‘Grade Note’ messages from students about a particular grade are flagged
by a yellow highlight in the corresponding test activity's cell. Completed discussions
are flagged by a green highlight.
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Chapter 4 Formulas

Introduction

The GradeBook functionality enabling the creation and assignment of formulated grading
schemes to test activities within the spreadsheet is very powerful. As defined within
GradeBook, a formula can be one of five types: ‘Simple Weighting’, ‘Numeric to Alpha’,
‘Custom Letter Grade Conversion’, ‘Code’, or ‘If'.

» (Creating a new formula

(1) From an open spreadsheet, click on the ‘Show formulas view' button ['I-']
located on the toolbar. This will display a formula view similar to that shown
in Figure 4-1. Within the formulas view, any formulas that have already
been created in and assigned to this class are listed within the left frame.

E&fﬁ Introduction to Anthropology [FALL 2002)
File Edit Action Export Options Yiews Help

ad e &= @. EI_ .......

comment_f
Finaltark_f
LetterGrade

49 Students | Sections: [Sections C01:15 CO02:15C03:14]
Java spplet Window

Figure 4-1: Formula View
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(2) Click on the ‘Create a new formula’ button [l==2], located on the toolbar
(3) The ‘New formula’ window appears, as shown in Figure 4-2.

E"nf’,gﬂew Formula
I

Simple Weighting

Code

Mumeric To Alpha

Custom Letter Grade Conversion

0] Cancel

I.Ja\-'a Applet Window

Figure 4-2: New Formula Window

(4) Click on the appropriate formula type to highlight it, and then click on the
‘OK’ button at the bottom.

(5) The final definition of each of the five formula types is unique and will be
explored in the following sub-sections.

Simple Weighting

Enables weighting of either individual tests or test types, it also allows the lowest ‘n’

grades to be dropped. ‘Simple Weighting’ is the most used formula type within
GradeBook.

The following two examples demonstrate how different approaches can accomplish the
same final grading scheme. The first example manually averages individual test

activities, the second groups similar test types to automatically average the various test
activities.

> Weighting Individual Test Activities

(1) Three options are available within the ‘Simple Weighting’ formula, click on
the ‘Tests’ tab.

(2) Alist of all the available test activities appears, with default weights of 1.0
applied.

(3) Double-click on the ‘Weight’ cell that you wish to alter, and then type in the
desired new weight value. A weight of zero can be applied; this excludes
the test activity from the grade formulation.

GradeBook applies weight values in proportion to one-another. Weight

values do not need to add up to any particular number, nor do they relate to
test total marks.
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(4) The ‘Weighting Individual Test Activities’ formula definition is depicted in
Figure 4-3. The resulting grade will be out of 100 (‘Total Marks’); with two
assignments averaged to 10%, two quizzes averaged to 10%, a midterm
worth 30%, and a final exam worth 50%

Tests | TestTypes' General'

Lists all columns that have
both an assigned value for
‘Total Marks’ and a numeric
‘Value Type'.

‘Weight Tests’ must be
checked in order to modify
weight values in this menu.

» hlame YWeight Test Type
hidterm 30 Midterm
Assignmen...|a Assignment
Assignmen...|a Assignment
Iz 1 ] Uiz

Gz 2 ] Uiz

Final Exam |50 Final Exam

[ Weight Tests

Total Marks |1 an

Save | Cancel |

‘Weight Tests Types' is
unchecked by default. All
weights are assigned a
value of 1.

Tests TestTypes | General |

Mame

YWeight [Drop Lowest

Al

1 1]

[ Wieight Test Types

Save | Cancel |

Formulas are only
available to the class in
which they were created.
Unchecking this box will
only override this default
setting if the user has the
required privileges.

User inputted description,
helps to recall formula
intent.

Tests' TestTypes General |

Mame

|FinaIGrade_Indiu_Tests . |

[¥ Private to class

Description

Thiz formula computes a weighted
final grade by averaging indiwidual
test activities.

User inputted
name.

Save Cancel

Figure 4-3:Weighting Individual Test Activities
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Weighting Test Types

(1) Three options are available within the ‘Simple Weighting’ formula, click on
the ‘Tests Types’ tab.

(2) Alist of all the available test types appears, with default weights of 1.0
applied.

‘Test Types’ must be assigned to each of the test activities, by means of
‘Column Properties’, to ensure that the grade formula is properly applied.

(3) Double-click on the ‘Weight’ cell that you wish to alter, and then type in the
desired new weight value. A weight of zero can be applied; this excludes
that test type from the grade formulation.

GradeBook applies weight values in proportion to one-another. Weight
values do not need to add up to any particular number, nor do they relate to
test total marks.

(4) The ‘Weighting Test Types’ formula definition is depicted in Figure 4-4. As
in the previous example, the resulting grade will be out of 100 (‘Total
Marks’); with two assignments averaged to 10%, two quizzes averaged to
10%, a midterm worth 30%, and a final exam worth 50%.

The ‘Drop Lowest’ option is also available from this view, simply type in the
number of test activities to be dropped from the chosen test type.
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‘Weight Tests’ is unchecked,
to ensure all weights are
assigned a value of 1.

Tests Tegtﬁrpgg' Generall

MHame "Weight Test Type
Midterm 1 Midterim
Aszsighmen...|1 Assighment
Aszsighmen...|1 Assighment
iz 1 1 iz
Qiz 2 1 iz
Final Exam |1 Final Exam

—p | [ weight Tests Total Marks |1 na

Save | Cancel |

Tests TestTypes | General

Lists all ‘Test Types’ created
using the ‘Column Types
Editor’, see Chapter 13:
User Tools.

‘Weight Test Types’ must be
checked in order to modify
weights in this menu.

Formulas are only
available to the class in
which they were created.
Unchecking this box will
only override this default
setting if the user has the
required privileges.

User inputted description,
helps to recall formula
intent.

l> Mame Waight |Drop Lowest
Assignment 10 I}
Final Exam a0 1]
Lecture Section |0 1]
hidterm 30 1]
Gz 10 1]

—p| ¥ Wigight Test Types

Save | Cancel |

Tests' TestTypes General |

Mame |Fina|Grade_Test_T~_.rpes<

—»| [+ Frivate to class

Description

Thiz formula computes a weighted
final grade by averaging test types.

User inputted
name.

Save Cancel

Figure 4-4: Weighting Test Types
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Numeric to Alpha

This formula type converts a numeric valued column into one with an alpha value (e.g. a
letter grade, a descriptive comment...etc.). To define this formula, select a spreadsheet
column and associate with it a lower bound plugin. A lower bound plugin is described in
detail in Chapter 5: Plugin Editor; in brief it is a grouping of descriptive comments that
represent a given interval of numerical grades. The ‘Numeric to Alpha’ formula definition
is depicted in Figure 4-5.

Main | General'

Lists all spreadsheet i _I
columns. > I Icterm Lists all global plugins
|A55ignmentl3|:|mments ~| 4— that have lower
bounds.
Save Cancel

Main General |

Formulas are onl i
available to the cl);ss in Name [Mumeric_conversion < g;riremputted
which they were created. '
Unchecking this box will | ¥ Private to class
only override this default
setting if the user has the Description
required privileges. This formula conwerts a ramerical
User inputted description, grade into a descriptive comment.
helps to recall formula —>
intent.
Save Cancel

Figure 4-5: Numeric to Alpha Formula

Custom Letter Grade Conversion

This formula type converts a numeric grade to a letter grade in a manner specified by
the user. It uses source code to set the intervals between letter grades, bound by a
given lower value and an implicit upper bound from the next higher interval. In Figure 4-
6, the resulting formula assigns an ‘A+’ to all grades above a 95, and an ‘F’ to all grades
below a 95. A rough class!
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Main ] G-lnlrlll

varial=[95_ 0};
'vl-a:'l:l_'l:—|“:n_|hl, h?“'.!

toLetterGradeCustomiSa, 5h, genigetFinallumsric] )

l | ]

Same I Cancel

Figure 4-6: Custom Letter Grade Conversion

Code

A formula created via the JavaScript source code. See Appendix A for further details.

If

Returns one value if a condition you specify evaluates ‘True’ and another value if it
evaluates as ‘False’. It can compare either two formula results or one formula result and
a fixed value. Six mathematical operators are available for defining the ‘Logic test’: less
than [<], less than or equal to [<=], greater than or equal to [>=], greater than [>],
inequality [<>], equal to [=].

