Using Smart View to Manually Enter Grades for a single item

To Create the Smart View from Grade Center, click on Manage Menu on the topmost tool bar. From the
menu, select Smart Views.

1. In the Smart Views window, you will click the button Add Smart View to enter the Create Smart View
window.

2. Enter a name for the new smart view (ie Enter Grades) and to enter a description is optional.

3. In section 2 Selection Criteria, click Focus (Select individual users.)

4. The Select Criteria area will change and you may use Selected Users default and select one or
multiple users from the listing of students. If you wish to have all users in the course available for grade
entry, select the button Select All at the bottom of the listing box.

5. In the area Filter Results, use the drop down list to select the item Selected Columns Only.

6. This selection will cause a new drop down list to appear that lists the column items available for the
Smart View you are creating. You will select the one column that you will be entering grades.
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Users:
All Users 'I [ Include hidden user infarmation

Filter Results  Columins to Display in Results:

| Selected Calumns Only d Total %I
Yeighted Total
¥
© Submit

Click Submit to finish. Click Cancel to guit.
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7. Click the Submit button to create the view and return to the Grade Center view.



8. In the Grade Center window on the second tool bar, select the menu by Current View and select the
newly created Smart View for entering grades (ie Enter Grades). NOTE: You may still Hide columns
even in this view to make it less busy. Remember the items displayed in addition to the one column in
the view are controlled by the columns you indicate in Organize Grade Center.
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9, The next time you enter manual grades for a different column, you will need to modify this Smart View
to be the column in which you wish to enter grades, save the modified view, and then make the modified
view the Current View.



