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PeopleSoft Gradebook Preface

This preface discusses:

» PeopleSoft Products

»  PeopleSoft application fundamentals.
« PeopleBook structure.

PeopleSoft Products

This PeopleBook refers to the following PeopleSoft product: PeopleSoft Gradebook.

PeopleSoft Campus Solutions Application Fundamentals

Additional, essential information describing the setup and design of your system appears in two companion
volumes of documentation called PeopleSoft Campus Solutions 9.0 Application Fundamental s PeopleBook
and PeopleSoft Campus Community Fundamentals 9.0 PeopleBook. Each PeopleSoft product line has its own
version of this documentation.

See PeopleSoft Campus Community 9.0 Fundamental s PeopleBaook, " PeopleSoft Campus Community
Preface," PeopleSoft Campus Solutions Application Fundamentals.

PeopleBook Structure

PeopleSoft PeopleBooks follow a common structure. By understanding this structure, you can use this
PeopleBook more efficiently.

The PeopleBooks structure conveys a task-based hierarchy of information. Each chapter describes a process
that is required to set up or use the application. Chapter sections describe each task in the process.
Subsections within a section describe a single step in the process task.

Some PeopleBooks may also be divided into parts. PeopleBook parts can group together similar
implementation or business process chapters within an application or group together two or more applications
that integrate into one overall business solution. When a book is divided into parts, each part is divided into
chapters.

The following table provides the order and descriptions of chaptersin a PeopleBook.

Copyright © 1988, 2012, Oracle and/or its affiliates. All Rights Reserved. v
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vi

Chapters

Description

Preface

Thisis the chapter you're reading now. It explains:
* How to use the Application Fundamental s book.
» How PeopleBooks are structured.

e Common elements used in the PeopleBook, if
necessary.

Getting Started with...

This chapter discusses product implementation
guidelines. It explains:

*  The business processes documented within the
book.

* Integrations between the product and other
products.

e A high-level documentation to how our
documentation maps to the overall implementation
process; it doesn't offer step-by-step guidance on
how to perform an actual implementation.

Navigation

(Optional) Some PeopleSoft applications provide
adapted navigation pages that contain groupings of
folders that support a specific business process, task, or
user role. When an application contains adapted
navigation pages, this chapter provides basic navigation
information for these pages.

Note. Not all applications have delivered adapted
navigation pages.

Understanding. ..

(Optional) Thisisan introductory chapter that broadly
explains the product and the functionality within the
product.

Setup and Implementation

This can be one or more chapters. These chapters
contain documentation to assist you in setting up and
implementing the product. For example, if functionality
X is part of aproduct, this chapter would be devoted to
explaining how to set up functionality X, not necessarily
how to use functionality X. Y ou would look to the
corresponding business process chapter to learn how to
use the functionality.

Note. There may be times when a small amount of
business process information isincluded in a setup
chapter if the amount of business process documentation
was insufficient to create a separate section in the book.

Copyright © 1988, 2012, Oracle and/or its affiliates. All Rights Reserved.
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Chapters

Description

Business Process

This can be one or more chapters. These chapters
contain documentation that addresses specific business
processes with each chapter generally devoted to a
specific functional area. For example, if functionality X
is part of aproduct, this chapter would be devoted to
explain how the functionality works, not necessarily
how to set up functionality X. Y ou would look to the
corresponding setup and implementation chapter to
learn how to set up the functionality.

Note. There may be times when a small amount of setup
and implementation information isincluded in a
business process chapter if the amount of setup and
implementation documentation was insufficient to
create a separate chapter in the book.

Appendixes

(Optional) If the book requires it, one or more
appendixes might be included in the book. Appendixes
contain information considered supplemental to the
primary documentation.

Delivered Workflow Appendix

(Optional) The delivered workflow appendix describes
all of the workflows that are delivered for the
application.

Note. Not all applications have delivered workflows.

Reports Appendix

(Optional) This appendix contains an abbreviated list of
all of the product's reports. The detailed documentation
on the use of these reportsis usually included in the
related business process chapter.

PeopleBooks and the PeopleSoft Online Library

A companion PeopleBook called PeopleBooks and the PeopleSoft Online Library contains general
information, including:

Copyright © 1988, 2012, Oracle and/or its affiliates. All Rights Reserved.

Understanding the PeopleSoft online library and related documentation.

How to send PeopleSoft documentation comments and suggestions to Oracle.

How to access hosted PeopleBooks, downloadable HTML PeopleBooks, and downloadable PDF

PeopleBooks as well as documentation updates.

Understanding PeopleBook structure.

Typographical conventions and visual cues used in PeopleBooks.

vii
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I SO country codes and currency codes.

PeopleBooks that are common across multiple applications.

Common elements used in PeopleBooks.

Navigating the PeopleBooks interface and searching the PeopleSoft online library.

Displaying and printing screen shots and graphics in PeopleBooks.

How to manage the locally installed PeopleSoft online library, including web site folders.

Understanding documentation integration and how to integrate customized documentation into the library.

Application abbreviations found in application fields.

Y ou can find PeopleBooks and the PeopleSoft Online Library in the online PeopleBooks Library for your
PeopleTools release.
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Chapter 1

Getting Started with Gradebook

This chapter provides an overview of PeopleSoft Gradebook and discusses:

»  Gradebook business processes.
»  Gradebook integrations.

«  Gradebook implementation.

Gradebook Overview

Gradebook helps you monitor class assignments and grades as well as facilitate communication between
instructors and students.

With this application, you can:
»  Set up and check class assignments and due dates.
» Enter and view grades.

« Enter and view instructor comments.

Gradebook Business Processes

The following list outlines the Gradebook business processes:
» Class Assignments Entry

» Grade Entry

« Grade Export

» Assignment Review

« Grade Review

Gradebook Integrations

The Gradebook integrates with the PeopleSoft Student Records application.

Copyright © 1988, 2012, Oracle and/or its affiliates. All Rights Reserved.



Getting Started with Gradebook Chapter 1

Peoplesoft
People=oft e Student
Gradebook
Records

Gradebook integration

Gradebook Implementation

PeopleSoft Setup Manager enables you to generate alist of setup tasks for your organization based on the
features that you are implementing. The setup tasks include the components that you must set up, listed in the
order in which you must enter data into the component tables, and links to the corresponding PeopleBook
documentation.

Other Sources of Information

In the planning phase of your implementation, take advantage of all PeopleSoft sources of information,
including the installation guides, data models, business process maps, and troubleshooting guidelines.

See Also

PeopleSoft Campus Solutions 9.0 Application Fundamental s PeopleBook, "PeopleSoft Campus Solutions
Preface”

PeopleTools PeopleBook: PeopleSoft Component Interfaces

PeopleTools PeopleBook: PeopleSoft Setup Manager

2 Copyright © 1988, 2012, Oracle and/or its affiliates. All Rights Reserved.



Chapter 2

Using the Self-Service Gradebook

This chapter provides an overview of Gradebook and discusses how to:

Review dates and grade calculations in Gradebook.
Access Gradebook.

Define assignment categories.

Define Gradebook Uniform Resource Locators (URLS).
Define course assignment defaults.

Create class assignment data.

Enter grades.

Export grades.

Review class assignments (students).

Note. PeopleSoft Campus Solutions offers self-service applications that are licensed separately. Refer to the
PeopleSoft Campus Self Service PeopleBook for further information.

If you have licensed the Gradebook application, you can use the self-service pages that are discussed here

Understanding Gradebook

This section discusses:

Prerequisites.
Common elements.

Gradebook functions and users.

Prerequisites

Before instructors and students can use the self-service Gradebook, a power user must:

Understand the way that the system cal culates grades in the Gradebook.

Copyright © 1988, 2012, Oracle and/or its affiliates. All Rights Reserved.



Using the Self-Service Gradebook

Create assignment categories on the Gradebook Category page.

Chapter 2

Assignment categories are high-level groups of assignments that an instructor might track (for example,
homework, extra credit, quizzes, tests, midterms, finals, and so on). Instructors cannot set up assignment
categories through the self-service application, although they can access the page through PeopleSoft
Campus Portal or through regular database access if you grant them security. Traditionally,
administrators, not instructors, set up assignment categories.

Ensure that each instructor has appropriate grade roster access for the Gradebook classes.

This table explains the three level s of access:

Grade Roster Add and Modify Class Enter Update Set Grade
Access Delete Class Assignments Grades Grades to Roster To
Assignments Grade Roster
Grade No Yes Yes Yes Ready for
Review
Approve Yes Yes Yes Yes Approved
Post Yes Yes Yes Yes Approved

See PeopleSoft Student Records 9.0 PeopleBook, "Managing the Schedule of Classes," Defining Class
Meeting Patterns.

Ensure that each instructor and student who needs to use Gradebook has the appropriate security access.

See PeopleSoft Campus Solutions 9.0 Application Fundamentals PeopleBook, "Establishing Terms and
Sessions.”