An example of an ‘If formula definition is depicted in Figure 4-7. This formula compares
two grading schemes and selects the highest resulting grade. The two formulas being
compared were developed as weighted formulas types; one including the midterm mark
within the final grade calculation and the other omitting the midterm mark.
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Formula result Formula result OR fixed value

insIGrace_rcl_Muterm - =] A3race_omil_Muerm [

reaCerace_pimil_Micerm

g Mathematical operators

_sm | cancel |

&

nis Formils COEPRERS THO guading Schimed Cof SerecEibing & Cinel geade [including &ad
smitlLing the sidiecs mack), and aelects the hebiec zesull,

_om | cancel |

Figure 4-7: ‘If * Formula Type

Using formulas in GradeBook

(1) A formula must be assigned to the particular class before it will appear as an
option within the GradeBook Spreadsheet. This would include any global
formulas, or any formula created within the class.

(2) Select the ‘Add a New Column’ icon from the toolbar.

(3) Define the column properties as shown in Figure 4-8. Note that the ‘Caption’
[Final Grade], the ‘Formula’ [FinalMark_f], and the ‘Low-level formula’
[ewf(14)] in Figure 4-8 are specific to this example.
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§§ column properties
Mame “alue

Caption Final Grade

Column Type Generic

Total Marks

Walue Type MluUmeric

Formula Finalhark_f

Status

Block

Identifier

ME Template (none)

Diate Assigned

Date Collected

Lowe-level formula el 4

0] Cancel

IJava Applet twindow

Figure 4-8: Column Properties for Formulas

(4) After defining all the column properties, click ‘OK’ and the formula will be
automatically applied to all cells within the column.
(5) Once a formula has been applied, that column will be shaded gray.

Functions are limited to the availability of column data. If a function calls
upon an empty cell, it will interpret it as either a zero value or simply omit it
from the calculation, as directed by the educational institution.

Formula calculations are not automatically saved within GradeBook;
formula values within the spreadsheet must be manually saved using the

[E

‘Save and Refresh’ button | ], located on the toolbar.
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Chapter 5 Plugin Editor
In brief...
Part of standard GradeBook package: No
Scope: Local or Global
User(s): Main instructor
Introduction

Plugins contain groupings of text or phrases for use in dropdown menus throughout
GradeBook. They are especially useful when entering repetitive data in the GradeBook
Spreadsheet.

The local ‘Plugin Editor’ is found within a specific class folder; local plugins can only be
accessed from within the class they were created. The global ‘Plugin Editor’ is found
within the ‘Tools’ folder; all instructors in all classes can access global plugins. The user
requires an extra privilege to create global plugins.

Upon selecting ‘Plugin Editor’ for the primary menu the interface shown in Figure 5-1
appears, enabling instructors to create, modify or delete plugins.

Plugin Editor

‘Sedect Fugin Dedete Plagin

|I:re-ate e = Load Plugin | | Azzignment Comments =) Dizlebe Plusgin I

Figure 5-1: Plugin Editor interface

Creating a New Plugin
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Having useful plugins is very important, and often requires creating them yourself. This
section will illustrate the process of creating a new plugin by developing a simple plugin.

L~

Creating a New Plugin

(1) Highlight ‘Create New’ from the ‘Select Plugin’ dropdown menu, and click on

the ‘Load Plugin’ button.

(2) An empty ‘Plugin Editor’ interface will appear, as shown in Figure 5-2.

Description: The text that appears in
the student’s evaluation.

Lower Bound: Optional feature, lowest
numerical bound for a given entry.

Shortname: The text that appears in
the dropdown menu.

Hide: Deactivates the ‘Lower Bound’ feature.
Show: Activates the ‘Lower Bound’ feature.

——p Order S U] Dhez:Eripdon

Coaing Lowiar bioiimd
Adl P il hide |

Plugin name  |Hew Plugin Sawg Plugin |

Order: An integer value
indicating the order of the

entries within the dropdown
menu. When using the
‘Lower Bound’ feature, rank
the poorest value/description

as ordinal 1.

3)
(4)
()

(6)
(7)

Delete: Deletes a plugin entry upon
clicking ‘Save Plugin’.

Add new Field: Adds a new plugin entry.

Figure 5-2: Plugin Editor page with descriptors

Click on the ‘Add new field’ button, adding one entry for every option you

intend to have in your plugin.

Enter data in the mandatory fields e.g. ‘Order’, ‘Shortname’, and ‘Description’.
If you would like to associate number bounds on your descriptions, key-in
their lower bounds. If your plugin does not heed numerical value equivalents,

click on the ‘Hide’ button.

Enter a name for your plugin and click on the ‘Save Plugin’ button.
Upon saving, the plugin it is ready for use in the GradeBook Spreadsheet and

‘Narrative Evaluation’ tools.
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Lower Bounds

Assigning a lower bound to a plugin is not mandatory. As noted in Chapter 4:
Formulas, lower bound plugins can be used in ‘Numeric to Alpha’ formula types.

Lower bounds are implicitly upper bound by the next highest ordinal; it is thus important
to properly order the entries, with the poorest value/description ranked as ordinal 1.
Figure 5-3 shows an example of plugin created using the ‘Lower Bound’ feature. In this
example the comment ‘poor’ is assigned to grades between 0 and 60 (not including 60);
the comment ‘fair’ is assigned to grades between 60 and 70 (not including 70).

Plugin Editor

Orcter Shoriname Descriplion Dlebe e
|I | |p-cnt Ieloat essigrovends were caeless ||_ [I—l
[.2 | |I'-a.|:r . .&.II':.nl.lgh ooz nally fhe us'.g:':u:: IF' 60 |
|3 ”;n:-d | Slan sssymments were salisfictory . IF 70 |
|4 | |".1rr_l.r good | [ncet essigrurends showed curefil the |F :?E:I |
|j | |::-:l:~rlkn1 | | |Every sssigament wes well written | E al |
ls | [rupenar | [Poblsashle maters] r] o5 |

addrewseld | nigs|

Flugn namsg _.ﬂl.n';n.rn.lrni Cgavume pis | Sava Plugin |

Figure 5-3: Example Plugin Editor page

Lower bound values are fixed numbers (not percentages) and must be specific to test
total marks.

> Using a Plugin in the GradeBook Spreadsheet

(1) Open the GradeBook Spreadsheet. Note, local plugins that you've created
within the given class, along with global ones will be available in the
database.

(2) Select the ‘Add a New Column’ [ i ] icon from the toolbar.
(3) Define the column properties as shown in Figure 5-4.
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ga column properties x|

MHlarme Walue
Caption Comments
Column Type GRRefic
Total Marks
Walue Type Assignment Comments
Formula
Status
Block
Identifier
ME Template (none)
Date Assighed
Date Collected
Low-level formula

0]4 Cancel

IJava A pplet wWindow

Figure 5-4: Column Properties for a column with a plugin

Note that both the ‘Caption’ [Comments] and the ‘Value Type’ [Assignment
Comments] in Figure 5-4 are specific to this example. Your newly created
plugin will appear in the list of options for ‘Value Type'.

(4) Highlight a cell within the newly created column, and double-click to see the
plugin’s dropdown menu. If the menu does not appear, make sure that the
column is unlocked, and then try again.

Modifying an Existing Plugin

Select the plugin for modification from the ‘Select Plugin’ menu on the ‘Plugin Editor’
interface, and click on ‘Load Plugin’ to open the editing page. Modify any of the
parameters, add or delete fields, as permitted. Ensure that all fields have been assigned
a unique order and that all areas contain text.

If a plugin is in use within the GradeBook (either within the spreadsheet or template
functions), then madifications are limited to adding entries. No deletions are permitted to
a plugin already in use. Entries can be added or deleted to plugins that are not currently
in use within GradeBook. Existing plugins can be renamed; GradeBook interprets this
as a new plugin entity (not yet in use), in addition to the original.

Deleting a Plugin

From the ‘Plugin Editor’ interface, selected plugins can easily be deleted. Select the
plugin for deletion and then click on the ‘Delete Plugin’ button.

Deletions are only permitted for plugins not currently in use within GradeBook. Users
must possess global access to delete a global plugin.
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Chapter 6 Template Editor
In brief...
Part of standard GradeBook package: No
Scope: Local or global
User(s): Main instructors
Introduction

The ‘Template Editor’ tool allows main instructors to create and modify templates for
narrative evaluations. These templates enable uniform narrative evaluations to be
inserted within the GradeBook Spreadsheet.

