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IN CAMPUS CENTRAL
Overview
The SBCCD Online Gradebook is a complete grading system. You can use it to keep track of student scores and assignment information, set the grade scale, compute final course grades, and view statistical data.

In addition, Gradebook is fully integrated with the SBCCD student system. Student names are retrieved directly from the student system, and student adds and drops are updated automatically. You may also submit your final grades from Gradebook directly into the student system.

Finally, Gradebook allows a student enrolled in your section to see his own scores and progressive course grade on Campus Central.

Getting Started
When you first start Gradebook you will see several things. In the top left corner, you will see a "View Gradebook Menu" link. This link is the starting point for all Gradebook functions. Whenever you click on this link, the left column will show the main Gradebook menu. From there, you can access all the features of Gradebook. As you select many of the Gradebook features from the menu, the menu itself will often be replaced by something else. You can always show the main menu again by clicking "View Gradebook Menu" in the top left corner.

To the right of the menu, you will see a list of all the students who are enrolled in this section. A student who drops this section before it begins will subsequently not appear on this list. A student who drops this section after it begins will subsequently be colored gray and have an asterisk by his name.

To the right of the student list, you will see a "Course Total" column and a "Final Grade Override" column. The "Course Total" column shows the cumulative course grade for each student, and is updated automatically as you add scores or change the settings which control how the course grade is computed. The "Final Grade Override" column provides a way for you to override the grade in the "Course Total" column when you submit your final grades into the student system.


Setting the Grade Scale
From the main Gradebook menu, click "View Grade Scale". You will see a range of percentages for each grade of A, B, C, and D. You will also see that the number on the low end of each range is a link. To change a number, click on the link. The number will be replaced with a text box. Type a new number and press enter, and the number will be changed. Student grades will be updated as well to reflect this new change.

Setting Up Categories
Gradebook allows you to create up to ten categories, each of which can comprise any number of assignments. To create and set up these categories, click "View Categories" from the main menu. The first time you do this for a section, you will see that a few categories are created by default. The first category is "Attendance", and it is automatically populated with an assignment for each scheduled meeting. This category cannot be removed, though you may choose not to use it. "Homework" and "Tests" categories are also created by default, but with no assignments. They are simply given as a starting point; you may choose to remove them or rename them.


To rename a category, click on the name. It will be replaced with a text box; type the new name and press enter. If the name is longer than 10 characters, Gradebook will only use the first 10.

To create a new category, click "New Category". Type the category name and press enter.

To work with the assignments in a given category, click "Show" next to that category. To the right, you will then see one column for each assignment in that category and a summary column. To hide the assignments in a category, click "Hide" next to that category.

To change the weight of a category, click "Show Category Weights". Below you will see "Category Option: Weight", and the weight of each category will be shown. To change the weight of any category, click on it. Note that all category weights default to zero, so the assignments in each category will not be figured into the final course grade until this is changed. Also note that the weights are not percentages. They may, but need not, add up to 100.


To change the assignment weighting method of a category, click "Show Assmt Weight Modes". Below you will see "Category Option: Ast Wt", and the assignment weighting method for each category will be shown. To change the weighting method for a category, click on it. There are only two methods available, and clicking on it toggles between the two methods. The "Points" method indicates that all points in all assignments are equal. Assignments with more points are worth more; assignments with less points are worth less. The "Equal" method indicates that each assignment has equal weight within that category, even if the maximum points vary for the different assignments. If all assignments in a category have the same maximum points, there will be no difference in the two methods.

To drop low scores within a category, click "Show Drop Low Scores". Below you will see "Category Option: Drop", and the number of scores to drop for each category will be shown. To change the number, click on it. Student grades will be updated immediately, and dropped scores will be shown in red.

To remove a category, click "Show Remove Categories". Below you will see "Category Option: Remove", and the word "Remove" will be shown next to each category. Click "Remove" next to a category to remove that category. If the category has any assignments associated with it, you will be told that you must remove those assignments before you can remove the category. Otherwise, you will be asked for confirmation, and then the category will be removed.

Working with Assignments
The first time you show the assignments of a category, all you will see is a summary column. As you enter new assignments and scores, this column will be updated to show each student's cumulative score in this category. 


To add a new assignment, click "New Assignment" at the top of the summary column for the appropriate category. You will see a text box with the text "date" in it. If you type in a valid date, then a new assignment will be created in a new column. Click on the title and maximum points to change each of those values. If the title is longer than 10 characters, Gradebook will only use the first 10. Initially the assignment will be inactive, meaning that it does not figure into the cumulative category and final course grades. Click "Activate" to activate an assignment; click "Deactivate" to deactivate an assignment. Inactive assignments are colored gray, and all the scores for that assignment are shown in red.