Ensure that the instructors have activated the Gradebook information for their classes (by accessing the
Class Assignments component and saving it) so that students who are enrolled in a class can access the
Gradebook data.

(Optional) Define your ingtitution's Gradebook File Transfer Protocol (FTP) server and URL address so
that if an instructor wants to export grades to a Microsoft Excel spreadsheet, the system has a temporary
place for thefile.

(Optional) Set up class assignment defaults at the course catalog level on the Course Assignments -
Assignments page, the Course Assignments - Category Weight page, and the Course Assignments -
Grading Scale page.

Course assignment defaults are especially advantageous for classes that are always taught with the same
curriculum because you set up the assignments once at the catalog level, and the system supplies the
values to the class level when an instructor first accesses the Gradebook for his or her class. You can also
use this component to specify assignments, such as afinal examination, that are required by the
institution.

Copyright © 1988, 2012, Oracle and/or its affiliates. All Rights Reserved.



Chapter 2

Using the Self-Service Gradebook

Common Elements Used in This Chapter

Assessed

Description

Grade

Mark

Maximum Points

Required

Required by Institution

Short Description

Weight% (weight percentage)

Select to specify that the assignment can be graded. Any assignment can be
assessed, whether or not it is set to Required. If you clear this check box, no
grade input field appears on the Class Gradebook page or the Grade by
Assignment page.

Enter the description for the assignment, assignment category, or location.

Select agrade for each mark. Grade values are entered in your system as
tranglate values and assigned to grade bases on the Grading Scheme Table

page.

Select the minimum percentage for the grade that is earned. The system
uses this value to calculate the final grade (which the instructor can
override). Students must have a percentage that is equal to or greater than a
specific mark to receive the corresponding grade. One grade value should
have a blank mark value (such as a Fail grade). No duplicate marks are
alowed.

Enter the maximum points for the assignment. Thisvalueisused in all
weighted average calculations. The student's grade for an assignment is
Grade/Maximum Points.

Select to specify that this assignment is not optional but is required of all
students unlessit is overridden on a student-by-student basis. If you clear
this check box, students are not penalized if they do not have a grade for
this assignment. Instructors can use this check box to differentiate between
required and optional, extra-credit assignments.

Note. If acategory has no required assignment, the category, including
extra-credit assignments, is not calculated in the grade

Select to specify that this assignment is an institutional requirement for the
course. Assignments that have this check box selected appear by default on
the class Assignments page and cannot be deleted by the instructor. The
system limits instructor changes.

Enter a short description of the assignment or assignment category.

Enter aweight percentage value for each assignment category. The total of
all weight percentage values for a component must equal 100. Thisvalue
determines how each assignment category contributes to the midterm and
final (current) grades. If the total percentage isnot 100, an error message

appears.
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Using the Self-Service Gradebook Chapter 2

Weight in Points Enter the weight in points for the assignment. For example, if aquiz
contributes its full points (on a one-to-one basis) toward the cumulative
grade, enter the same value as the maximum points value. If the quiz counts
double, double the maximum points value and enter the result as the weight
in points value. The system populates this field with the value from the
Maximum Points field.

Gradebook Functions and Users
Gradebook is a collaborative, self-service application for instructors and students.

Instructors can use this application to set up class assignments and due dates, enter grades for individual
assignments, submit midterm grades for deficiency reporting, communicate with students, and submit final
grades.

Students can use this application to check their current assignments, view their grades, review personal
comments from their instructor, and view their midterm and final grades.

Users can take advantage of Gradebook in these ways:

« Staff members can create assignment categories.

« Staff members can define Gradebook URLSs.

» (Optional) Staff members can create course catalog assignment default values.
« Instructors can create class assignments.

« Instructors can enter, import, and update grades.

» Instructors can export gradesto alocal drive.

»  Students can review class assignments and grades.

Reviewing Dates and Grade Calculations in GradeBook

Gradebook alows for complicated grade calculations, but it also accommodates simple, straightforward
averages. The simplest way to calculate grades isto have only one category and have the maximum points for
each assignment equal the assignment weight. The result is asimple average.

Alternatively, you can define multiple assignments that are organized in different assignment categories (for
example, homework assignments in the Homework category, quizzes in the Quiz category, and so on). That
way each assignment can have its own maximum points and weight (in points), and the assignment category
itself can have a specific percentage of the overall grade. For example, the assignments that make up the
homework category overall can make up 25 percent of the final grade, and the Quiz category overall can
make up 50 percent of the overall grade.

This section discusses how the system calculates grades.

6 Copyright © 1988, 2012, Oracle and/or its affiliates. All Rights Reserved.



Chapter 2

Using the Self-Service Gradebook

How the System Calculates Grades

Copyright

The system calculates weighted grades for individual assignments like this:
(student's grade in points x assignment weight) -+ maximum grade in points for the assignment
The system cal culates cumulative assignment category grades like this:

total of assignment weighted grades/ total weight of assignments that count for the category (not including
extra credit)

The system excludes ungraded assignments from the calculation until the due date. The system aso excludes
an assignment from the calculation if either of the following is true:

« Theassignment is designated as optional, and the assignment has not been graded.

» Theassignment, graded or ungraded, is excluded for specific students on the Class Gradebook page.

Calculation Examples

A class grade is based on 30 percent homework, 30 percent tests, 30 percent class presentations, and 10
percent final examination.

Five homework assignments were given, each worth 10 points, and the weight of each is 10 points.

Three tests were given, each with amaximum of 100 points: The second test is weighted at 200 points, and
the other two are weighted at 100 points.

One presentation was required: The maximum grade is 20 points, and the weight is the same. The final
examination is one test, for 200 points and weighted at 200 points.

David's grades are:

+ Homework: 8,7,9,9, 8.

+ Tests: 85, 93, 90.

+ Presentation: 19.

+ Final examination: 167.

» Hishomework gradeis calculated as:

[(8* 10/ 10) + (7 * 10/ 10) + (9* 10/ 10) + (9* 10/ 10) + (8* 10/ 10)] / (10 + 10 + 10 + 10 + 10) = 41
/ 50 = 82%.

» Histest gradeis calculated as:
[(85* 100/ 100) + (93 * 200/ 100) + (90 * 100/ 100)] / (100 + 200 + 100) = 361 / 400 = 90.25%.
» Hispresentation grade is calculated as:

(19* 20/ 20) / 20 = 95%.

© 1988, 2012, Oracle and/or its affiliates. All Rights Reserved. 7
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» Hisfinal examination grade is calculated as:

(167 * 200/ 200) / 200 = 83.5%.

« Histotal gradeis calculated as:

Chapter 2

[(82* 30/ 100) + (90.25 * 30/100) + (95 * 30/ 100) + (83.5* 10/ 100)] / 100 = (24.6 + 27.075 + 28.5 +

8.35) / 100 = 88.53%.

» If the system calculates the grade before the final is due, the final category isignored:

[(82* 30/ 100) + (90.25 * 30/ 100) + (95 * 30/ 100)] / 90 =(24.6 + 27.075 + 28.5) / 90 = 89.08%.

Grades Over Time

The previously mentioned grades reflect the grade at or toward the end of the class. Consider Lisa's grades for

another class, on different dates:

Maximum grades are:

»  Homework assignment: 10 points.

¢ Quiz: 100 points.
+ Class presentation: 20 points.

« Fina grade: 100 points.

For this example, the assignment weights equal the maximum paints.

This class gradeis also based on 30 percent homework, 30 percent tests, 30 percent class presentations, and

10 percent final examination.

Assignment Due Date Grade
Homework 1 February 11, 2001 10

Quiz1 February 15, 2001 80

Homework 2 March 1, 2001 8

Class Presentation 1 March 5, 2001 20

Quiz 2 March 30, 2001 90

Class Presentation 2 April 10, 2001 0 (never submitted)
Quiz 3 April 15, 2001 85

Copyright © 1988, 2012, Oracle and/or its affiliates. All Rights Reserved.




Chapter 2 Using the Self-Service Gradebook

Assignment Due Date Grade
Homework 3 April 30, 2001 7

Homework 4 May 1, 2001 9

Final May 15, 2001 96

Assuming that all the assignments were graded on the due date:

On March 1, 2001, the assignments due include homework 1, homework 2, and quiz 1. The categories of
class presentations and final do not count because no assignments for these categories are due:

»  Homework grade: (10/10/ 10+ 8/10/ 10) / 20 = 90%.
» Quizgrade: (80/ 100/ 100) / 100 = 80%.
« Final grade: [90/ 30/ 100 + 80/ 30/ 100] / 60 = 85%.

On April 30, 2001, the assignments due include homework 1, 2, and 3; quizzes 1 and 2; and class
presentations 1 and 2. Class presentation 2 was never submitted, so after the due date, the grade is 0. The final
grade for this date includes homework, quizzes, and class presentations:

« Homework: (10* 10/10+8* 10/10+ 7* 10/ 10) / 30 = 83.33%.

e Quizzes: (80* 100/ 100 + 90 * 100/ 100 + 85 * 100/ 100) / 300 = 85%.
» Classpresentations: (20* 20/20+ 0* 20/ 20) / 40 = 50%.