The local ‘Template Editor’ is found within a specific class folder; local templates can
only be accessed from within the class they were created. The global ‘Template Editor
is found within the ‘Tools’ folder; all instructors in all classes can access global
templates. The user requires an extra privilege to create global templates.

The main interface for the template functionality is shown in Figure 6-1. As thisis a
class tool, it is specific for a particular class [ANTH 101 — FALL 2002 as shown].

ANTH 101 - FALL 2002

Load Existing Template Create Mew Template

|E| | Higw E| Losmed Tiem plade |

Delete Selecied Templaie
[ =] |

Figure 6-1: Template interface

Elements of Narrative Evaluation Templates

An efficient template is a combination of constant text, free text, and plugins; these
elements are defined as follows.
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Constant Text Phrases and sentences in your template that never
change.

Free Text Free form personalized text that you add to each
evaluation. In your template, you create entries for free
text with free text windows.

Plugins A group of grades, descriptive words, and/or phrases that
appear in a dropdown menu throughout your template. If a
suitable plugin is not available in the database, you may
have to create your own, see Chapter 5: ‘Plugin Editor’ for
more details.

Figure 6-2 illustrates how these different text elements make up a narrative evaluation.

Possessive
Full name Grade adjective Descriptive
plugin plugin plugin plugin

T U ! )

Faye Sutton earned a B+ on the midterm. Her performance shows steady improvement.

\ ) 1 \ ~— - ~ /

Constant Text Constant Text

Constant Text

v

Free Text

Figure 6-2: Elements of a narrative evaluation

Loading an Existing Template

The ‘Load Existing Template’ dropdown menu displays only those templates assigned to
your class, and thus may be empty upon first use. A template is automatically assigned
to a class once the instructor has accessed and saved it through the ‘Create New
Template’ function

By assigning a template to your class from the ‘Create New Template’ menu, you are
creating another version of that template. To differentiate between these versions,
always rename the template prior to saving. Re-naming and saving copies keeps
the original templates intact, this ensures that no information is lost due to
modifications by other main instructors.

Creating a New Template

The ‘Create New Template’ dropdown menu is accessed through the template interface
and lists all the templates that are held within the GradeBook database. These
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templates include a blank template, several standard GradeBook templates, and those
templates created or modified by other main instructors.

This section will illustrate the ‘Create a New Template’ function by developing a simple
narrative evaluation template.

» Building a Template

(1) Plan the layout of your template

* For the purpose of our example, we will draft a template for a narrative
midterm evaluation:

‘Student’ earned a ‘letter grade’ on the midterm.
His/Her performance shows ‘level of improvement or
understanding’

(2) From the ‘Create a New Template’ dropdown menu, select ‘New’ and click on
‘Load Template.
(3) This brings up a blank template page, as shown in Figure 6-3.

Template Text Area

Action Buttons (used to
move and edit text)

Specify Fragment Area |I Upaiste selncied type |
Add a mew type ["".‘U  Fype 3 Template name |Hew Templsse [ | _I

Tent - \—> Save
Gmce
Flugin Template Name
“reeT et
FulMame
Firzihl e
;:f;.r.'-;:l:r-dll?zi' = Add a Type dropdown menu. Build
:r,_-n:l.:[,;.ﬂ.gr —»| your template by selecting different
SnsessadiUipper = types of text from this menu

Figure 6-3: Blank template editing page with descriptors
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(4) Change the template name from ‘New Template’ to ‘ANTH101 — Midterm
Results’.

(5) Build the template text by employing the ‘Add a type’ dropdown menu to
insert text elements. These elements include text, plugins, student names,
pronouns, possessive and objective adjectives.

(6) In GradeBook's generalized terms our draft evaluation becomes:

full name last name [Text] [Short Free Text] letter
grades [Text] PossessAdjUpper [Text] plugin

(7) Clicking on any of the text elements will highlight them in yellow, notice when
you highlight some elements you are prompted for more information in the
gray area known as the ‘Specify Fragment Area’. Add text or use the
dropdown menus as needed to specify all text elements, updating after each
entry.

When you enter text or select menu options from the ‘Specify Fragment Area’
always click the ‘Update selected type’ button on the right to save your
entry; this update will appear in the ‘Template Text’ area.

(8) After specifying and updating all the text elements the template page should
appear like that of Figure 6-4.
(9) Upon saving, the template it is ready for use in the GradeBook Spreadsheet.

et measie feist pheimse e |[SrorFresTed) letter grades o the midterin HizHer perfommance dows
general pheg-ins

\—b Template Text

Fiboma L pdite kot hpa
3 |
e . -
I I L wierien et o g |
Add a new type [£det o e =] Template narmpe =-TH 10 ke R Eevn | =

Figure 6-4: Template editing page

> Making Additions to a Template

2) To make an addition to a template, load it from either the ‘Create New
Template’ or ‘Load Existing Template’ menus.
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3) Click the ‘Add a Type’ dropdown menu and highlight the type of text that you
want to add. The new fragment will appear within the ‘Template Text’
window.

4) Use the ‘Move Left’ and ‘Move Right’ action buttons to move the fragment to
the correct position in the template, if necessary.

5) Add text or use the dropdown menus as needed to specify the newly added
fragment.

6) Update the selected text and save the template.

Using a Template in GradeBook Spreadsheet

(6) A template must be assigned to the particular class before it will appear as
an option within the GradeBook Spreadsheet. To review how to assign a
template, please refer back to the sub-section entitled ‘Loading an Existing
Template’.

(7) Open the GradeBook Spreadsheet for the same class you just assigned a
template to.

(8) Select the ‘Add a New Column’ [ i ] icon from the toolbar.

(9) Define the column properties as shown in Figure 6-5. Note that both the
‘Caption’ [ANTH101 Midterm Results] and the ‘NE Template’ [ANTH101 —
Midterm Results] in Figure 6-5 are specific to this example.

gg column properties EI

Mame Yalue

Caption ARTH101 Midterm Results
Column Type Marrative Evaluation

Total Marks
Walue Type Mumeric
Formula
Status
Block
ldentifier
ME Template ANTHT01-Midterm Results
Diate Assioned
Date Collected
Lowe-level formula

(0]14 Cancel

IJava Applet \Window

Figure 6-5: Column properties for a narrative evaluation

(10) Highlight the appropriate cell within the newly created column.

(il

(11) Click on the ‘Narrative Evaluation’ [ ] icon, located in the toolbar.
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(12) The ‘Narrative Evaluation’ interface will appear on the main screen, as

shown in Figure 6-6.

T adeticub Bucrasoll sleriel Bnplorer provaded by Dectson Acadenn Graphics =10l =|
Dl ©d Yew Fgobm oo Hep | w0 |
i~ B I " S N L L I R |
Agirea [ ] hig:for actelaind e atalt e een 1Mere i =| @a
Lirks @ | GrmdeEnad Login

i CracBizoe
4§ Clsarey Harraive Brabaibon ANTHOE Midvers Bemnelip foe Pad Cogmells (110019
= 4 ANTH W [FALL 2002)
| iadabeok Frie | Mg | [Cemisit Paud =] Gal
| TA
— Nopot Faul Costelo ear nt-1| |-ﬁ-r ﬂ ot the midternn. His pedoemance showed
| Widnacind B
A — (nol speohed) |
f Tamglala
| Pl | e
| Wt Towold
= HE T 10 FALL 200 an-| :!ﬂ-.'l_l Preraims | Cushmines
J Texks
3 Logeut
| Appkt saed B Fisrat

Figure 6-6: Narrative Evaluation interface

(13) Type in text or use the dropdown menus as needed to complete the

evaluation.
(14) Save the evaluation, and then preview it to see how students will view it.

Previewing a narrative evaluation before it has been saved will not display
the new inputs you have made. Save first, preview second.

(15) Upon saving you may either continue writing evaluations or return to the
GradeBook Spreadsheet window.