To remove an assignment, click the red "X" at the top of the column. You will be asked for confirmation, and the assignment will be removed. Student grades will be updated accordingly. Please note that if you remove an assignment, you will not be able to recover the scores. You should only remove an assignment if it was created in error. If you choose not to count a particular assignment, you should deactivate it.

To enter scores for an assignment, click "Scores" at the top of the column. A text box will appear in that column for each student, and you can enter as many of the scores as you want. Be sure to click "Submit" at the top of the column when you are finished, or the scores will not be saved. You may also add or change a score for a specific student by clicking on that score. Valid scores include whole numbers from 0 to 9999, **, and X. The ** score indicates that no score is available and is counted as a zero. Use the X score to exempt a student from a particular assignment. X scores are shown in red.

To assign extra-credit, you may either add extra points to any assignment, or you may create one or more separate extra-credit assignments. The first method may be used without restriction; there is no practical limit on the number of extra points you may assign. A student may receive up to 9999 points for any assignment, regardless of the maximum points for that assignment. To use the second method, create an assignment with zero maximum points. This method may only be used in a category that uses the "Points" assignment weighting method.


Viewing Statistics
Directly above the name of the first student you will see a row, which is used to show various statistics for each column. Initially this row shows the average score for each column. If you click the "Average Score" link, the statistics row will be changed to show the average percent for each column. Each time you click on the link, a new statistic will be shown and the row heading will be changed accordingly. If dropped students are shown, their scores will be figured into the statistics. If dropped students are not shown, their scores will not be figured into the statistics. The "Number Missing" statistic, however, does not count scores missing from dropped student, whether they are shown or not.

Hiding Dropped Students
Each time you start Gradebook, the student list contains current as well as dropped students. Click "Hide Dropped Students" from the main menu to hide the dropped students. When you do this, the link will change to "Show Dropped Students"; click on it to show the dropped students again.

Backing Up Your Data
When you click "Backup Scores to a File" on the main menu, a file is created containing all of the raw scores for this section. The file is a tab-delimited text file, but it is named with an ".xls" extension so that it will open in Microsoft Excel by default. If you don't have Microsoft Excel, you can open it with any text editor. Note that Gradebook does not permanently save this file. You should print it or save it to your local hard or floppy disk for future reference.

Submitting Final Grades
When your final grades are complete, you may submit them directly into the student system. The grade shown in the "Course Total" column is the final grade that will be submitted for each student.


To submit a different final grade for a student, click the link in the "Final Grade Override" column next to that student. You may enter A, B, C, D, or F. You may also enter I for incomplete. To remove a grade you have entered in this column, click on it and enter **. Note that if a student is registered for credit only, his grade will be shown as CR or NC in the "Course Total" column, and you may only enter CR or NC in the "Final Grade Override" column. CR is equivalent to A, B, or C; NC is equivalent to D or F.

To submit final grades into the student system, click "Submit Final Grades" from the main menu. You will be given some final reminders, instructions on what to do if the submission process is interrupted, and instructions on how to verify that your submission was successful. After you submit, you will continue to have access to view the data for this section, but you will not be able to change any scores or settings. Note that you will not be allowed to submit your grades until the final meeting day of this section.



Copying Setup Data
From the main menu, click "Copy Setup Data". You will see a list of your recent sections that have Gradebook data associated with them. Click on one of these sections to copy all category, assignment, and grade scale data from that section to the section you are currently using. Note that you will not be allowed to copy setup data if you currently have any assignments and/or scores entered.

Submitting Early Alert Data
Gradebook's Early Alert function allows you to compile data about students whose progress is not leading toward successful completion of your class. You can then submit this data to the Matriculation Office, who will send an "Early Alert" letter to each of these students, explaining the data you have submitted.

From the main menu, click "Submit Early Alert Data". You will see five columns indicating various areas of concern. For each student, put a check in each column that applies to that student. You may also type a note that will appear on the student's letter. To do so, click in the note area and type. Each note is limited to a maximum of 40 characters. When you click "Submit", Gradebook will send data to the Matriculation Office for each student with at least one check and/or a note. If you do not put any checks or a note for a student, that student will not be reported. You may submit data for a student only once, but you may submit data for different students at different times.

Refreshing the Data
All data is refreshed automatically and immediately whenever necessary. However, occasionally there may be a break in the internet connection or the web browser processing. In such a case, you should click "Refresh All Data" from the main menu in order to ensure that the data you see matches the data in the Gradebook database.