« Final: [83.33* 30/100+85* 30/ 100 + 50 * 30/ 100] / 90 = 72.78%.
The final grade on May 15, 2001 includes homework 4 and the final grade:

+ Homework: (10* 10/10+8* 10/10+7* 10/ 10+ 9* 10/ 10) / 40 = 85%.
+ Quizzes: (80* 100/ 100+ 90* 100/ 100 + 85* 100/ 100) / 300 = 85%.
» Class presentations: (20* 20/ 20+ 0* 20/ 20) / 40 = 50%.

e Final: (96 * 100/ 100) / 100 = 96%.

On May 15, 2001, the final grade will be:

[85* 30/100 + 85 * 30/100 + 50 * 30/100 + 96 *10/100] / 100 = 75.6%.

Aninstructor can change an assignment due date for a specific student. The date that the system usesin the
calculations is the student's assignment due date.

Note. When an instructor changes a due date for an assignment to alater date or adds an extended due date,
the system assigns the later due date to the student record the next time the instructor accesses Gradebook.

The dates and grading for open entry and open exit classes work the same way, taking into account the
student's own due dates.

Copyright © 1988, 2012, Oracle and/or its affiliates. All Rights Reserved. 9
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Accessing Gradebook

This section provides an overview of how Gradebook users access the system.

Understanding How Gradebook Users Access the System

10

Gradebook has three primary users. Thistable lists these users and their possible modes of access:

User Component Direct Menu Navigation Gradebook Homepage
Administrator Gradebook Category Yes No

Administrator URL Maintenance Yes No

Administrator Course Assignments Yes No

Instructor Access Gradebook Yes Yes

Instructor Class Assignments Yes Yes

Student View My Assignments Yes Yes

Administrators access the Gradebook Category page directly through the system's menu navigation to create
high-level assignment categories that instructors can use to cluster their assignments (for example,
homework, quizzes, tests, participation, and so on). Thisis setup data that you must create before instructors
can use Gradebook.

The Gradebook Category pageis not designed for self-service. In addition, administrators can, as an option,
access the Course Assignments - Assignments page, the Course Assignments - Category Weight page, and
the Course Assignments - Grading Scale page to set up course assignments at the catalog level. The system
popul ates these pages to the class level by default. Finally, an administrator must define an FTP server and
URL addressif you want to enable instructors to export grades to a Microsoft Excel spreadsheet on their local
drives.

Instructors access Gradebook to create assignments and enter grades. They can do this through:

« Faculty Center navigation.

»  Gradebook menu navigation.

Students access Gradebook to review their assignments, due dates, and current grades. They can do this by:
» Using Student Center navigation (Gradebook icon).

« Navigating to Self Service, Enrollment, View My Assignments.
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Defining Assignment Categories

Page

Defin

Copyright

Before instructors can set up their Gradebook data, a power user must define assignment categories.
Assignment categories are high-level groupings of assignments that an instructor might track (for example,
homework, extra credit, quizzes, tests, midterm, final, and so on). Traditionally, administrators, not
instructors, set up assignment categories.

This section discusses how to define assignment categories.

Used to Define Assignment Categories

Page Name Definition Name Navigation Usage

Gradebook Category LAM_TYPE Curriculum Management, Define assignment
Gradebook, Gradebook categories.
Category

ing Assignment Categories

Access the Gradebook Category page (Curriculum Management, Gradebook, Gradebook Category).

Gradebook Category

Assignment Categony:  Hw

Find | *fiesee Al Firzt E = IIl Last

*Effective Date: 01/011900 [51) Status: [Active -] =]
*Description: Homework
Short Description: Hrrirk

Gradebook Category page

When you access the page, enter an a phanumeric assignment category (1 to 10 charactersin length).
Instructors cannot set up assignment categories through the self-service application, although they can access
the page through PeopleSoft Campus Portal or through regular database access if you grant them authority.

Effective Date Enter an effective date for the assignment category. The assignment
category must be active as of the course and class component effective date
to which the assignment is attached.

© 1988, 2012, Oracle and/or its affiliates. All Rights Reserved. 11
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Status

Chapter 2

Select a status for the assignment category. Values are:

Active: Select when adding anew assignment category.

Inactive: Select only if your institution no longer uses the assignment
category. In particular, do not inactivate assignment category values that are
assigned to ungraded class components. Doing so orphans Gradebook data.

Defining Gradebook URLSs

Instructors can export Gradebook data to their local drive. Gradebook provides an export utility. To useit,
you must first define an FTP server and URL address for the extract file.

This section lists a prerequisite and discusses how to define an FTP server and URL address.

See Also

Chapter 2, "Using the Salf-Service Gradebook," Exporting Grades, page 43

Prerequisite

Set up the FTP server and confirm its full FTP address.

Page Used to Define Gradebook URLs

Page Name

Definition Name

Navigation

Usage

URL Maintenance

URL_TABLE

PeopleToals, Utilities,
Administration, URLS,
URL Maintenance

Define an FTP server and
URL address.

Defining an FTP Server and URL Address

Access the URL Maintenance page (PeopleTools, Utilities, Administration, URLS, URL Maintenance).

12
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URL Maintenance

UBL Identifier: GRADEBOOK

*Description: Gradebook FTP export server

*URL: ftpfanonymous: gradebookgyz-networks-07fincomings

Comments: |The Gradebook export feature uses an fip server and attachment funtions in ;l
order to provide access to the export file.

[~
URL Maintenance page
URL Identifier (uniform Define this value in Add mode. Enter GRADEBOOK in uppercase | etters,
resource locator identifier) American English, for all versions.
URL (uniform resource Enter the FTP location that your institution uses to store temporary file
locator) attachments. When the instructor clicks the Export button on the Class

Gradebook page, the system exports the class grades to the server in csv
format and prompts the instructor to save the file to his or her local
directory (where the file can be launched in Microsoft Excel).

Comments M ake notations and comments; these do not appear elsewhere.

See Also

PeopleTools PeopleBook: System and Server Administration, Using PeopleTools Utilities

Defining Course Assignment Defaults

Use the Course Assignments component to set up course assignments at the catalog level that the system
populates to the class level. The values appear as defaults in the Class Assignments component (where the
instructor can edit them) when the instructor first accesses the Gradebook component for his or her classes.
Y ou can use this component to specify course assignments that are required by the institution.

This section lists a prerequisite and discusses how to:
» Define default assignments for each course.
« Define default weight values for each class assignment category.

» Define default marks and grades for course grading schemes.

Copyright © 1988, 2012, Oracle and/or its affiliates. All Rights Reserved. 13
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Prerequisite

Create assignment categories on the Gradebook Category page.

Pages Used to Define Course Assignment Defaults

Chapter 2

Page Name

Definition Name

Navigation

Usage

Course Assignments -
Assignments

LAM_CRSE_COMP

Curriculum Management,
Gradebook, Define Course
Assignments, Assignments

Define assignments that the
system populates the Class
Assignments page with.

Course Assignments -
Category Weight

LAM_CRSE_TYPE_PER

Curriculum Management,
Gradebook, Define Course
Assignments, Category
Weight

Define default weight
percentage values for each
class assignment category in
acomponent.

Course Assignments -
Grading Scale

LAM_CRSE_COMP_SCL

Curriculum Management,
Gradebook, Define Course
Assignments, Grading Scale

Define default marks and
grades for course grading
schemes.

Defining Default Assignments

Access the Course Assignments - Assignments page (Curriculum Management, Gradebook, Define Course

Assignments, Assignments).

14
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Assignments

Course ID:

Course Offering Nbr:

‘Effective Date:

‘Course Component:

*Assignment Category:

‘Description:

[JRequired by Institution

Required
Assessed

CDimport Grades

[CJinclude for Mid Term Grade

Grading Scale

0012058  History of World Art
1 Subject Area:

Undergraduate

113
First E 1 af 1 El Last

ART Catalog Mbr:

[=]
Fir=st Izl 1af 1 IE Last
[=]

First E 1af B o Last
[=]

01011801 F  status:

LEC & Leciure

Hi Q Hormewark

|Hnmew0rk1

*Short Description: |HYY1

Days/Duration
ins: A
Maximum Points: W Mumber Days after Class Begins.
‘Duration: A
L= IS 100 Estimated Grading Duration: 5

Notes:

Course Assignments - Assignments page

Effective Date

Status

Course Component

Assignment Category

Includefor Mid Term Grade

Enter an effective date for the course component default data. This date
determines when the status that you select is valid.

Select a status for the course component default data. Select Active when
adding a new course assignment. Select Inactive only if your institution no
longer wants the system to supply this data by default.

Select the course component for this assignment.

Select an assignment category for your first default course assignment. For
example, select an assignment category of HW if you are going to create a
homework assignment.