‘Narrative Evaluations’ do not appear in the spreadsheet cell; they are

E ].

viewed and edited only through the ‘Narrative Evaluation’ tool [

Elements of the Narrative Evaluation Interface

Pres | Mext ||Achar}f& Suresh jEl

Enables instructors to easily move between student’s narrative
evaluations. The ‘Previous’ and ‘Next’ buttons sequentially move through

the class list, while the dropdown menu and ‘Go’ button allows you to
jump to any entry.
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SEvE
Allows you to save a completed evaluation.

Fresiew
Allows you to view the evaluation as the student will view it. Must save

the evaluation prior to using the ‘Preview’ action.

| b

Customize _ _ - _ )
Gives instructors full editing control over the narrative evaluation,

foregoing the fixed parameters of the template in favor of pure text.

If you ‘customize’ a student’s evaluation and then return it into the ‘Template’
window, you keep none of the text changes made in the ‘Customize’ window.

Deleting a Template

From the template interface, selected templates can easily be unassigned to a class.
Select the template for deletion and then click on the ‘Delete’ button.
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Chapter 7 Importing & Exporting
In brief...
Part of standard GradeBook package: Yes
Scope: Local
User(s): All instructors
Introduction

The import and export tools add to the versatility of the GradeBook software package;
facilitating the transfer of data between GradeBook and other data managing programs,
and simplifying the grades submission process.

Exporting Data

Two methods exist for exporting spreadsheet data, from within the spreadsheet and
through the ‘Misc Tools’. Exporting data directly from the spreadsheet requires more
steps, but ensures greater control over exported data. Exporting data using the ‘Misc
Tools’ function can be used when this added control is not needed.

»  Exporting from Spreadsheet

(1) Select the ‘Export’ command from the spreadsheet menu bar, and follow the
‘To User Files’ link.

(2) A window entitled ‘Export Options’ will open prompting the instructor to select
which data is to be exported; this window is shown in Figure 7-1. The
displayed options correspond to the columns that have been created within
the spreadsheet.
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[3 Export Dptions
Midterm
Sections
Assignment 1
Assignment 2
Quiz 1

Lz 2

Final Exam

Select All | Select Finals Qnly |

0] | Cancel |

IJava Applet "Window

Figure 7-1: Export Options

(3) Select the data you wish to export by clicking on the option, or by using the
‘Select All' or ‘Select Finals Only’ buttons.

To select multiple options, hold down the keyboard’s CTRL key as you are
clicking on the desired options. This action will highlight all the selected
options.

(4) Upon selecting ‘OK’, another window appears entitled ‘Question’, as shown in
Figure 7-2.

E%%Questinn EI

@ LIpdate formula values in database?

1] | Cancell

|Java Applet Window

Figure 7-2: Question prompt

Formula calculations are not automatically saved within GradeBook;
formula values within the spreadsheet must be manually saved. Updating the

formula values in the database prior to exporting the data will also save these
values.
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(5) A final window appears, as shown in Figure 7-3, verifying the data that you
wish to export.

Grades Download

Figure 7-3: Grades Download Confirmation

(6) GradeBook will then proceed to download the file with an ‘.asp’ file extension.
Ensure that the ‘Save as type’ option is set to ‘All Files’ and key-in the file
name with an ‘.csv’ file extension, as shown in Figure 7-4.

Save As [ 2] |
Save in: I ﬁ Dezktop j ﬁl
ky Cormpuiter
.,-':.'_EI_ Metwork, Neighborhood
S Metscape Communicator

File name:

Save as ype:

% Scantizard 5
25 My Brisfcase

Igrau:lel:u:u:uk.u:sv Save I
&l Files =] Cancel |

ocument

Figure 7-4: Windows 'Save As' Prompt

Exporting using ‘Misc Tool’

(1) From the primary menu select the folder marked ‘Misc Tools’ and then click
on the file entitled ‘Export Grades’.
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(2) A prompt will then appear, similar to that previously shown in Figure 7-3,
verifying which spreadsheet data is to be downloaded.

(3) By default all spreadsheet columns are selected for download except for
student names, to unselect any column, click on the checkmark beside the
column title.

(4) GradeBook will then proceed to download the file with an ‘.asp’ file extension.
Ensure that the ‘Save as Type’ option is set to ‘All Files’, and key-in the file
name with an ‘.csv’ file extension, as was shown in Figure 7-4.

Notes on Exported Data

When GradeBook exports column data it assigns an internal column identification
code to the column heading. Figure 7-5 shows how GradeBook data appears in
Excel®. These IDs will ensure that upon import back into GradeBook, the data will
be placed back into the original columns. Removing these IDs will result in duplicate
columns being written. Changing the IDs to ‘(x)’ will tell GradeBook no the import that
column’s data.

By default the internal ID for
columns with student names is
(x), ensuring that GradeBook
does not import these columns.

The internal IDs for all other
exported columns are of the
form (C#).

A
— —

A, ] ¥ D E F ] H

—

Student Mumbsar  Last Marme (=) First Mame (&) Guiz 1 [C0) Guiz 2 (1) Assign 1 (06) Aszign 2 (C7) Final Exam (T2

2 11005 Acharya Suresh 17 A 4 5 g4
3 110005 Apostolides  “Wasso 15 17 45 3 7B
4 Mooz Ausfaw Tesfaya 16 14 5 d a1
5 1 100ES Eeach Ldrie LK 15 i 4.5 I35
7 110020 Chasser Sally 16 16 3 4 il
T finmiin ™ bl Mimaal 13 1 e [ T

Figure 7-5: Column Internal ID

‘.csv’ files are text based and can be opened in any spreadsheet application
(e.g. MS Excel®, Quattro® Pro...etc). Excel is typically recognized as the default
program to open ‘.csV’ files, to open simply double-click on the file name. Other
spreadsheet applications may require that the file be opened from within the
application.
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Columns containing formula values will appear empty if they have not been
explicitly saved within the spreadsheet.

Importing Grades

This function enables an instructor to import grades from another spreadsheet
application into the GradeBook Spreadsheet.

> Importing Spreadsheet Data

(1) From the primary menu select the folder marked ‘Misc Tools’ and then click
on the file entitled ‘Import Grades'.

(2) A prompt will then appear asking for the location of the file to be uploaded, as
shown in Figure 7-6.

Column Upload

Figure 7-6: Column Upload prompt

(3) Use the ‘Browse’ button to find the file on your computer.

(4) The most common (and default) file type for upload is CSV (Comma
delimited), but GBK, CAPA, and WebCT are also available.

(5) Click on the ‘Submit’ button to begin uploading the selected file to your
computer.

(6) A message will appear upon successful completion of the upload.

Uploading will not overwrite existing spreadsheet columns. Should an uploaded
column and existing column share the same name, GradeBook will create the new
column in addition to the existing one.

‘.csV’ files can be created in such programs as MS Excel®. When creating your
spreadsheet in Excel,

« Ensure that the first row contains the column titles, and subsequent rows
contain student data (e.g. grades, descriptions...etc.)

» Having the first column contain student numbers will ensure that GradeBook
knows how to properly assign the data. Without this student number column
GradeBook will import the data as it is ordered in the imported file, regardless
of whether the imported and existing spreadsheets follow the same order.

» Within Excel, use the ‘Save As’ function and set the file type to ‘CSV".

« The file is now ready to be imported into the GradeBook Spreadsheet.
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Submitting a Class to a Higher Level

In brief...

Part of standard GradeBook package: No

Scope: Local

User(s): Main instructor

This function is used to export grades to a higher level of authority. In submitting a
class, an instructor is transferring ownership of the class to another level.

Once a class has been submitted, the instructor has read only access to the class
spreadsheet. To make changes to a class spreadsheet after it has been submitted,
the ownership must be returned to the instructor.

The class submission tool serves as a checkpoint to validate to submitted spreadsheet.
This validation will be unique to every educational institution, but it could check to see
whether the following elements are present:
* acceptable grade formats (e.g. letter grades, numerical grades, narrative
evaluations...etc.)
* unigue column for final grades
» final grades for all students

Figure 7-7 shows the submit class interface. Note that only one option for submitting is
shown in this example, there can be multiple options depending upon the educational
institution (e.g. department, registrar, faculty...etc.)

Miscellaneous Cla

Subrni Ciags To Degament OMcos

Figure 7-7: Submit a class interface
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Chapter 8 Teaching Assistants (TA)
In brief...
Part of standard GradeBook package: Yes
Scope: Local
User(s): Main instructor or activity
main
Introduction

Teaching Assistants (TA) are defined as secondary instructors, lab assistants, or any
aides/assistants who are denied complete access to class information. TAs can read
and record only those student grades that have been assigned to them by the main
instructor; all other access and editing rights belong to the main instructor.

