Reporting Student Grades in WebCT
1. Most instructors post grades to the Evaluation module, but they can also be placed elsewhere. Students can access their grades through a My Grades module, usually placed within the Evaluation module on the home page.

2. Student grades will automatically be input from quizzes taken online or assignments graded through an assignment drop box. To input grades for other work, you can either input grades directly into WebCT through Manage Students or upload grades as a spreadsheet into the same area. Students will be able to see only their own grades. 

3. To add a My Grades module, open the Evaluation Module on the course homepage and click Designer Options. 

a. Click on Add Page or Tool at the right of the page.

b. Click on My Grades in the Student Tools box.

c. Fill in the required information in the screen that opens. To place this tool in the Evaluation Module, select that module in the drop-down menu next to the Organizer Page box.

d. Once you have filled in the information, click Add at the bottom of the page. 

e. The module itself—but not the grades—will be available to students as a default, but you can selectively release it to certain individuals or after a certain date. To access the selective release screen: 

1. As soon as the My Grades module is created, choose Specify Selective Release. Or,

2. At any time, select the radio button next to My Grades and then select Edit under Options: Links.
f. To release grades to the students, see 4.e.2. below.  

4. To add grades online, from the control panel click on Manage Course and then Manage Students. 

a. In the Organize drop-down menu, click on Manage Columns and click Go.

b. Under Organize, select Add Column.

c. Input a Label (title) for the column, choose the type from the drop-down menu, and click Add.

d. The new column will now appear as the last column in an existing table that includes student first names, last names, user ids, and any other columns you have created.

e. To edit the options on a particular column, click on the box above it and select the operation you want to perform within Options or Organize on the right of the screen.

1. Choosing yes in Hide columns means that the instructor will not see the column when the Manage Students table is displayed, cutting down on scrolling. It does not hide it from the students!

2. Choosing yes in Release columns means students will be able to see their grade in that column. This is not the default—you must choose it so students can see their grades.

5. To input grades into a spreadsheet, first download the existing information from Manage Students.

a. From the left control panel, click on Manage Course and then Manage Students.

b. Under Options: Records, select Download from the drop down menu.
c. Click GO.

d. In the Record Separator drop-down window, choose Tab.

e. Click Download, and then click Save.

f. Choose where on your computer you want it saved to and click Save.

g. Click Close.

h. Open up your spreadsheet software, e.g. Excel.

i. Open the file you just saved. Since it saved as a text file, make sure you select All files or Text files in the Files-of-type drop-down menu in order to see it!

j. In the Excel dialogue boxes that open, choose Delimited, then Tab, then Finish. Your data should open up in the original format.

k. Add new columns to the right of the existing columns.

1. For your own use, save the document as an Excel workbook (with an .xls extension).

2. For exporting to WebCT, save it again as a tab-delimited (.txt) file. Respond Yes to the warning box.

l. Input the file into WebCT:

1. From Manage Students, under Options: Records, select Add/ Import Students from the drop down box.

2. Click Go.

3. Under Import from File, browse for the file on your computer.

4. Click Browse and then in the window that opens click Upload. 

1. Click Browse and navigate to the file on your computer.

2. Select the file and click Open. 

3. Under Upload File, click Upload.

4. Click Add Selected. 

5. Select Tab in the Separator box. 

6. Click Import.

7. After verifying the columns, click Continue.

8. Verify that the new table is correct and click Continue.

m. Your gradebook should now be updated. You can change the options for individual columns within Organize and Manage Columns.
For more information on this topic, you can attend one of the training sessions offered by UA’s Software Training Services. Sign up at http://www.uakron.edu/seminars; this takes you to a secure site that will require your UAnet id and password. Graduate assistants can register by contacting Cynthia Harrison, x2447 or harrisc@uakron.edu. 
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