
Gradebook Settings – Overall Grade – Transcript  

Setting up your Gradebook is important for tracking and displaying student grades during the 
course. This video will help you locate the Gradebook settings in the Ultra Course View and 
covers setting up the overall grade calculation.  
 
To set up your overall grade, you will need to locate the Gradebook link in the top 
navigation. Click on the Gradebook link and open the Gradebook. Next, you’ll need to locate the 
gear icon on the right side. Click on the gear icon to open the Gradebook settings. Since we 
want to set up the overall grade, scroll down until you see “Manage overall grade settings” and 
click on the link to open the Overall Grade Settings page. On the right side, you will see a few 
options. The first is “Base calculation on points earned out of total graded points.” If this is 
selected, the calculation will be a running total grade based on the points earned divided by the 
points graded. You can also select how the overall grade will be displayed. Options are letter, 
percentage, and points. You can also decide if the overall grade will be shown to students or 
hidden from students.  
 
There are three options for calculating the overall grade: points, weighted, and advanced. In 
this course, we’re going to look at examples of points-based grading and weighted 
grading. Advanced grading is outside the scope of this course, but it may be useful in some 
circumstances. So, talk to your ambassador about that if you think it is appropriate for your 
course.  
 
Let’s look at an example of setting up a points-based overall grade. The first thing you’ll need to 
do is make sure that you select the calculation type. In this case, it’s already on Points so we 
don’t need to change it. The next thing you’ll want to do is you’ll want to look at your grade 
categories and the items associated with those grade categories. For example, let’s look at the 
Assignment grade category. We’ll open this up to see the five items listed below. If we’re happy 
with these assignments being in the Assignment category, then we can move on. Let’s take a 
look at the Test category. There are three items in the Test category. If we look here, we have 
Exam 2, Exam 1, and Quiz 3. Well, I would actually prefer Quiz 3 to be in the Quiz category. So if 
you see something like this, you’ll need to change the category. Let me show you how to do 
that. The best way is to close out of the gradebook settings and then find Quiz 3 in the list of 
assessments. We’ll go to the three dots at the far right and edit. And you’ll see here that the 
category is set to Test. And we’re going to click on that, scroll down a little bit and find Test 
under Grade category, and we’re going to switch that to Quiz. Now, Quiz 3 will be in the grade 
category of Quiz. We’ll make sure to save it. And you’ll see here that it’s changed now to 
Quiz. When we go back to the Overall Grade, we’ll come back here and we’ll click on Edit, and 
we should see now that Quiz 3 is listed under the Quiz category. And there it is. And it’s no 
longer quiz - it’s no longer listed under the Test category.  
 
But let’s look at a couple of more advanced options that may be helpful in calculating your 
overall grade. One thing you may want to do is you may want to exempt or exclude certain 



items from a grade category. Let’s look at our Assignment category for a moment. We’ll see 
here that we have two Annotated Bibliographies. The first one is intended to be a rough 
draft, so we do want to give students feedback and a score on that, but we don’t want to 
include it in the overall grade. So what we do is we click on the Exclude button here, and we can 
remove those six points from the overall grade. So now that I’ve added it back in, you’ll see that 
it’s 312 points. And when I click it, it drops down to 306. So, this is a way that you can have a 
graded assessment but exclude it from the overall grade. And this can be helpful sometimes in 
this case.  
 
Now, let’s take a look at doing a weighted calculation. So, the first thing you’ll need to do is 
make sure that you select the correct calculation type. In this case, we’re doing weighted, so we 
need to switch over here to Weighted. Now you’ll see that the items have changed from points 
to percentages. We still have the same grade categories and the same items listed under each 
of those categories. Now, when you’re doing a weighted grading, it’s even more important to 
make sure that your categories are correct. So you’ll want to check each one and make sure 
that the items that are listed are the correct items. For example, we have one exam here. Let’s 
make sure that that is correct. This is our final exam. Okay, so we have that listed under 
Exam, we have a couple of exams listed under Test, and then we also have three quizzes listed 
under Quizzes, and our five assignments are listed under Assignments. So the next thing we’re 
going to need to do is we’re going to need to make sure that all of these percentages add up to 
100%. Now, if you know what these are, it’s fairly straightforward. So let’s just do an 
example. Let’s say our homework is worth 20% of the overall grade, our quizzes are also worth 
20% of the overall grade, and our tests are worth 30% of the overall grade, and our final exam is 
worth 20% of the overall grade. Now you’ll look down and you’ll see that we have 100%. Now, 
one of the things that is a problem is that these categories that aren’t being used are taking up 
the slack here. So what we need to do is come in and make sure these are all set to 0%. And, 
oh, we see that we’re at 90%. That’s because we forgot we do need to add 10% for 
attendance. So you have to unlock this, type in 10% and then lock it. Okay, so now we’re back 
to 100%. And that’s how you would set up a weighted total.  
 
So, that was a basic overview of how to set up the overall grade in the Ultra Course View. If you 
have a more sophisticated grading need, please talk to your ambassador or someone at the 
Center for Innovative Teaching and Learning. We’re more than happy to help you get your 
Gradebook set up correctly and ensure that your course goes smoothly. 


