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Customizing the Teacher’s Gradebook

Hiding items in the Grader report page
To hide unwanted activities from appearing in a teacher’s view of the gradebook, the teacher needs to:

1. create a gradebook category,
2. move unwanted items into the category book, and
3. hide the category.

Creating a new Gradebook category and moving items into it

1. Click on Grades in the Navigation Drawer.

2. Click on the Setup tab

Grader report
View Setup Scales Letters Import Expol
Grader report Grade historv Outcomes report O

The Gradebook setup page is displayed
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(Alternatively,, click Gradebook setup under the Actions menu at the top right of your
course.

@ Edit settings
# Turn editing off

& Course completi I

U Y Filters r
) & Gradebook setup
e [ Backup

1 Restore

The Gradebook setup page is displayed)

3. Scroll to the bottom of the page.

4. Click the Add category button.

Add grade item Add category ‘

The New category page is displayed.

5. Type a descriptive name for the category, e.g. Hidden activities.

v Grade category

Category name

Hidden Activities| ‘

Aggregation

-

Natural #
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6. Click the Save changes button.

A message may appear. Click the Continue button.

Recalculating grades

100%
—

The Gradebook setup page re-appears.

7. Select the items that you want hidden in the Grader report by using the check boxes on the

right side.
Max
Name Weights@  grade Actions  Select
B Ms. Beverly's LINC 3 - Edit +  All/
None

$ #® Home Sweet Home 100.00  Edit ~ O
$ 8 Housing in Canada 100.00  Edit ~ O
T # Invitations 100.00  Edit ~ /
$ @ The Noise Factor 10000 Edit~ O /
1 @ Who's Responsible? 100.00  Edit ~
T @ Using the Telephone for 100.00  Edit ~ /
Business Messages
1 8 Returning Faulty 100.00  Edit ~ O
Merchandise
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8. Scroll to the bottom of the page.

9. Navigate to the Move selected items to menu and click on the arrow. Select the name of the
new category added in step 5.

Save changes

Move selected items to | Choose...

“»

Choose...

Ms. Beverly's LINC 3

q Hidden Activities

Note: By default, all gradebook items are placed in a category identified by the course short
name.

The page refreshes after clicking on a category and a message may appear.

10. Click the Continue button.

Recalculating grades

100%
—

The Gradebook setup page re-appears.
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11. Scroll down the page to see the updated contents of the category. Items selected in step 7 can
be seen under that category.

{ ® Hidden Activities h - Edit ¥ All/
None
$ & Invitations | 10000 Edit~ O
83533
$ #® Who's Responsible? ] 100.00  Edit ~ O
831533
$ 8 Using the Telephone for 0 100.00  Edit ~ O
Business Messages 33333

Scroll back up the page again if needed.

How to delete a Category

Any category except the default category with the course short name can be deleted by clicking the
delete icon next to it in the drop down editing menu on the Gradebook setup page.

{ ®m Hidden Activities - Edit ~ All/
None

- & Edit settings
— e — w— & Oclete
' Hide

Reset weights
T S — g—
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To confirm deleting the category click Yes.

Confirm

Delete Hidden Activities ?

- -

This returns all activities from that category into the default category. They will be located at the end
of the report and can be moved as required.

Hiding a Category and all of its contents on the Grader report page

1. Ifyou are in Gradebook Setup, click the View tab.

Gradebook setup
«—

View Setup Scales Letters Im

Gradebook setup Course grade settings

Otherwise, click on Grades in the Navigation Drawer.
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2. Scroll to the right until the name of the new category appears. It will be displayed above the
first item in that category.

s— Hidden Avtivities —
First name / Surname 8 Bev's 003 Class Attendance $ / @ Invitations $ #* @8 Who's Responsible? ¢ #* @8 Using the Telephone forB.. $ #* ¥ Hidden Avtivities total $ #* ¥ Coursetotal ¢ #*
. Eduardo Garcia 100.00 - - - - 100.00
‘ Maria Guptez 100.00 88.67@ Q -Q 88.67 81.67
, Lee Chan 100.00 86.67@ -Q -Q 86.67 87.67
' Ahmed Ali 100.00 91.67@ o} - 91.67 9235
Overall average 100.00 89.00 - - 89.00 90.42
3. Click the Aggregates only icon next to the category name.
Hidden Avtivities — '
L)
# Invitations $ #° @ Who's Responsible? $ #° {8l Using the Telephone for By
<
- -Q ¥
88.67@ Q }
86.67@, -Q ¢

If necessary, click it more than once to find the Aggregates only icon. The icon will change to
the Grades only icon (plus sign).

All items in that category have been hidden in the Grader report view.

Hidden Avtivities 4+
J Hidden Avtivities total < V4 ¢ Course total & s

= 100.00
88.67 81.67
86.67 87.67
91.67 92.35

89.00 90.42
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Displaying Hidden items on the Grader report page

A gradebook item in a category that is hidden can be displayed on the Grader report page again by
removing it from the hidden category. Follow these steps.

1.

Go to Grades in the Navigation Drawer and click the Setup tab (or click Gradebook setup
under the Actions menu icon at the top right of your course.)

Scroll to the bottom of the page.

Locate and select the item(s) under the Hidden category to be removed from the category.

1 # Editing Paragraphs O 100.00 %

50.0

Click on the arrow on the Move selected items drop-down menu.

Click the category with the course short name.

If the Recalculating grades window displays, click the Continue button.

The items are moved out of the category and appear at the top of the gradebook items list.

Move the items as desired.

Moving an item on the Grader report page

1.

Go to Grades in the Navigation Drawer and click the Setup tab (or click Gradebook setup
under the Actions menu icon at the top right of your course.
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2. Click on the small arrows to the left of the item to be moved to relocate it up or down to the
desired location.

$ # Have a Safe Trip
I f# On Her Own: Travelling Alone
Invitations
T #® Who's Responsible?
1 #® Using the Telephone for Business Messages

$ L Speaking Practice: Housing in Canada

3. Click on the Move to here rectangle to move the item to a new location.

T #® The Noise Factor

LV\ A NaAL e .

\
$
\
)
ﬁ
5

The page automatically reloads and the item is moved to the new location.
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