Adding a New TA

> Adding a new TA
1) Log in to the GradeBook software program, if it's not already active.
2) From the primary menu, click on the ‘Classes’ folder, then click on the
specific class that you wish to assign a TA to.
3) Click on the ‘TA’ folder, and select the ‘Add new TA'’ file.
4) The ‘Adding a new TA’ interface will appear on the main screen, as shown in
Figure 8-1.
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Figure 8-1: Adding a New TA Interface

5) Enter new TA data within this interface.
If the TA profile already exists within the database, you can import the

data through the ‘Search TA' [ —551 | ptton.

search TA:

Shew |10 7| matches

A new dialogue box will appear, as shown in Figure 8-2.

search |

[

Figure 8-2: Search TA Dialogue Box

A specific TA’s last name can be inputted at the prompt, or left blank
to search all TA records.

Click on any name within the list of TAs to see their associated profile.

Teaching assistants only have limited access to the GradeBook Spreadsheet

tool. That access is entirely controlled by the primary instructor through the
‘Instructor Manager’, as discussed in Chapter 9.

Main instructors cannot remove an assigned TA from their class. However, they
can remove all TA Read and Write access to student records within a class, such that
the TA can neither view nor edit spreadsheet data.
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Chapter 9 Instructor Manager
In brief...
Part of standard GradeBook package: Yes
Scope: Local or global
User(s): main instructor or
administration

Introduction

This tool enables the main instructor to share access to the GradeBook Spreadsheet
with other faculty or teaching assistants. This access can be either read only access (R)
or read and write access (RW), as specified by the main instructor. Access can be
granted in one of four ways: ‘Section Assignment’, ‘Range Assignment’, ‘Student
Assignment’, or ‘Test Assignment’.

Within the ‘Instructor Manager’ tool, a dropdown menu listing instructors is repeatedly
used. This menu references the list of TAs added using the ‘TA’ tool (discussed in
Chapter 8: ‘Teaching Assistants (TA)"). If only the main instructor's name appears in this
menu, this implies that no TAs have been added yet.

Section Assignment

The Section Assignment tool enables instructors to assign spreadsheet access to
teaching assistants in terms of sections predefined in the GradeBook Spreadsheet.
These sections are initially created within the GradeBook Spreadsheet, see the sub-
section entitled ‘Sectioning a Class’ in Chapter 3: ‘GradeBook Spreadsheet’, for details
on sectioning. To bring up the ‘Section Assignment’ interface, click on the tab at the top
of the ‘Instructor Manager’ tool, the interface is as shown in Figure 9-1.
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Instructor Manager

Fange Assignment Student Assignment Test Assignment

Section Assignment

Sections Assigned
Instructors Available sections to Selected Instructor

Sections|C01 Sections|C0O3 [RYY]

Sections|C02 transfer[Rin] |SEEtiDnSIC'32[R"J"'J] Rermove Selected |

| Buffett Zac | |5ections|co3

Sections|C04 transfer[R] | Save |

Sections|C05

Figure 9-1: Section Assignment Interface
> Assigning sections to a teaching assistant

(1) Select the desired instructor from the dropdown menu.

(2) Highlight the desired section.

(3) Grant read only or read and write access by clicking on the appropriate
‘Transfer’ button.

(4) Multiple sections can be added in turn.

(5) Save the section assignment when finished with the selected instructor.

Range Assignment

The ‘Range Assignment’ tool enables instructors to assign spreadsheet access by
sectioning classes by alphabetical order of student names. To bring up the ‘Range
Assignment’ interface, click on the tab at the top of the ‘Instructor Manager’ tool, the
interface is as shown in Figure 9-2.

Instructor Manager

Sechon As=Ignment SFudent Azsignmmand TestAszignment

Range Assignment

List of Instructors: [Webber,Andrea |

Lo (B Upper bound Arcess hpn

Bl | e

sam|
- ]

Figure 9-2: Range Assignment Interface
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= Assigning a range of students to a teaching assistant

(1) Select the desired instructor from the dropdown menu.
(2) Key-in the upper and lower bounds by entering the desired students’ last

names.
These bounds can also be filled by retrieving names from the class list, as

follows:
* Click on the button to the right of the empty text box, this will open a
new dialogue box as shown in Figure 9-3.
» Click on the ‘Search’ button to display the entire class list.
» Selecting a student from the list will automatically register them as a
limit to the range assignment

‘3 search Utility - Microsoft Inters -|0] x|

Y

Search Student:
| Search

Showr |10 7| matches

Figure 9-3: Search Student Dialogue Box

(3) Once both upper and lower bounds have been filled, define the ‘Access Type’
as either read only or read and write access.

If an upper bound is not specified, by default GradeBook will select all the
students that satisfy the lower bound.

The range assignment is half open, meaning that the lower bound is
included in the range while the upper bound is excluded from the range.

(4) Save the range assignment when finished with the selected instructor.

Student Assignment

The *Student Assignment’ tool enables instructors to assign spreadsheet access by
manually sectioning classes by specific student names. To bring up the ‘Student
Assignment’ interface, click on the tab at the top of the ‘Instructor Manager’ tool, the
interface is as shown in Figure 9-4.
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Figure 9-4: Student Assignment interface
> Assigning students to a teaching assistant

(1) Select the desired instructor from the dropdown menu.

(2) Manually assign access by clicking in the check boxes. Note that read and
write access requires both boxes to be checked.

(3) The ‘Save’ button is located at the very bottom of the list, save the student
assignment when finished with the selected instructor.

Test Assignment

The ‘Test Assignment’ tool enables instructors to assign spreadsheet access to specific
test activities. To bring up the ‘Test Assignment’ interface, click on the tab at the top of
the ‘Instructor Manager’ tool, the interface is as shown in Figure 9-5.
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Figure 9-5: Test Assignment interface

Assigning tests to a teaching assistant

(1) Select the desired instructor from the dropdown menu.

(2) Manually assign access by checking the appropriate access for each test
activity. Note that read and write access requires both boxes to be checked.

(3) Save the test assignment when finished with the selected instructor.
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Chapter 10 Block Manager
In brief...
Part of standard GradeBook package: No
Scope: Local
User(s): Main instructor
Introduction

The ‘Block Manager’ is a useful tool for sectioning when multiple instructors teach within
the same class. Each instructor holds similar spreadsheet access and uses the same
class list, but is only responsible for a certain part of the instruction. Blocks enable
multiple users to share a spreadsheet without seeing the columns generated by the
other users. In such a class it is the course coordinator who would assign block access.

Creating a block requires a level of privilege that will not necessarily be available to all
instructors.

Creating a Block

The creation of a block requires several steps, as detailed below.

Adding a New Block

The ‘Block Editor’ builds the framework for creating a block. If no blocks exist within a
given class the ‘Block Editor’ will only display an ‘Add a New Block’ button. Clicking on
this button creates fields for entering block ‘Name’, ‘Description’, and ‘Type’. Define and
save as many blocks as you need, likely one for every instructor teaching within your
class.

An example of a ‘Block Editor’ interface with two defined blocks is shown in Figure 10-1.
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Figure 10-1: Block Editor

»  Assigning Block Permission

Once a block has been added using the ‘Block Editor’ it must be assigned to an
individual.
(1) Select the newly created block from the dropdown menu options and click on
‘Go’.
(2) Two more options appear, enabling you to assign an instructor to the block
and to specify their permission type, as shown in Figure 10-2.
(3) Use the ‘Save’ button to save these permissions within GradeBook.

Block Manager

Biack Ednar

Block Permission

[Esr_ = ﬂ Lists all the block permission
Iesiructar Ty types available; these include

‘Main Instructor’, ‘Instructor’,
‘TA’, and ‘Block Main’.

T =] [+ oo 5] €

=y

Lisoall vaeble nructors a0
added through ‘Instructor Manager’ |

Figure 10-2: Block Permission Interface with Descriptors

Permission types define the access that an instructor will have over the assigned
blocks. These types include ‘Main Instructor’, ‘Instructor’, ‘TA’, and ‘Block Main’.