Select if you want the assignment to count toward the cumulative midterm
grade.
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Import Grades Select to define this assignment as an import target. If instructors select this
check box, they can import grades from another class component into this
assignment (almost as a placeholder). For example, because only one
component can be graded, you can import the final grade from the ungraded
laboratory component gradebook into an assignment for the graded lecture
component. Oracle recommends that you assign the target assignment to its
own assignment category. Also, when you select the Import Grades check
box, the system popul ates the Maximum Points and Weight in Points fields
with 100 and makes the Weight in Points field unavailable for entry.

Number Days after Class Enter the number of days after the student begins the class during which he

Begins or she must start the assignment. For regular classes, the system uses this
value to calculate the assignment start date, adding the number of daysto
the class start date. For open entry and open exit classes, the system uses
this value to calculate the assignment begin date for each student based on
the student's start date. Thisvalueisvisible (as a start date) to students for
non-open entry and non-open exit classes through an Assignment link in the
student gradebook.

Duration Enter the number of days (including the begin date) that the student has to
complete the assignment. For regular classes, the system usesthisvaluein
conjunction with the class begin date. For open entry/open exit classes, the
system uses this value in conjunction with the student's start date to
generate a due date. The due date is calculated as assignment start date, plus
duration. For open entry/open exit classes, this date is based on the student's
individually calculated start date. Thisvalueis visible (as an end date) to
students for non-open entry/non-open exit classes through the Assignment
link in the student gradebook.

Estimated Grading Duration Enter the estimated grading duration to let students know when they can
expect to see their grades for the assignment. The system uses thisvaluein
conjunction with the assignment start date to determine the date on which
the student can expect to see hisor her grade. Thisvaueisvisible to
students through the Assignment link in the student gradebook.

Notes Enter any notes that the instructor might want to communicate to students
about this assignment.

Defining Default Weight Values

Access the Course Assignments - Category Weight page (Curriculum Management, Gradebook, Define
Course Assignments, Category Weight).
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Assignments Category Weight Grading Scale

Course ID: 001205 History of World Art IUndergraduate

Course Offering Nbr: 1 Subject Area: ART Catalog Nbr: 113
Find | Wiese Al First El 10of 1 El Last

Effective Date: 0100111 901 Status: Active
Find | “iew Al First E = E Last

Course Component: Lecture

*Assignment Category Weight % e
Hiay L Homewaork a0 =]

READ Q. Reading Assignments a0 [=]

Course Assignments - Category Weight page

Assignment Category Enter an assignment category that corresponds to each assignment category
that you enter on the Assignments page. If the instructor attemptsto save
the page in which an assignment exists, but the corresponding assignment
category does not appear on this page, a warning message appears.

Defining Default Marks and Grades for Course Grading Schemes

Access the Course Assignments - Grading Scale page (Curriculum Management, Gradebook, Define Course
Assignments, Grading Scale).
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Assignments Category Weight Grading Scale
Course ID: 001205  History of Woarld Art ndergraduate
Course Offering Mbr: 1 Subject Area: ART Catalog Mbr: 113

Find | “iewe &1 Firat E 1of 4 II' Lazt

Effective Date: 01/01/1901 Status: Active

Find | *iew Al Firzt [4] 1of 1 [+ Last
‘Course Component: IE Q Lecture El
*Grading Scheme: Iﬁq Undergraduate Grading Scheme
*Grading Basis: Iﬁ Q Graded

Course Assignments - Grading Scale page

Y ou must enter data only for the graded component.

Cour se Component Select the course component that you want the system to use as the default
for the grading scale and grading basis information.

Grading Scheme Select the grading scheme that you want the system to use as the default for
this component. Y ou can create as many rows as you need to cover all
grading scheme values for al components.

Grading Basis Select the grading basis that you want the system to use as the default for
this component and grading scheme. Y ou can create as many rows as you
need to cover al grading basis values for all components.

Creating Class Assignment Data

Instructors use the Class Assignment component to create, view, or edit their class assignments. They can
create each assignment, including its assignment category, maximum points, and due date. Instructors can
even define an extended due date for an assignment or specify whether a student sees the assignment grade
when accessing the student's view of Gradebook. When accessing the Class Assignment component, the
system prompts instructors with choices that help them identify the class that they want to edit.

To define class assignments:

18 Copyright © 1988, 2012, Oracle and/or its affiliates. All Rights Reserved.



Chapter 2

A w0 Do

This section lists prerequisites and discusses how to:
» Create, define and cluster assignments by category.
»  Set weight values.

» Define marks and grades for grading schemes.

Prerequisites

Search and identify the class for which you want to create assignments.

Create weight values for each category on the Category Weight page.
Create grading scales for the class on the Grading Scale page.

Using the Self-Service Gradebook

Describe the class assignments and define the class assignments on the Assignments page.

Verify that the following prerequisites are met before you create class assignment data:

» Todefine class assignments, instructors must have grade roster access of Approve or Post for the class.

Note. Instructors with Grade access can only enter grades and modify existing assignments.

» Toselect aclasswithin aterm, first create assignment categories on the Gradebook Category page.

» Toset weight values, first define assignment categories.

« Todefine marks and grades for class grading schemes, first define grading schemes and grading bases.

Pages Used to Create Class Assignment Data

Page Name

Definition Name

Navigation

Usage

Class Assignments

LAM_CLASS ACTIVITY

e Sdf Service, Faculty
Center, Assignments

e Sdf Service, Faculty
Center, My Schedule

Click the [ icon next
to aclassonthe My

Create, define, and cluster
assignments by category.

Schedule page.
Category Weight LAM_CLASS TYPE_PER Click the Category Weight | Set weight values for each
link on the Class class assignment category.
Assignments page.
Grading Scale LAM_CLASS GRD_SCL Click the Grading Scale link | Define marks and grades for

on the Class Assignments
page.

each classsgrading
schemes.

Copyright © 1988, 2012, Oracle and/or its affiliates. All Rights Reserved.
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Creating, Defining, and Clustering Assignments by Category

Access the Class Assignments page (click the Go to Class Assignments icon on the Gradebook - Select a
Class page).

Aurelia Edmundson

f Faculty Center ]( Advisor Center ]( Search

]( Learning Management W
| my schedule ” class roster ” grade roster ”

gradehook || class assignments |

Class Assignments

a Wiew FERPA Staternent

2007 Fall | Regular Acaderic Session | PeopleSaft University | Undergraduate

< ART 113 -1(1632) change class |

Histary of warld Art (Lecture]

Days and Times Room Instructor Dates

Mo 2:00PM-5:20PM TBA Aurelia Edrmundscon, 08/20/2007 - 1271272007
Betty Locherty,

Edward Litman

Go to: Class Assignments Cateqory Weight Grading Scale

copy assignments I

Assignments page (1 of 2)
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copy assignments |

Find | ¥iew all First [4] 10fe Last

Required by Institution

Required
Assessed

I:l Include for Mid Term Grade

Allow Students to View Grades

Motes:

[T
*Accignment Category: [HW Q Hornework - El
*Description: |Hnmework 1 *Short Description: |HYW1

I:l Import Class Component Grades

Begin Date: 09/04/2007 [54)
i i . 100
Maxinmum Points: Due Date: |709f09f200? EJ
Extended Due Date:
Weightin Points: 100 IEJ

Estimated Grading Date: 09/14/2007 [5)

SAVE |

Assignments page (2 of 2)

Note. Y ou cannot delete an assignment that is required by the institution or that has been graded.

Copy Assignments

Assignment Category

Includefor Mid Term Grade

Import Class Component
Grades

Copyright © 1988, 2012, Oracle and/or its affiliates.

Click to copy the assignments from another class to the current class. You
can copy assignments only from other classes that are taught by the
instructor of the current class. The copied assignments add to, rather than
replace, any existing assignments on the current class.

Select an assignment category for the class assignment. For example, select
the user-defined assignment category HW (homework) to create a
homework assignment.

Select if you want the assignment to count toward the midterm grade, for
midterm deficiency reporting purposes.

Select to define this assignment as an import target. If instructors select this
option, they can import grades from another class component into this
assignment (almost as a placeholder). For example, because only one
component can be graded, you can import the final grade from the ungraded
laboratory component gradebook into an assignment for the graded lecture
component. Oracle recommends that you assign the target assignment to its
own assignment category. Also, when you select the Import Grades check
box, the system popul ates the Maximum Points and Weight in Points fields
with 100 and makes the Weight in Points field unavailable for entry.
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Allow Studentsto View
Grades

Begin Date

DueDate

Extended Due Date

Estimated Grading Date

Number Days after Class
Begins

Duration

Notes

22
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Select if you want the system to display the student's grade for this
assignment through the student gradebook view. Instructors may want to
leave this check box cleared until they have entered grades for all students
in aclass. That way one student does not see an assignment grade before
another student seesiit.

Note. If theinstructor enters a grade, the system calculatesit into the
category average, midterm, or final grade, regardless of whether this check
box is selected. If you do not select this check box, students see a course
gradethat is calculated differently than the grade that the instructor sees.
The student's class grade does not include this hidden assignment, whereas
the instructor's view includes all grades.

