Gradebook: Weight Grades

The Weight Gradestool allowsthe instructor to set aweighting for items used for calculating a
summary grade. Weighting items can be adjusted per item or by category.

Finding the tool

1. Gotothe Control Panel of your course site and select Gradebook in the Assessment area.
Figure 1 shows the Gradebook spreadsheet on the View Spreadsheet page.
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2. Click onthe Weight Gradestool in the top toolbar (Figure 2) of the View Spreadsheet
page.
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3. TheWeight Grades page (see Figure 3 on the next page) appears next.
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Figure 3 - Weight Grades page
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Click " Submit" to finish. Click "Cancel” 1o abor this process.

6. Click on Submit to save your selections.
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Click the radio button next to Weight by Category to weight grades by the category in
which they belong. Each category may contain more than one item in the Gradebook. Fill in
the percent value for each category that counts towards the overall grade.

If selecting Weight by Item, click the radio button to the left to do so. All actual itemsin
the Gradebook will be listed so that each can be weighted individually and independently
from other items. Enter what percentage of the overall grade each item will represent.
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