If these permission conflict with the permissions held by that instructor within the
class (as assigned within ‘Instructor Manager’) by default GradeBook recognizes the
higher access. See Appendix B: Instructor Status for a detailed explanation of the
different permission types
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2 Using a Block in the GradeBook Spreadsheet

1) Open the GradeBook Spreadsheet for the same class that you just created
and assigned block permissions to.

2) Right-click on the desired column to reveal the column properties.

3) The important parameter in assigning columns into a block is the ‘Block’
property. Your newly created blocks will appear as options within the
dropdown menu for the ‘Block’ property.

4) Select the desired block and click on ‘OK’. Once a column has been
assigned to a block, that block title will appear in the column heading.

Multiple columns can be assigned to the same block by repeating the steps (2) and (3).
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Chapter 11 Student Manager
In brief...
Part of standard GradeBook package: No
Scope: Local or global
User(s): Main instructor or
administration

Introduction

The ‘Student Manager’ is used to create and enroll new students, as well as modify
student enrollment status. These three components of ‘Student Manager’ are
independent of one another; GradeBook can be made of any combination, depending
upon the educational institution.

Creating a New Student

Depending upon the educational institution, new students created using this
function may be flagged to notify administrative staff that an instructor has
created the student.

This tool creates new student profiles within the database; it is shown in Figure 11-1.
Student data is keyed-in to the various fields; you may also ‘Search by Student Number’
to see whether the student is already in the database.

=tudent Editor

Wiy Exiad

Create Student

SHluabind R I Secasch by Fisdent b

Figure 11-1: Create a Student Interface
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Enrolling a Student

The ‘Enroll Student’ tool registers students from the database into a new class; the
interface for this tool is shown in Figure 11-2.

student =dmtor

Modry reale

Enroll Student

Ervol Shydert | [
Ta -::ug&l [

With Ermolimem Staius [ Acte =]

I

To select a student from the database click on the ‘Student’ button, this will bring up a
search engine. This student search engine allows instructors to search all student
profiles, or to specify last name, first name or student number, as shown in Figure 11-3.
A list of student names will appear that match your search criteria, simply click on the
appropriate name within this list to select them for class enrollment.

4} GRADEBDOK Search Engine - Microsoft In B [w] 4]
Search for Students
| Gnl
Select search criteria Fields to display
[ Last Mame | W' Last Name
¥ First Hame
I_ Student Number
Show |10 7| matches

Figure 11-3: Student search engine
For the local ‘Student Manager’ the current class is selected by default, wherein the
global version enables any class to be retrieved from the database.

Once both student and class fields have been entered, the enrollment status can be set
to active. To finalize the enrollment process click on the ‘Enroll’ button.
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Modifying Student Enrollment

This tool enables instructors to change a student’s enrollment status to unspecified,
inactive, or active. A standard search engine is again employed for retrieving student
profiles by clicking on the ‘Student’ button. For the local ‘Student Manager’ the search is
limited to those students within the current class, wherein the global version enables any
student to be retrieved from the database.

Upon selection for modification the student’s current course-load and associated status

appear, as shown in Figure 11-4. Modifications made to student enroliment status are
sent to the administrative office upon saving.

Student Editor

Errnl Creale
Modify Student
Mundify Etudent | Anock Diavial
Enrolled in Paychiatry 3rd Year =

Winh Status racline 'l
niod spec ed

Save Modifkcations reg |

Figure 11-4: Modify Student dialogue box
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Chapter 12 Reports

In brief...

Part of standard GradeBook package: Yes

Scope Local
User(s): All instructors

Introduction

This tool enables instructors to easily generate comparative reports for any of their
classes. Reports can be produced for student grades, student ranges, or class
statistics. All reports are generated from the same interface, which is shown in
Figure 12-1.

Reports for MAT1700 A (FallFAutomne 20025

e (e A
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7 Claan ha wg

hl-l"_ltlulll

oLy |

Hpdew Aangn Hqual
T (|
Ak Bl I e M st

B B M [ B ——
by |

Caha 5. et
ey ]

Figure 12-1: Reports Interface
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Student Grade Report

‘Grade Reports’ can be generated for all tests or specific test activities by clicking on the
options within the menu. Detalils, such as test title, student name, enroliment status,
instructor name, and class average, can be included in the report by clicking on the
appropriate boxes. The report can also be formatted in the desired number of columns

by modifying the value in the ‘Show Columns’ [ ==!'  ©se=n=1 nrompt. Figure 12-2
shows a sample ‘Grade Report’.

Student Grade Report

ANTH 100 Iiflrirdgctlin 1o Anlbrupelogy FRLL 20O

Lrg ] Farmmmla Twlnl Mok

BT R TS s LT]

Sl dlin |

haredser * Eamiu fadeni wamse Wk awirinms Enaap fartiars
1zl [ 5T Rigwadl Bifurye 6E I 1 (=1
il
Cornl £k
seiELd ACEEE Taifass Bafss B HETE gead L1 = k]
i (%] i - ] [} i
Lk [ETH Badlp Clengss BN [0 LLY (= 1]
i 1 Fu iy gmd 1

Figure 12-2: Student Grade Report

Formula calculations are not automatically saved within GradeBook; formula values
within the spreadsheet must be manually saved using the ‘Save and Refresh’ button

E

[ ], located on the spreadsheet toolbar. These formula values will not appear
in the report unless they have been saved.

Student Range Report
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‘Range Reports’ can be generated to show the range of grades received on a selected
test activity. Only test activities whose value types are ‘Numeric’ are available for use in
a ‘Range Report’. The limits are defined as fixed numbers (not percentages) specific to
test total marks. This report is formatted as shown in Figure 12-3.

Grade Range Report

Wednesday, September 11, 2002 1354

CourzeCode

ARTH 101

Conrs e ame T eren ¥ apme
Irgreduction to Anthropology FALL 2002

Siudent

Mumber

110025
11005
110013
110035
110020
110015
11004 2
110038
1T0E

Statistics Report

Student And Tezt Marks

= Btahes M ams s
Lppren Suresh Acharya 74
Actree Vasse Apostobdes &
Artrve Tesfiye Asfaw ]
Actre Dhame Eeach B0
HArtve Zally Chesser 55
Actwe Pl Cagtelle [
Actree Yassar Dahbon ]
Aprtres Henry Diawesan E5
Aot At Diemope )

Figure 12-3: Grade Range Report

‘Statistics Reports’ tabulate various statistical parameters on all test activities for a given
class. These parameters include minimum and maximum grades, class average,
median, mode, variance and standard deviation. Figure 12-4 shows a sample ‘Statistics

Report'.

ANTH bl Imirasduroan s Saileepelagy (FALL Moddy

Tesd Haive Tl Marky BMialnas Baslinon Asmies Bedlin Bl Valsacr  Slasland Dedsdon
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g wguind 1 1] 5 ] 1 ;] I 5 1.5
A RgETead ] 1] £ n il T } 1= 114
Spmgumemi 1 L11] L] 1] T.dr A E 8 ] 131
[« TT4| 3 i i 1)) L
Caar 2 B ¥ n m | ars s
Frd Exwrn 1m - s e 45 .0 1 |8 1143

Figure 12-4: Statistical Report
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Chapter 13 User Tools
In brief...
Part of standard GradeBook package: Yes
Scope: Not applicable
User(s): Main instructor, block
main, or activity main

User Profile

The ‘User Profile’ tool allows the user to see and maodify their own profile. Figure 13-1 is
an example of one such profiling tool. For security reasons, users can only modify their
password and update their e-mail address.

Instructor Profile

Firat Wamme Claude

Lasl Warme Levi-Elrauss

Ermninyes Wumber 1100023

Ligsy fearne 1%

Paswwona’ -

E il

Ed#t
e e

Figure 13-1: Modifying User Profile
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Column Types Editor

Test Types are user defined. They provide a way of classifying different testing
activities. Midterms, projects, exams, tests, homework assignments, these are all
examples of Test Types. Through the Test Type Editor, you can define and describe the
Test Types that your institution will use to classify its test activities within GradeBook.

» Adding a new Test Type

Use this tool with caution as it is a global tool. Anything created, modified or
deleted will occur throughout the GradeBook database, viewable by all

instructors.
Test Tvpes Editor
Deleim Hoame Tdemtdier
™ Jessionren [
= foui Joua
i T [z
5 fTast [
P [Fanject
1 Fins Exgrminenc [Firei
08 [Timaky Sibmsion ol Assghesens [TimatySub
| Formuia [Finda
P oo s
I Jecws Secton [LacteSecun
I~ lLab Sacthce [LatEscinn

Sk rpmw Pt | Sorve Tewi Types

Figure 13-2: Test Type Editor

1) From the Tools folder click on the sub-folder for Test Type Editor, Figure 13-2
shows an example of a Test Types Editor.