For non-open entry/non-open exit classes, enter the date that the assignment
begins (such as when athesis paper is assigned) or the date of the
assignment (such as the date of an exam). This date is visible to students
through the student gradebook.

For non-open entry/non-open exit classes, enter the date when the
assignment is due. This dateis visible to students through the student
gradebook. Grades are calculated into the cumulative grade as soon as they
are entered. Ungraded assignments will not affect the cumulative grade
until the system date is equal to or greater than the due date.

Thisfield is neither required nor available for entry for open entry/open exit
classes.

For non-open entry/non-open exit classes, enter the extended due date for
this assignment if and when the instructor decides to extend the due date for
the class. Thisvalueis aso visible to students through the student
gradebook.

For non-open entry/non-open exit classes, enter the estimated grading date
to let students know when they can expect to see their grades for the
assignment. Thisvalueis visible to students through the student gradebook.

For open entry/open exit classes, enter the number of days after the student
begins the class during which they must start the assignment. The system
uses this value in conjunction with the student's start date.

For open entry/open exit classes, enter the number of days (including the
begin date) that the student has to compl ete the assignment. The system
uses this value (in conjunction with the student's begin date) to dynamically
generate a due date.

Enter any notes that the instructor might want to communicate to students
about this assignment.
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Setting Weight Values

Access the Category Weight page (click the Go to Class Assignments icon on the Gradebook - Select a Class
page).

Aurelia Edmundson

[ Faculty Center W Advisor Center W Search \I( Learning Management 1

| my schedule ” class roster ” grade roster ” gradebook || class assignments |

Class Assignments

a Wiew FERPA Staterment

2007 Fall | Regular Acadernic Session | PeopleSoft University | Undergraduate

T ART 113 -1(1632) change class
Histary of Warld At (Lecture)

Days and Times Roon Instructor Dates

Mo 2:00PM-5:30PM TBA Aurelia Edrmundson, 02/30/2007 - 12/12/2007
Betty Lacherty,
Edward Litrman

Goto: Class Assignmients Category Weight Grading Scale

copy category weight I

* Assignment Category *Weight %o
|H'l.l'l.l' Q Hormewark S0 El
|READ 0} |Reading Assignments 50 El
SAVE
Category Weight page
Copy Category Weight Click to copy the assignment categories and weight percentage values from

another class that you are assigned to as an instructor. After you copy the
category data, you can modify it. The system overwrites any existing
category weight values with the copied category weight values.

Assignment Category Enter an assignment category that corresponds to each of the assignment
categories that you entered on the Assignments page. If the instructor
attempts to save the page on which an assignment exists, but the
corresponding assignment category does not appear on this page, awarning

appears.
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Defining Marks and Grades for Grading Schemes

Access the Grading Scale page (click the Go to Class Assignments icon on the Gradebook - Select a Class
page).

Aurelia Edmundson

[ Faculty Center W Advisor Center W Search ]( Learning Management \I

| my schedule ” class roster ” grade roster ” gradebook ” class assignments |

Class Assignments

a View FERPA Staterment

2007 Fall | Regular Acadernic Seszion | PeopleSoft University | Undergraduate

T ART 113 -1({1632) change class
Histary of Warld Art (Lecture])

Days and Times Roonn Instructor Dates

Mo 2:00PM-5:30PM TBA Aurelia Edrundson, 08/30/2007 - 12/12/2007
Betty Locherty,
Edward Litrnan

Go to: Class Assignments Category Weight Grading Scale

copy grade scale I

Find | Wiew All First E 1ofl E| Last

*Grading Scheme: |'—'GD' Q-. Undergraduate Grading Scherme El
*Grading Basis: |GRD Q\ Graded
Mark | Grade | | |
| 90,00 A Q =]
| £0.00 B Q [=]
| 70,00 (€ Q [=]
| 60,00 |D =
| 13 [=]
S.a.-\'.E

Grading Scale page
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Note. If no assignments, category weights, or grading scales exist, the system populates the fields for those
items with the values on the Course Assignments - Grading Scale page. Also, the system creates grading
scheme and grading scal e records to match the grading scheme and grading scale on the Class Association
page, in conjunction with any values at the course levdl. If the grading basis is optional, the system creates
grading basis records to match the linked grading bases.

Copy Grade Scale

Grading Scheme

Grading Basis

Click to copy the grade scale information from another class to which the
instructor is assigned. The system overwrites existing grade scale values
with the copied grade scale values.

The system populates this field with the course's grading scheme (as
assigned on the Course Assignments - Grading Scale page). If no values are
on the Grading Scale page, the system populates this field with the default
grading scheme for the career of the course. Y ou can modify or add values.
Do not delete the grading scheme values that are associated with studentsin
your class, because this prevents the percentage grades from mapping to
corresponding letter (or pass/no pass) grades. In cases in which your
institution uses the grading basis remapping feature, you might need to
enter grade scales that are linked to grading schemes that are not normally
associated with this class.

The system populates this field with the course's grading basis (as defined
on the Course Assignments - Grading Scale page). Y ou can modify or add
values. If no values are on the Grading Scale page, the system popul ates
this field with the grading basis on the Class Associations page. Do not
delete the grading basis values that are associated with students in your
class, because this would prevent the percentage grades from mapping to
corresponding letter or pass/no pass grades. In casesin which your
institution uses the grading basis remapping feature, you might need to
enter grading bases that are not normally associated with this class.

Entering Grades

This section provides an overview of the grade entering process, lists prerequisites, and discusses how to:

» Enter pointsfor assignments.

» Enter assignment notes for students.

» Enter grades by assignment.

« Review cumulative grades and post grades.

« Enter Gradebook notes for students.

« Enter requirement designation grades.

+ Import component grades.

» Select the class from which to import grades.
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View the results of the class search.

View further details about a class search.

Understanding the Grade Entering Process

After an instructor creates assignments and reviews the student assignments, the instructor can enter grades
for the student assignments. The instructor can exclude specific student assignments from calculation if he or
she chooses. The instructor can also enter notes or comments about each student, override midterm and final
grades, update the midterm grades to the roster for deficiency analysis and reporting, or send final gradesto
the grade roster for official posting.

To enter, import, and update grades:

1
2.

Search and identify the class for which you want to enter grades.

Enter individual assignment grades (in numeric format) on the Class Gradebook page or the Grade by
Assignment page.

Override midterm or final grades on the Cumulative Grades page (leave blank to use the system-generated
values).

(Optional) Click the Notes link on the Cumulative Grades page to write private instructor comments for
each student.

Enter requirement designation grades, if applicable, on the Requirement Designation page.
Import grades from other component assignments on the Import Component Grades page.

Click the Update button on the Cumulative Grades page to update midterm or final grades to the official
grade roster.

Note. Grades are calculated into the cumulative grade as soon as they are entered. Ungraded assignments will
not affect the cumulative grade until the system date is equal to or greater than the due date.

Prerequisites

Before the instructor can enter, import, update, or export grades.

26

The instructor must be assigned to teach a class for the term, and he or she must have a grade roster access
of Grade, Approve, or Post.

Instructors must define class assignments.

A system administrator must define the GRADEBOOK URL for your FTP server.
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Using the Self-Service Gradebook

Page Name

Definition Name

Navigation

Usage

Class Gradebook

LAM_CLASS GRADES

e Sdf Service, Faculty
Center, Gradebook

e Self Service, Faculty
Center, My Schedule

Click the r%'_-l icon next
to aclassonthe My
Schedule page.

Enter assignment points and
exclude assignments from
cumulative grades.

Assignment Note

SSR_ASSIGN_NOTE

Click the Note link on the
Class Gradebook page.

Enter comments about an
assignment.

Students can view the
comments by clicking the
Assignment Note link on
the View Assignments and
Grades page.

Grade by Assignment

LAM_CLASS GRD_DATE

Click the Grade by
Assignment link on the
Gradebook page.

Enter grades for each
student by assignment.
Exclude grades from
calculation. Edit the due
date and date submitted
values on a student-by-
student basis.

Cumulative Grades

LAM_CLAS GRADE_TOT

Click the Cumulative
Grades link on the
Gradebook page.

View the cumulative grades
for each assignment
category. View or edit the
generated midterm and
current grades. Update
midterm and final grades.
Send grades to the roster for
posting.

Gradebook Notes

LAM_GRADE_NOTE

Click the Note link on the
Cumulative Grades page.

Enter notes about the
student and communicate
information that the student
can view on the Instructor
Comments page.

Requirement Designation

LAM_CLAS GRD_REQ D

Click the Requirement
Designation link on the
Gradebook page.

Enter requirement
designation grades.

Copyright © 1988, 2012, Oracle and/or its affiliates. All Rights Reserved.
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Page Name

Definition Name

Navigation

Usage

Import Component Grades

LAM_CLASS_COPY_GRD

Click the Import
Component Grades link on
the Gradebook page.

