Grade Center

OVERVIEW

myLesley allows instructors to enter students to track and view their progress in a course
with the Grade Center feature. The student can only view their grades. The Grade Center
is currently only for myLesley.

Official final semester grades still need to be entered manually by the instructor at
www.lesley.edu/lois. The Grade Center in myLesley is informational, not official.
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Grade Center (continued)

AccEsSING THE GRADE CENTER

1. Log into myLesley and click the my courses tab on the top of the page. Select your
course from the my courses list.

Announcements
Syllabus
Assignments
Resouroes
Faculty Info

Tools

B communication
% Course Tools
K Course Map

(& Control Panel < 2. Choose Control Panel.

& Refresh
@ Detail View

3. Choose the Grade Center from the “Assessment” Menu.
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The Grade Center will load on screen.
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Grade Center (continued)

AbD A New GRADE COLUMN

The Add Grade Column tool adds a new column to the Grade Center that represents a
gradeable item in the course.

1. In the Grade Center, click the Add Grade Column button 4@!’ Add Grade Column
in the action bar.

The “Add Grade Column” page will appear on screen.
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6. Click Submit to finish.

30 888-mylLesley



Grade Center (continued)

MopIFYING A GRADE COLUMN

Once a grade column is created, the instructor can modify the column properties or delete
a column and all of its associated grades.

1. In the Grade Center, click the arrow in the specific grade column header to see more
options.

E The options presented in the drop down menu include:
Research Pape Refle Column Information, Modify Column, Hide Column, Column

; ' Statistics, Set as External Grade or Remove Column.
i Column Information

Modify Column -t 2. To modify the column properties, choose Modify Column.

Hide Column
Column Statistics

The “"Modify Columns” page will appear on screen.

3. Make any changes or additions to the column properties,
Set as External and click Submit at the bottom of the page to update the
Grade grade column.

Remove Column

Close Menu

ENTER OR CHANGE A GRADE

Instructors can manually enter in or change a grade in the Grade Center spreadsheet
directly in a grade cell.

1. Click the cell in the column next to the student being graded. The cell will become an
editable area.

F
™ Last Name First Name E Research Pape

2. Type in the grade and hit Enter on the keyboard. The grade will be saved in the
spreadsheet and the next grade cell in the column will become active. Instructors can edit
and delete a grade using the same one-click editing function in the Grade Center.
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Grade Center (continued)

GRADE OPTIONS

Once a grade has been entered into the Grade Center, the instructor can view and edit
details associated to the grade.

1. In the grade cell, click the arrow on the right side to view more options.
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éGrade Details

Add Comment
Exempt Grade

Close Menu

There are three options shown in the cell drop down list: Grade Details, Add Comment and
Exempt Grade.

Please refer to the myLesley Faculty Handbook: Grade Center for more information and
instructions on the Grade Center features (available on the eLearning and Instructional
Support resources page at http://www.lesley.edu/elis/resources/mylesleytutorials.html).
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