2) From the Test Type Editing table, click the ‘Add new field’ button.

3) Create a new Test Type by assigning it a name and identifier. The Identifier
allows you to describe the Test Type, should you desire more detail.

4) Save your changes to the Test Type Editor by clicking the Save Test Types
button.

5) You will see your addition next time you enter a new test activity into any
spreadsheet. In the Column Properties box, your new Test Type will be listed
in the Type dropdown menu.

‘Refresh’ the GradeBook Spreadsheet application, to update it after adding
or modifying ‘Test Types’
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> Deleting an existing Test Type

Note: Only ‘Test Types’ not currently in use can be deleted. If it is in use within
GradeBook, only modifications are permitted.

1) From the Test Type Editing table, click in the corresponding check box in the
Delete column.
2) To finalize the deletion click the ‘Save Test Types’ button.

Pre-defined GradeBook Test Types

Generic tests
» default type
* accepts any value type

Lab section & Lecture section
» for sectioning a class
* not for grading purposes

Narrative Evaluation for templates
* must be used in conjunction with a narrative evaluation value type

Final Alpha test for a letter grade
» unigque grading column within spreadsheet,
» displays letter grade for final mark

Final Numeric test
e unigue grading column within spreadsheet
» displays numeric grade for final mark
» can be converted to final numeric using appropriate formula

Past Terms

Maintains an archive of class information from previous terms. An instructor can retrieve
basic class information, statistic reports, student information, and view class
spreadsheets for all his/her previous terms. The interface for this tool is shown in Figure
13-3.

Past Terms

HINNINHNIN RS
[Choose 2 e
B e

Figure 13-3: Past Terms
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Chapter 14 Student Access

Introduction

Students using GradeBook have a very different interface than instructors. Students are
limited (for security reasons) to just some functionalities: viewing grades, communicating
with their instructors, and modifying their user password.

Student Grade Report

The grades seen by students are only those made public by their instructors. As shown
in Figure 14-1, each test activity displays the student’s mark, the student’s ranking within
the class, and the class average.

Srtwdent Grade Repory
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Toaile Bk coimplele niobes

Figure 14-1: Student Grade Report
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Grade Notes

Grade Notes can be created and/or viewed through any grade on the ‘Grade Report’.
Clicking on a particular ‘Mark’ will bring up the Grade Notes interface, as shown in
Figure 14-2. Students may leave a message for their instructor by typing it within the text
box and clicking on the ‘Submit New Note’ button, or simply view messages left by their
instructor.

B i Pk Devie, Evelim
st Mol 11003z

lempemsea K romenssau hEdterm

i Hpw trms |
P T E——

Figure 14-2: Grade Notes Interface

Grades that carry a Grade Note are marked within the ‘Grade Report’ with a colored dot
to the left of the grade. A yellow dot denotes an unanswered note left by the instructor, a
red dot denotes an unanswered note left by the student, and a green highlight denotes a
completed communication.

Modifying Student Profile

A student’s profile can be accessed through a link atop the ‘Grade Report. The profile,
as shown in Figure 14-3, enables students to change their user password.
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Student Profile
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Figure 14-3: Modifying Student Profile

Logout

Students may logout at any time by clicking on the ‘Logout’ link atop the ‘Grade Report’.

After a pre-set period of inactivity (approximately 20 minutes), GradeBook will log you
out automatically.
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Chapter 15 High Level Access

Introduction

GradeBook is a versatile piece of software that can be tailored to accommodate the
administrative structure of any educational institution. Certain functionalities can be
made available to all or some instructors, or reserved for administrative staff, as directed
by the institution.

Figure 15-1 suggests one of the administrative structures that GradeBook can
accommodate. Courses and instructors are assigned into departments. Departments
are grouped into faculties. All faculties report to the highest administrative authority, the
Registrar. This structure would place different duties upon the various administrative
levels, thus requiring different GradeBook access at each level.

— >

Courses, ——p

Instructors —»
Departments/ Faculties Registrar

Divisions

Figure 15-1: Administrative Structure

This chapter details all the tools available to the administration within GradeBook.
Depending upon the administrative structure of your educational institution, these tools
may not be available at all levels.

Upon logging into GradeBook administrators see a primary menu, similar to that shown
in Figure 15-2. The details of the tools listed within the primary menu are expanded upon
in the following sub-sections.
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e Gradeb ook,

El‘a LevelD <« Indicates department name

=Y Courzes

--[27] Course Manager
L] Wiews

=4 Instuctors

27 Instructar Editar

[ Instructor Info
=-42F Students

[T Student Manager
[ Student Report
=428 Administrative Tools
[T Staff Editar

--[7] Permission kanager
] Archives

- Taools
D Logout

Figure 15-2: High level primary menu

Courses

Course Manager

Displays information regarding course ownership, as shown in Figure 15-3. From this
menu administrators can access any class spreadsheet simply by clicking on the listed
courses. If the class has not been submitted by the instructor yet (e.g. instructor has
ownership of the class), the spreadsheet can be accessed with read only privileges. If
the class has been submitted by the instructor (e.g. ownership has been transferred to
the higher level), the spreadsheet can be accessed with read and write privileges.

Course Ownership

Course Owner

ARTH 101 FALL 2002y Introduction to Anthropology  Instructors
Course IModule || {2nd Year) Course | Instructars
HIST 101 (FALL 2002 Intraduction to History Instructors
MCMC2ZAAGA (200109071 Mechanics 2AAG Instructors
MCHCZAAER (Z2001090T1) Mechanics 2A86 Instructors
Medicinedaodule 11 {15t Year Medicine Instructors
Medicine (3rd Yearn Medicine Instructors
PHY1BB3 (2001080T1) Physics 1BB3 Instructors
Feychiatry (3rd Year Psychiatry Instructors
THMD1BO3 (200109071 Thermoadynamics 1B03 Instructors

Figure 15-3: Course Ownership Menu
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Views

Lists all course information in a report format. Course information includes course title,
course code, section, term, and instructor for all courses. Figure 15-4 shows an
example of a partial course list.

Course List

Course Tik Fhysics 1HE2
Courae Cods FHY 1683
Sl

Tiem 2rEm
I o Dered] Taplor
Course Tek Thesmadyramics 1803
Cogras Cods THMOH B3
Sl

Tarm 200 00T

LT ST Dered] Taplor

Figure 15-4: Course Information

Instructors

Instructor Editor

This editing tool enables users to modify existing instructor profiles, and create new
profiles, as shown in Figure 15-5.
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Figure 15-5: Instructor Manager Interface

To modify an existing profile, click on the instructor from the list shown, a new view will
appear as shown in Figure 15-6. Instructor profiles can be edited with control over name,
employee number, username, password, e-mail, and course load.

When assigning courses, permission types must be specified. These types
include ‘Main Instructor’, ‘TA’, ‘Activity Main’ and ‘Block Main’.

See Appendix B: Instructor Status for a detailed explanation of the different
permission types
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Figure 15-6: Modify Existing Instructor Profiles

Instructor Information
Lists all instructors with a link to their profile and course load in a report format.

Students

Student Manager

Please refer to Chapter 11: Student Manager, as this tool is identical to the optional
instructor tool previously discussed.

Student Report

Creates a report for any student for all courses taken throughout their academic history
with your educational institution. From the interface shown in Figure 15-7,
administrators can select any student from the database by searching for Student Name
or Student Number and clicking on the ‘Go’ button.

Student Report

Search Stetantty | ETNETREEN ] 84

Search Fasull [
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Figure 15-7: Student Report Interface
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A search utility as shown in Figure 15-8, will appear.

J Seizaich Likty - Meciosndl Iebeirel Esploie
I
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Figure 15-8: Student Search Utility

Type in the student name or number to limit the search, or click on the ‘Search’ button to
list all students within the database. Selecting a student from this list will automatically
return the user to the ‘Student Report’ interface, click on the ‘View Report’ button to
display the desired student report, as shown in Figure 15-9.
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Figure 15-9: Student Report

Administrative Tools

Staff Editor

Lists all staff members and enables the creation of new staff profiles, as shown in Figure
15-10.
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Figure 15-10: Staff Manager Interface

Permission Manager
Assigns permissions for instructors, as shown in Figure 15-11.