Import grades from an
ungraded component into an
assignment in the graded
component. The Import
Gradesfeature is
particularly useful for
multiple component classes
that have only one graded
component, but the
instructor wants grades
from al components to
contribute to gradebook
calculations for the final
class grades.

Import Component Grades -
class search

SSR_CLSRCH_ENTRY

Click the Import Grades
button on the Import
Component Grades page.

Select the class from which
you want to import grades.

Import Component Grades -
class search results

SSR_CLSRCH_RSLT

Click the Search button on
the Import Component
Grades - class search page.

View the results of your
class search.

Import Component Grades -
Class Details

SSR_CLSRCH_DTL

Click the Section link on the
Import Component Grades -
class search results page.

View further details about a
class.

Entering Points for Assignments

28

Access the Class Gradebook page (click the Class Gradebook link on the Gradebook page).
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Aurelia Edmundson

[ Faculty Center ][ Addvisor Center ]( Search W Learning Management 1

class assignments |

| grade roster || gradebook |

| my schedule ” class roster

Gradebook

';] Wiew FERPA Staternent

< CHEM 201 - 20 {2444) change class |

Organic Cheristry I (Lecture)

Days and Times Room Instuctor Dates
Mowe 11:004M-12:20PM  King 102 Aureliz Edrundson 08/30/200% - 12/12/2008

Go to:Class Gradebook Grade by Assignment Cumulative Grades Reguirement Designation Import Component Grades

Showr Active Students Only export |
Select check box next to the grade field to exclude assignment from cumulative grade calculation,
Mame ID HW 1 HW2 HW 3 HW 4 LAB
Dominge.Jesus ¥, SR1Z005 .00 [] | 1000 [] a.00 [] | 10,00 [] | 95.00 []
Mote Mote Mote Mote Mote
Montgormery,Martin  SR13032 FI 1 | F |
Mote Mote Mote Mote Mote
williamns, Jake SR13031 O F | L F
Mote Mote Mote Mote Mote
Assignment Awverage: 3.00 3.33 2,67 3.33 31.67
R EFREZH | SAVE |

Class Gradebook page

Note. This page uses deferred processing. Click the Refresh button or the Save button to update assignment
average values.

Show Active StudentsOnly  Select to have the system exclude students who have withdrawn from the
class.

(Grade) A column of fields appears for each assignment that has the Assessed check

box selected on the Assignments page. Thisisagrade field. Enter the
points that each student earns for the assignment.
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(Exclude Grade)

Note

Assignment Average

Export

Next> and <Previous

See Also

Chapter 2

A column of check boxes appears for each assignment that has the Assessed
check box selected on the Assignments page. Select this check box to
exclude a particular assignment grade from all cumulative grades (including
assignment averages) for a specific student. The grade field becomes
unavailable for entry.

Click thislink to enter a note for a student for the corresponding
assignment. Students can view assignment notes by clicking the
Assignment Note link on the View Assignments and Grades page.

The system calculates and displays a class assignment average for all
graded assignments.

Click to export your class grades to atemporary location, such asyour C
drive. Y ou can export grades as many times as you want.

Click to view the next or previous additional assignments. This button acts
as ahorizontal scroll bar.

Chapter 2, "Using the Self-Service Gradebook," Exporting Grades, page 43

Entering Assignment Notes for Students

Access the Assignment Note page (click the Note link on the Class Gradebook page).

Assignment Note

EmplID: SR1z001
Term: 2007 Fall
Subject Area: ART
Class Nbr-: 1632
Section: i

Daley,Joan Marie

Catalog Mbr: 1132 History of World At

Assignment: Hii 1

Find | Wiew All First 4] 1of1 [ Last

Exceptional Wwork on this Assignrment El

Assignment Note page

Entering Grades by Assignment

Access the Grade by Assignment page (click the Grade by Assignment link on the Gradebook page).

30
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Aurelia Edmundson

[ Faculty Center ](

Advisor Center

[ semm

]( Learning Management W

| my schedule ||

Gradebook

class roster

” grade roster || gradebook ” class assignments |

“:“_] Wiew FERPA Staternent

< CHEM 201 - 20 (2444) change class |

Organic Chernistry I (Lecture)

Days and Times
Mao'Wwe 11:00AM-12:20PM

Room
kimng 102

Instructor

Aurelia Edrundson

Dates
08/30/2008 - 12/12/2008

Go to:Class Gradebook Grade by Assignment Cumulative Grades Requirement Designation Import Component Grades

Select Assignment: 1 Q Hormework 1 Maximum: 10 Awerage: 3,00

Selact check box next to the grade field to exclude assignment from curmnulative grade calculation,

Mame i Submitted Date Due Date Grade Last Updated
Domingo,Jesus ¥, SR13005 07/31/2009 [#] 09/15/2008 5] a,00 [] 081542005 9 05AM
Montgornery,Martin  SR13032 07/31/2009 [3 09/15/2008 3 J 0F/531/2005 9 44AM
williams,Jake SR13031 07/31/2009 ¢ 0g9/15/2z008 [5) [l 07/31/2008 10:25AM
FEFRESH | SAVE |

Grade by Assignment page

Select Assignment

Submitted Dt (submitted date)

Due Date

Grade

Enter the assignment for which you want to record the assignment
submission date or grade. This refreshes the page.

Enter the date on which the student submitted the assignment. The system
populates this field with the date on which you enter agrade. Y ou can
change this value. The submitted date appearsin the Date Rec'd (date
received) field on the Student Assignment Dates page.

Enter the due date of the assignment. The system popul ates this field with
the due date that the instructor sets up on the Assignments page. If the
instructor defines an extended due date on the Assignments page, the
system displays that value. If the due date or extended due date is greater
than the student due date, the system displays the latest of the three dates.

Enter the points that the student earns for the assignment.
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(Exclude Grade)

Last Updated

Class Assignments

Chapter 2

A column of check boxes appears for each assignment that has the Assessed
check box selected on the Assignments page. Select this check box to
exclude a particular assignment grade from all cumulative grades (including
assignment averages).

Displays the date and time when a user last modified any of the following
fields copied from another assignment through an import: Submit Date,
Grade,Exclude Grade,Grade(s).

Click thislink to access the Class Assignments - Assignments page, where
you can view or edit the class assignment. Thisis helpful if you forget the
point range or some other piece of information about an assignment. If you
make changes on the Assignments page through this link, the system does
not display them on the gradebook unless you leave and reenter the
component.

Reviewing Cumulative Grades and Posting Grades

Access the Cumulative Grades page (click the Cumulative Grades link on the Gradebook page).

32
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Aurelia Edmundson

[ Faculty Center W Advisor Center ]( Search ]( Learning Management 1
| my schedule || class roster || grade roster || gradebook || class assignments |
Gradebook

‘_—l_-] View FERPA Staternent

2008 Fall | Regular Academic Session | PeopleSoft University | Undergraduate

< CHEM 201 - 20 (2444} change class I

Organic Chermistry I (Lecture)

Days and Times Roonn Instuctor Dates
Mowe 11:004M-12:20PM  King 102 Aurelia Edrmundseon  08/30/2008 - 1271272008

Go to:Class Gradebook Grade by Assignment Cumulative Grades Requirement Designation Import Component Grades

Select Grade Roster: Q update |

Grading Status:
Manme ID Hm Wik Lab Mid Term Grade / Override Owerall Grade / Override

Cormingo,Jesus ¥, SR1z0035 92,350 93.00

95,00 A Q 93,75 A 0l Mote

Montgormery,Markin SR13032 0,00 F Q

0.00 F Q Hots

williams,Jake SR1z021

0,00 F Q oL,iao F Q, bote

FEFRESH | SavE |

Cumulative Grades page

Select Grade Roster If you are preparing to update midterm or current (final) grades, select the
target grade roster.
Grading Status After you select the grade roster, the grading status of the roster appears.
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Update

Next>and<Previous

Mid Term/Override

Current Grade/Override

Note

Chapter 2

Click to send the midterm or current (final) grades to the grade roster.
When you click this button, it does not post student grades for the course.

Note. If you click the Update button and a Current Grade value is missing
for a student, the system presents you with a warning that grades have not
been assigned for all students. Y ou can cancel to go back and enter any
missing grades, or you can proceed with the update. The update will set the
grade roster to a status of Partial Post.

Conversdly, if you click the Update button and all current grades are
complete, the system sets the grade roster approval status value according
to the instructor's access (as defined on the Meetings page). If the
instructor's access is Graded, the system sets the approval status to Ready to
Review. If the instructor's access is Approve or Post, the system sets the
approval statusto Approved.

Click to view the next or previous cumulative category grades. This button
actsas a horizontal scroll bar.

Enter avalueinthisfield if you want to override the midterm grade that the
system calculates. If you leave thisfield blank, the system-generated grade
is sent to the grade roster when you click the Update button (with atarget
roster of Mid Term).

