INSTRUCTOR TRAINING & SUPPORT RESOURCES

GRADEBOOK: ADDING GRADED CUSTOM COLUMNS
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Additional graded custom columns can be added to the Gradebook for tracking
grades that are manually entered, such as classroom participation.

The following can be added:

e One Graded Custom Column (Assessment) per lesson
e One Craded Custom Column (Assessment) at course level

IMPORTANT: You are not able to apply weights to these columns.

STEP 1: Access Gradebook Actions

Click on Gradebook in the left navigation menu, then click on the Actions dropdown
box in the upper left corner of the Gradebook.
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STEP 2: Add your Custom Column

From the Actions dropdown list, choose Add a Custom Column.
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A new popup window will appear including the following information:

Add a Custom Column

When a Custom Activity is created, a column is added to the Instructor Gradebkook. If you woulgfli
to also show in the Student Gradebook, check “Show in the Student Gradebook.”

You may add only one Custom Assessment per lesson. You may add one Custom Assesgment for the
overall course. You must assign points for Custom Assessments to appear in the Graglbook; Custom
Assessments with zero points will not appear.

Details
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1. Lesson: Use the drop-down to select which lesson (chapter/unit) to add the
custom column to. If you wish the custom column to remain at the course
level (not within a chapter/unit), leave the Lesson drop-down at "Select".

2. Title: Enter a title for the column (e.g. Class Participation).

3. Max Grade (Points): Enter the total number of points the column will be
worth.

4. Due: Enter a due date (either typing it in manually or using the calendar icon).
NOTE: Due dates/times can also be updated in Activity Settings.

5. Show in student gradebook: Toggle ON to display your custom column in the
student gradebook.

Click Add in the top right corner when finished adjusting the settings for your
Custom Column.

Your newly created column will appear in your Gradebook. Here, you can manually
enter grades for each student by clicking on the appropriate cell for each student
and typing in their grade.
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Deleting your Custom Column

If you happen to make a mistake and wish to delete your column, you can do so in

Activity Settings.

While in Activity Settings, type in the name of your custom column in the Filter
search bar, then click Filter. Your custom column should appear (e.g. Participation
was the name of the custom column created in this example).
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https://scribehow.com/shared/Gradebook_Adding_Graded_Custom_Columns__BN46IKtESb6FSVAsedbhXA