Full hars Camie LweA Siamn
Erpirms Hamoear HIELZ3

List of permissons
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I
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Figure 15-11: Permission Assignment Interface

Archives

Maintains an archive of all courses taught within the current term, under the control of
the given administrative level. Basic course information, student grade reports,
statistical information, and the class spreadsheet can all be viewed using this
functionality.
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Chapter 16

Glossary

Caption

Final numeric

Formula view

Global
Local

Main instructor

Narrative evaluation

Pending

Plugin

Primary menu

Public

Read & write access

Read only access

User inputted title assigned to a spreadsheet column.

A ‘Column Type’ indicating that the column data is of the form
numeric final grade. Only one column within a class spreadsheet
can hold final numeric data.

GradeBook Spreadsheet view enabling formulas to be created
and modified.

Functionality is accessible to all classes.
Functionality is nested within a particular class.

The instructor in charge of the class. Controls and assigns all
access rights to the GradeBook class spreadsheet.

Written evaluation of a student’s performance.

Default column status indicating that students cannot view column
data; denoted by a pink column heading.

A group of grades, descriptive words, and/or phrases that appear
in a dropdown menu within the spreadsheet.

The menu of functionalities available to a user upon logging in to
GradeBook. It is located at the left of the GradeBook operating
window.

Column status indicating that students can view column data;
denoted by a gray column heading.

Level of access to the GradeBook Spreadsheet which entitles a
person to both view and edit information.

Level of access to the GradeBook Spreadsheet which entitles a
person to view information.
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Spreadsheet view Standard GradeBook Spreadsheet view in which class information
is presented in columns and rows.

Teaching assistant  Secondary instructors, lab assistants, or any aide/assistant who
are denied complete access to class information. TAs can read
and record only those student grades that have been assigned to
them by the main instructor; all other access and editing rights
belong to the main instructor.

Test activity Any grading activity within a class.
Value type A ‘Column Property’ specifying the type of data to be inputted into
that column
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Appendix A
DAG GradeBook Formula Language (DFL) Reference

I ntroduction

DAG GradeBook Formula Language (DFL) is an interpreted language. The DFL
interpreter isinitialized with aglobal context (or scope) in which names are bound to
values. The interpreter may then evaluate expressions returning a value belonging to one
of the primitive types. A parser is used to parse the text of a DFL expression into an
expression tree. Some basic optimization procedures may be performed on the expression
tree prior to its evaluation.

Core Language

Primitive Types

Type Description

enpty An empty value

bool ean A boolean value: true or false

i nt eger An integer

doubl e A floating point number

string A sequence of characters

obj ect A reference to an object, e.g. a Java object instance.
list A list of values

expr essi on|A DFL expression

ref erence |A referenceto abinding in a scope

function |A function

scope A scope. Thisis acontext in which names are bound to values.

Literals

Examples of integer literals:

-1, -2, 0, 1, 2

Examples of floating point literals:

-1.1, -2.2, 0, 1.0, 3.141592653

Examples of string literals:



AString "AString" "A String" "Atab:\tA newine:\n"

There are no list literals per se, but a list may be constructed using the {}
matchfix operator. Examples:

{1, 2, 3} {f(x), {2, 3, 4}, "abc"}

There are no boolean literals, but a scripting context may define its own using,
e.g.

var (true)
var (f al se)

0;
1
The types obj ect , expressi on, ref erence, functi on, scope, are advanced topics.

General Purpose Functions and Operators

Infix Operators

Symbol Meaning Precedence
-> Member access 17
@ Function application 16
+> Member function application|16
* Multiplication 13
/ Division 13
nod Modulus 13
+ Sum 12
- Difference 12
< L ess comparison 10
<= Lessor equal comparison |10
> Greater comparison 10
>= Greater or equal comparison |10
<> Inequality comparison 10
== Equality comparison 9
and Logical And 5
or Logical Or 4
. Pair 1
= Assignment 1
+= Addto 1
-= Subtract from 1

; Progression 0
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"Matchfix" Operators

Symbol /M eaning

@] Grouping

{} List

Builtin Functionsand Operators

sum
pr oduct
aver age
drop
list

i f
flatten
mn

max

set

$

progn
whi | e
function
oper at or
apply
eval
hol d

f oreach
concat

| en

mat h
util

r ef

| ambda

| anbdaHol dAr gs
var
return

If Operator

Operator Name |i f

Description Choose between two values based on a condition.

i f(l —-— , n noll’ "yeS")
::> n nO"
Examples if(1 ==1, "no", "yes")
::> n yesll

Drop Lowest Operator

Operator Name |dr op

Description Drop a specified number of lowest values from alist of numbers

Decision Academic Graphicsinc. I11



drop({80, 85, 47, 90, 60},
==> {80, 85, 90}
drop({80, 85}, {47, 90, 60}
==> {80, 85, 90}

Examples

2)

, 2)

GradeBook Specific Functionsand Operators

Grade Operator
Operator

Name g
Aliases gr ade

Return the grade for the column with the specified identifier, for the

Sl e current student
g(" HWL")
==> 85.0
Examples | 9({"HAL", "H@"})

==> {85.0, 92.0}

g(ttype("HW),
==> {85.0, 92.0, 90.0,

ttype("Quiz"))

88. 0, 100. 0}

TestInfo Operator

Operator

ti
Name

Aliases testinfo

Description | Return information about the column with

the specified identifier.

ti ("HW", total marks)
==> 20

ti ("HM", tm
==> Sanme as preceding

ti ("HW", defaul tweight)
==> 1

ti ("HM", dw)

==> Sanme as preceding

ti ("HW", namne)

==> "Assi gnnment 1"

ti ("HW", type)

==> "HW

ti("HM")

==> {{"total marks",

1}, {"name",

Examples

20},
"Assi gnnent 1"},

{"defaul twei ght",
{"type", "HW}}
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TestTypelL ist Operator

Operator Name |t t ype

Aliases testtypeli st

Description Return list of identifiers for tests with the given type.

ttype(" HW)

Examples ==> {"HAL", "HW", "HWB", "HM", "H"}

General Operator

Operator Name | Gen

Description Packages other GB-specific functions.

gen( get Fi nal Nuneri c)
==> 85.0

gen(get Student I nfo, id)
==> 123

gen( get Col umVal ue, "HM")

gen(get Nunmeri cOr Enpt yCol unmmVal ue, "HM")
==> 5
gen(gnv, "HM")
==> Sanme as preceding
gen( nuneri cToAl pha, 157)
==> " A+"
gen(n2a, 157)
==> Sane as preceding
gen(al phaToNuneric, 158)
==> §§
gen(a2n, 158)
==> Sanme as preceding

Examples

Additional GradeBook DFL related I nfor mation
Spreadsheet DFL interpreter init file

| Gr adeBook/ www/ gl obal . xm

Spreadsheet DFL interpreter customer-specific init file. This will e.g. define a
numeric to alpha conversion formula specific to the customer.

| Gr adeBook/ www/ gl obal - cust om xmi

Running the inter preter

Scripts may be tested within the GradeBook spreadsheet applet. Scripts which do
not use GradeBook-specific functions may be tested by running the
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dag. util.expr. parse. Parser1 Java class. E.g. A script stored in a file t est 1. df |
may be executed using a command line similar to the following

java -cp D:/VSS/ GradeBook/ ww/ sGradeBook. j ar dag. util.expr. parse. Parser1
-stdin <test.dfl
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Appendix B

Instructor Status

Instructor and teaching assistant statuses

Main Instructor:
« holds all permissions within a class spreadsheet
+ access to all functionalities within that class

Assistant Instructor (TA)
e access to class spreadsheet, as specified by main instructor (cannot create or
delete columns, can modify cell data if given write access)
e access to Report and Import/Export functionalities

Main instructor for activities assigned to the instructor (Activity Main)
e access to class spreadsheet, all permissions within given section (can create,
modify, and delete columns)
e access to TA, Reports, and Import/Export functionalities
» access to User Profile

Main instructor for blocks assigned to the instructor (Block Main)
e access to class spreadsheet, all permissions within given block (can create,
modify, and delete columns)
» access to Reports and Import/Export functionalities
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