Enter avalue if you want to override the current grade that the system
calculates. If you leave thisfield blank, the system-generated current grade
is sent to the grade roster as the final grade when you click the Update
button (with target roster of Final).

Click to access the Gradebook Notes page, where you can enter notes for
each student. Optionally, the student can be permitted to view notes through
the student gradebook. Only the specific student for whom the note is
written can see the note.

Entering Gradebook Notes for Students

Access the Gradebook Notes page (click the Note link on the Cumulative Grades page).

34
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Gradebook Notes

EmplID: SRiz001 Caley,Joan Marie

Term: z007 Fall

Subject Area: ART Catalog Nbe: 113 History of Wwaord At
Class Nbr: 1632 Secton: 1

Instructor Comments
Display Note to Student (=]

I enjoved having vou in daszs,

Gradebook Notes page

Display Note to Student Select for the student to view the note through the student gradebook. The
system selects this check box by default. Clear this check box to hide the
note from the student's view. For example, you might want to enter notesto
yourself about the student.

Entering Requirement Designation Grades

Access the Requirement Designation page (click the Requirement Designation link on the Gradebook page).
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Aurelia Edmundson

[ Faculty Center ][ Addvisor Center W Search W Learning Management ]
| my schedule || class roster | grade roster || gradehbook ” class assignmenmnts |
Gradebook

“;] Wiew FERPA Staternent

< CHEM 201 - 20(2444) change class |

Organic Cheristry I (Lecture)

Days and Times Room Instructor Dates
MoWwe 11:004M-12:20PM King 102 Aurelia Edmundson 08/30/200%8 - 1271272008

Go to:Class Gradebook Grade by Assignment Cumulative Grades Requirement Designation Import Component Grades

Mame ik - - Current Grade - - Requirement Designaton Dpton Grade
Dormingo,Jesus 7, SR13005 93,75 A HoM es
Montgornery,Martin SR13032 o.00 F HCM Tes
williams,Jake SR13021 0.0 F HOHM -
R EFRESH | SAVE |

Requirement Designation page

If the class does not have a requirement designation that requires a separate grade, the fields on this page are
unavailable for entry.

Current Grade Displays the current grade for each student. At the end of the class, thisis
the student's final grade.

Designation The system displays the code for the requirement designation that the
student is attempting.

RD Option(requirement Displays whether the student is attempting the requirement designation. The

designation option) value that appears for students attempting the requirement designation is

Yes. Otherwise, no information appears.
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RD Grade (requirement If the requirement designation requires a separate grade, select a grade of

designation grade) Satisfied or Not Satisfy. If a separate grade is not required for this
requirement designation, thisfield is unavailable for entry. If no separate
grade is required, the system determines whether the requirement
designation is satisfied or not satisfied based on whether the student earns
credit for the class. If the student receives afinal grade that earns credit, the
requirement designation is satisfied. If the student does not earn credit for
the class, the requirement designation is not satisfied.

See Also

PeopleSoft Sudent Records 9.0 PeopleBook, "Preparing for the Course Catalog and Schedule of Classes,"
Understanding Requirement Designations

Importing Component Grades

Access the Import Component Grades page (click the Import Component Grades link on the Gradebook
page).
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Aurelia Edmundson

[ Faculty Center ]f Ailvisor Center ]f Search ]f Learning Management ]
| my schedule || class roster ” grade roster || gradebook || class assignments |
Gradebook

‘@ View FERPA Staternent

2008 Fall | Regular Academic Session | PeopleSoft Univerzity | Undergraduate

= CHEM 201 - 20 (24441} change class I

Organic Chermistry I (Lecture]

Days and Times Room Instructor Dates
Mowe 11:00AM-12:20PM  King 102 Aurelia Edmundson 08/30/2008 - 12/12/2008

Go to:Class Gradebook Grade by Assignment Cumulative Grades Reguirement Designation Import Component Grades

Import Grades

Use this feature to import the final grades fronm a non-graded class component. First, select an
assignment which will receive the grades, then click "Import Grades' to select the class component.

Select Assignment: Q import grades I

R EFRESZH SAvE |

Import Component Grades page

Select Assignment Select the assignment that will receive the grade import. Y ou must set up
this assignment in advance of the import, and the assignment must have the
Import Class Component Grades check box selected on the Assignments

page.

Import Grades Click to access the Import Component Grades - Basic Class Search page,
where you can select the class component from which you want to import
grades. Only classes from the current term for which you are one of the
instructors are available. When you import the final grades, the system
converts the grade percent into points (the maximum of which is 100) and
displays the result in the target assignment on the Class Gradebook page
and the Grade by Assignment page. Y ou can edit the grades after you
import them.

Selecting the Class from Which to Import Grades

Access the Import Component Grades - class search page (click the Search tab in the Faculty Center).

38 Copyright © 1988, 2012, Oracle and/or its affiliates. All Rights Reserved.



Chapter 2

Using the Self-Service Gradebook

Aurelia Edmundson

( Faculty Center \I( Advisor Center \I( Search ]If Learning Managemeint ]

| search for classes ” browse course catalog || faculty search |

Search for Classes

Enter Search Criteria

Institution | PeopleSoft University Vl

Term | 2007 Fall v|

Select at least 2 search criteria, Click Search to view vour search results,

Class Search Criteria

Course Subject Biology
Course Number | iz exactly vl 100
Course Career | Undergraduate ot |

Show Open Classes Only
[ show Open Enby /Exit Classes Only

Uze Additional Search Criteria to narrow vour search results,

[* additional Search Criteria

CLEAR CRITERIA SEARCH

Import Component Grades - class search page

Note. The instructor of the graded component must also be entered as an instructor of the ungraded

components to import grades from those class components (the instructor does not need to have grade roster

access for the ungraded component). Also, assignment grades for another component must exist.

Use the fields on this page to specify your class search parameters.

Viewing the Results of the Class Search

Access the Import Component Grades - class search results page (click the Search button on the Import
Component Grades - class search page).
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Aurelia Edmundson

( Faculty Center W

Advisor Cemter

W Search

| search for classes

Search for Classes

browse course catalog

]( Learning Management ]

” faculty search

Search Results

When available, click Wiew All Sections to see all sections of the course,

PeopleSoft University | 2007 Fall

The following classes match vour search criteria Course Subject: Biology. Courze Murnber is
exackly '100', Course Career: Undergraduate, Show Open Classes Only: Yes

.Open

DC|DSEE|

STarT & MEW SEARCH

&Wait List

Import Component Grades - class search results page (1 of 2)

SectionlLEC(1206]

Session Regular

% BIODLOGY 100 - General Biclogy I

Yiew All Secons

Status .

First E 1-3 of 9 [} Last

Days & Timmes Room Instuctor Meeting Dates |
Mo eFr 9:00AM - os/30/2007 -
315 0AM TBA kot 12/12/2007
Sectionlf-LEC(3342 Status .
Session Regular’
Days & Times Room Instuctor Meeting Dates
Maowie &:00PM - TBA Aurelia 0g/30/2007 -
FiZ20PM Edrmundson 1z/12/2007
Sectionl0A-LAB(3343 Status .
Session Regular
Days & Timmes Room Instuctor Meeting Dates
Mowe F1I0PM - TBA furelia og/30/ 2007 -
2:50PM Edrmundson 12/12/2007

STarT & MEW SEARCH

Import Component Grades - class search results page (2 of 2)
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select class | If the system returns more than one class, click the select class button to
specify the class from which you want to import grades.

Section Click a Section link to access the Import Component Grades - Class Search
Detail page, where you can view further detail about the class.

Viewing Further Details About a Class Search

Access the Import Component Grades - class detail page (click the hyperlinked section number on the Import
Component Grades - class search results page).
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Aurelia Edmundson

If Faculty Center W Advisor Center W Search \I( Learning Management 1

| search for classes || hrowse course catalog ” Taculty search |

Search for Classes

Class Detail

BIOLOGY 100-1 General Biology I
PeopleSoft University | 2007 Fall | Lecture

WIEW SEARCH RESULTS

Class Details

Status . Open Career Undergraduats

Class Number 1206 Dates afa0fz2007 - 12/12/2007
Session Regular Acadernic Seszion Grading Graded

Units 2.5 units Location Hacienda

Instruction Mode In Person Campus Main Hacienda Carmmpus
Class Discussion Required

Components

Laboratory Required

Lecure Required

Meeting Information
Days & Times Roonn Instructor Meeting Dates
\MoweFr 9:004M - 91504M | TEA | Staff |08/30/2007 - 12/12/2007

Class Availability

Class Capacity ia0 VWait List Capacity u}
Enrollment Total 7 Wait List Total u]
Available Seats a3z

DescHpbdon

Representative topics in modern bialogy, emphasizing the present state of knowledge and
the major means whereby this knowledge iz being expanded.

WIEW SEARCH RESULTS

Import Component Grades - class detail page

Click the Select Class button to select the class and enter the assignment grade for students who exist in both
classes. Y ou can repeat this process and import from different classesif you have one large lecture section
with multiple laboratories or discussions.
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Exporting Grades

Instructors can export class gradesto atemporary location, such astheir C drives. Instructors can export
grades as many times as needed.

