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Where should students go to view their grades? 
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Unlike faculty, students do not have the Manage tab. 
1

2
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Category 

Assignments 

The Overall shows students the up-to-date 
standing in the course. To turn it on, refer to 
slide 7, Preferences.   



Convert 
grades to 
PDF file 

These are different representations of student 
grades. Remember to click on Update to change 
the view. The Default is what  has been set up 
under Preferences, see slide 7. None of these 
view mode would affect what students see. 

You may enter grades by student (click on the student 
name) or by assignment (click on the check mark icon).   

You can also sort the grades (click on the assignment 
name) in ascending or descending order. 

Instructor editing view (View All Grades) 
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If you are in a merged course, you can 
display grades by section number.  
Select from the dropdown menu and 
use Update to change the view.  



Where should I go to build (edit) the grade book? 
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•  Gradebook mode: point or percentage?  
•  Use Percentage: if you plan to drop certain grades; if you decided 

certain assignments should weigh x% of the course grade no 
matter what; or if you are simply not sure. 

•  Use Point: if you just want to sum up all the points earned from all 
assignments. 

•  To start: select Mode (slide 7), create Categories 
(slide 8-9), add Assignments (slide 10-12).  

•  Establish the grading scale (slide 13) 
•  Backing up grades (slide 14-15) is strongly 

recommended.  
•      Indicates tips but not essential to new users 

Basic concepts 
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Slide 7. Under Preferences, you can 
copy gradebook, set gradebook mode 
to be point or percentage; display 
student overall grades, etc. 

Prepare grade information for eLion 

Gradebook Main Menu 
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Slide 13 

Slide 8-9 

Slide 10-12 

Slide 3 

Slide 14-15 



These options decide the 
student view of Overall, see 
slide 2. 

Sometimes these options 
set limits to each other, 
for example:  

Gradebook Preferences Copying gradebook will replace 
the existing one. Always enter the 
empty gradebook and copy from 
an existing one. 

This option decides the instructor’s 
Default editing view, see slide 3. 
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Refer to slide 8, Weight 



Check the category you 
would like to edit, then 
click on Edit Selected.  

Advanced mode 
gives you more 
editing options.  

If this option is checked, there will 
be a Category Average column for 
each category, which can be 
annoying at times.  

If the release date is in the 
future, grades under this 
category will be truly hidden 
and will not be calculated in the 
Overall or Category Average.  

Do NOT use comma (,) in naming categories.  

You can decide Weight only if the gradebook is in 
Percentage mode and the Auto-calculate option 
unchecked.  To change grade book mode, refer to slide 7.  
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Tasks means actions you can 
take on the selected category.  

Deleting a category will result in 
the loss of all grades under that 
category. Please be extra careful.  
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Re-order categories 



Point value is always required, even for 
percentage-based  gradebook. 

Do NOT use comma (,) in naming assignments.  

“Manual” means the professor enters the grades in 
the gradebook student by student. Both the Lessons 
tab and the gradebook can keep student grades. 
However, without appropriate association in between, 
grades entered under the Lessons tab will not be 
displayed in the gradebook.  
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See slide 12  
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You can switch to a different 
assignment from here 

Enter either percentage or points,  

ANGEL will fill up the other number for you. 

•  ANGEL will lock all manually 
entered grades. 

•  When locked in the gradebook, 
the grades will not change even if 
the instructor makes changes 
from the Lessons tab / Utilities. 

•  However, even locked, grades 
imported from an Excel file will 
overwrite existing grades.  
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You can show members of a particular team and 
use Batch Update at the bottom of the screen to 
enter the same grade for the entire team. 



The Grading Scale must be complete if: 

1.  You would like to show students their letter grades; 

2.  You would like to transfer student final grades to eLion 
without manually entering them. 

* The minimum percent for F is 0.  
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How to Export Grades (to edit or backup) 
Step 1 

Step 2 

Select the desired gradebook mode. Points 
is less confusing. 

Export then click on Save 

Keep the file 
in .csv format. 

This is why not to use comma (,) in 
naming categories and assignments.  

Choose location 
and file name. 
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If you are importing the file that 
was exported from the gradebook 
before (in .csv format), keep 
everything here as default.  

Double check gradebook 
mode. If this file was exported 
as points then it should be 
imported also as points.  

Lock is not recommended. You can 
batch lock but not batch unlock grades. 

How to Import Grades back 



How do I know what each student would see? 
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1

2

4

3 choose a student 


