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Posting grades in WebCT gives the students the opportunity to view their grades in real time. This can be a motivator and also allow them to catch errors in your grading (however unlikely).  Using this spreadsheet is a bit of a bother to setup, but it saves a ton of time in grade maintenance since WebCT is not very friendly if you have lots of students and/or lots of assignments.  Since WebCT can compute a letter grade based on a percent you can use it to post your grades at the end of the semester (and some day we will be able to export to PeopleSoft …).  

Once the spread sheet is setup for a class you can simply rename from a previous semester and paste in the new students saving most of the setup time.

Another benefit of using this system is that your grades are automatically backed up in WebCT. 
Setup
1. Review how the spreadsheet works.  The following columns are computed to used by WebCT:

a) Complete:  Percent of assignments completed.  Use to inform the student of missing work.  This column is optional and can be deleted.

b) Percent:  Calculated based on the total possible points entered on line 2.  NOTE: enter possible points as the assignment is entered in the spreadsheet

c) Total: Total student points

d) Adjust: allows for an adjustment where the student will not makeup the work.  Adjusts the total possible for that student by the numbered entered.  Example use:  missing a quiz with an excused absence.
e) Last Name, First Name, and User ID:  These columns are from WebCT.  User ID is used to match records when importing. 

2. In your WebCT Course setup the following columns in your grade book.  Column names must match the column heading in the spread sheet.

a) Percent and as a numeric field.  NOTE:  You must enter the total possible points as 100 for this field to be visible when setting up the grading scheme (“Apply the grading scheme to:” in #3 below). 
b) Complete as an Alphanumeric field

c) Grade as a letter grade field and setup your percent (AS A WHOLE NUMBER) for each letter grade based on the column Percent.

3. Make a copy of the blank spreadsheet for your class.

4. Open the copy in Excel and add/delete columns for your assignment.  The column headings are used as headings in WebCT.  Double check the total column to insure the range still includes all the assignments. 

5. Rename the sheet tab to the name you want to export.  Ex. AGET 150 F05.

6. In WebCT Export the class roster by using the following steps:

a) Choose Control Panel | Manage Course | Manage Students

b) Under Options: Records choose download

c) Open the resulting file in Excel and paste the First Name Last Name, and User ID columns into the grade sheet beginning on ROW 3.

d) You can manually add students as long as the User ID is a match.

7. Copy the formulas on ROW 3 (Complete, Percent, and Total) down for all the students. 
Entering Grades and Updating WebCT
1. To enter grades for an assignment enter the possible points in ROW 2 and the student’s grades.

2. Click on the menu option “Export” and the macro will save the Excel version of the spreadsheet and export a text version.  The file is exported in the same folder as the Excel spreadsheet.
3. In WebCT:

a) Choose Control Panel | Manage Course | Manage Students

b) Choose Option: Records and Import Student Data

c) Browse for your exported file (.txt), upload and select the uploaded file.  Choose Separator: TAB and click on the import button.

d) WebCT will import the file and prompt you to add any new columns (assignments) it finds in the file.  These are not computed and may be created as type alphanumeric.

e) WebCT will report all mismatched User ID’s.  You will always get the total line reported here which is OK since it is not a student.  However if other lines are reported then you will need to check User ID’s and import again. 

Notes:

· There is nothing special in how the spreadsheet calculates grades.  Feel free to modify for your needs.

· All WebCT cares about is matching the User ID and uploading the columns of data.  The Macro simply saves time in this process and you can do more computations in WebCT or none.  

Questions can be addressed to: mspiess@csuchico.edu 