To export grades:
1. Click the Export button on the Class Gradebook page.
2. Wait for the export process to finish.

3. If your browser prompts you with the option to open the file from its present location or to save it to your
local computer's hard drive, choose the latter.

4. Specify the location on your directory where you want the system to place your class gradebook csv file,
and detach thefile.

5. Launch your spreadsheet program (for example, Microsoft Excel).
6. Navigateto the directory that you specified, locate your csv file, and launch it.

7. Usethecsv fileto view or manipulate data locally, or save the file as a Microsoft Excel file and useit for
your manipulations.

Prerequisite

Before you can export grades, you must define an FTP URL address for your system on the URL
M aintenance page.

See Also

Chapter 2, "Using the Self-Service Gradebook," Defining Gradebook URLSs, page 12

Chapter 2, "Using the Self-Service Gradebook," Entering Points for Assignments, page 28

Reviewing Class Assignments (Students)

Copyright

If an instructor sets up a class for Gradebook, students in the class can access information about the class and
their progress-to-date through the student gradebook, which is available through the Student Center. Students
can also access thisinformation by clicking the View My Assignments link in the Enrollment menu.

This section lists prerequisites and discusses how students can:
« View summary information about assignments and grades.
« View assignmentsin detail.

« View total pointsfor each category.
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» View the class grade scale.
« View instructor comments.

« View student assignment dates.

Prerequisites

Before a student can use the gradebook pages:

» The student must be enrolled in a class that has gradebook data.

« Theinstructor must have activated gradebook information for the class.

The instructor does this by accessing and saving the Class Assignments component.

Pages Used to Review Class Assignments

Page Name

Definition Name

Navigation

Usage

View Assignments and
Grades

LAM_STDNT_GRADES

o Sdf Service,
Enrollment, View My
Assignments, and select
the term and class.

¢ Sef Service, Student

Center, and click B
beside the relevant
class.

Students can view summary
information about class
assignments and cumulative
grades and link to other
pagesto view more detail.

Assignment Details

LAM_STDNT_CLAS ACT

Click thelink for an
assignment in the
Assignment column on the
View Assignments and
Grades page.

Students can view each
assignment in detail.

Assignment Note

SSR_STDNT_ASGNNOTE

Click the Assignment Note
link on the View
Assignments and Grades

page.

Students can view instructor
comments about an
assignment.

Assignment Categories

LAM_STDNT_CATEGORY

Click the Assignment
Category link on the View
Assignments and Grades

page.

Students can view total
points for each category.

Class Grade Scale

LAM_STDNT_GRAD_SCL

Click the Grade Scale link
on the View Assignments
and Grades page.

Students can view their
class grade scale.
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Page Name Definition Name

Navigation

Usage

Instructor Comments LAM_STDNT_GRD_NOTE

Click the Instructor
Comments link on the View
Assignments and Grades

page.

Students can view notes
from their instructor.

Student Assignment Dates | LAM_STDNT_DATES

Click the Student
Assignment Dates link on
the View Assignments and
Grades page.

Students can view due dates
and grades for each
assignment.

Viewing Summary Information About Assignments and Grades

Students can click the View My Assignment link from the Enrollment menu or click the Gradebook icon
beside the class in the Student Center to access the View Assignments and Grades page and view assignment
details and summary information about their cumulative grades, and link to other pages for more detail.

Access the View Assignments and Grades page (Self Service, Enroliment, View My Assignments).

Joan Daley

go to ..,

vI®

(e )

Plan I

| my clags schedule ” adld || drop

View Assignments and Grades

Enroll ](

My Academics \I

Swap ” edit

|| term information |

View Assignments and Grades

2007 Fall | Undergraduate | PeopleSoft University

Course Tide Course ID Class Nbr Subject Catalog Nbr EIEE?
Section

|Hi5tu:ur',' of Waorld Art 001205 1632 ART 113 1

|GEI‘|Et’a| Biology I o037ao0 3342 BICLOGY 100 10

View Assignments and Grades page

Note. Class assignment data remains accessible to students even after the term ends.

Current Mid Term Grade

Displays the student's current midterm grade, including the weighted points

and letter grade to date. Only assignments for which the Include for Mid
Term Grade check box is selected contribute to this percentage.
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Current Overall Grade

Begin Date

Due Date

Assignment

Category

Grade

Out of

Assignment Note

Other Information

Assignment Category, Grade
Scale Instructor Comments,
andStudent Assignment Dates

Select Another Class

View My Class Schedule

Chapter 2

Displays the student's current overall grade, including the points and letter
grade to date for all assignments that have grades to date. All assignments
(except those that are specifically excluded or not yet due) contribute to this
percentage.

Displays the start date of the assignment. Typically, thisisthe date of the
activity or the date that the instructor assigns the assignment.

Displays the date that the assignment is due. The system includes all grades
that were entered by this date in the cumulative grades. If the due date or
extended due dateis less than or equal to the system date, a missing grade
counts as 0.

Displays a description of the assignment, as entered by the instructor.
Students can click an Assignment link to access the Assignment Details
page, where they can review each assignment in detail.

Displays the category of the assignment, as defined by the instructor.

Displays the points that the student earns for the assignment.

Note. If an instructor has dropped a grade from the calculation, it will
appear in the Assignment Notes section.

Displays the maximum points that the assignment is worth.

Click alink in this column to view instructor notes about a particular
assignment.

Displays specific information about an assignment.

Click any link to access the page where you can view information about the
linked topic.

Click to accessthe View Assignments and Grades page, where you can
select adifferent classto view.

Click thislink to view the student's schedule for the term.

Viewing Assignments in Detalil

Access the Assignment Details page (click the link for an assignment in the Course Titlecolumn on the View

Assignments and Grades page).

46
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Mo 3:00PM-S:230PM TBA

Joan Daley laoto ... ¥ [
( Search Wl’ Plan ]( Enroll ]( My Academics ]
| my class schedule || adld ” drop ” sSWap || edit ” term information |
View Assignments and Grades
Class Grades
2007 Fall | Undergraduate | PeopleSaft University
= ART 113 -1 (1632) change class |

Hiztory of wiorld Art [Lecture)

Days and Times Roon Instructor Dates

Aurelia Edrundson, 08/30/2007 - 12/12/2007
Betty Locherty,
Edward Litrman

Current Mid-Term Grade: o.00 %o~
Current Overall Grade: 21,00 % =~ A
< Class Assignments
- _ Dut _
Begin Date Due Date |[Assignment Category |Grade of Other Information

o9/04/2007 09/09/2007 Hormework 1 H o vl Q0.00 100
09/14/2007 09/19/2007 Hormework 2 H ok 5,00 100 ©ptional
o09/z4f2007 09/29/2007 Hormework 3 H o vl g0.00 100
10/04/2007 10/09/2007 Reading 1 Reading S0.00 100
i0/14f2007 10/19/2007 Reading 2= Reading 25.00 100
10/24/2007 10/29/2007 Reading 3 Reading 4,00 100 Sptional

Assignment Details page (1 of 2)
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< Assignment Categories
Weight |Mid-Term Mid-Term | Category Category
BEREEG Wi Total D E Ef Grade Total D E Ef Grade
Hormewaork S0 175.00 200,00 87.50
Reading Assignments S0 129.00 200,00 24,50
+ Grade Scale
Mark Grade
Q0,00 A
g20.00 B
Fo.oo &
50,00 (0]
F
< Instructor Comments
Comments
1
< Student Assignment Dates
Begin Date | Due Date |Description Date Rec'd | Grade Last
t ® Updated
09/04/2007 09/03/2007 Homewark 1 og/i1sg/2009 20,00 0g/1g8/200%
09/14/2007 09/19/2007 Homework 2 osf1a/z009 5.00 08/18/200% Optional
09/24/2007 09/29/2007 Homework 3 og/1a8/z009 S0.00 0&8f1s/2009
10/04/2007 10/09/2007 Resading 1 og/1a8/z009 Q90,00 08f18/2009
10/14/2007 1071972007 Reading 2= ogf18/2009 95,00 08/18/2009
1072452007 1072972007 Reading 3 og/i1sg/2009 4,00 08/18/200% Optianal

Assignment Details page (2 of 2)

Copyright © 1988, 2012, Oracle and/or its affiliates. All Rights Reserved.




Index

A

assignment categories 11

Assignment Categories page 44
Assignment Details page 44, 46
Assignment Note page 27, 30, 44
gnments, defining course defaults 13
Assignments page 20

C

calculations 6

Category Weight page 19, 23

class assignments 18
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F
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G

gradebook
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Gradebook Category component (LAM_TY PE)

11

Gradebook Category page 11

Gradebook Notes page 27, 34
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grades
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entering, importing, and updating 25, 32
entering requirement designations 35
exporting 43

Grading Scale page 19, 24
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