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How do I access the course roster? 
To view a list of students in your course, open the 
course site and click on Grade Center inside the 
Control Panel and select ‘Full Grade Center.’ 
 
In the Full Grade Center, click the ‘Work Offline’ 
button in the top right corner, and select 
‘Download.’  
Under the ‘Data’ heading, select “User 
Information Only” 
 

 
 

 

Then click Submit – when the page refreshes, click the Download button to save the file to your 

computer. The file will contain any user information that is visible in the Grade Center (usually Last 

Name, First Name, Username (JHED ID), Student ID, and Last Access. 

I do not want students to be able to see their grades on one particular assignment 

until I am finished grading all of them. How can I hide/unhide the column? 

You can tell a column is currently hidden from student view if it has the  symbol at the top of the 

column. To hide/unhide it from student view, click “Hide from Students (on/off)” from the drop down 

menu. 
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How do I change the due date of an assignment within the Grade Center? 
Locate the assignment grade column and select 
‘Change Due Date’ from its dropdown menu. 
Update the due date and time and click ‘Submit’ 
to proceed. 

 
 

How do I give an additional attempt on an assignment? 
In the Grade Center, access a cell's menu and select View Grade Details. The Grade Details page appears. 

Allow Additional Attempt only appears if a student has already submitted the maximum number of 

attempts allowed for that assignment. You can continue to offer opportunities to resubmit attempts 

each time a student reaches the maximum number.  
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How do I reset an exam attempt? 
In the Grade Center, access a cell's menu and select View Grade Details. The Grade Details page appears. 

Select Ignore Attempt on the Grade Details page.  

Note: Do not DELETE attempts. Please only IGNORE attempts, so that the data can remain in the 

classroom if there are any questions or concerns. 

 

 

What do the icons in the Grade Center represent? 
In the lower-right corner of the Grade Center, 
select Icon Legend to view the icon descriptions. 
Icons can appear in the Grade Center cells, 
attempt menus, column headers, on the Grade 
Details page, and on the Needs Grading page. 
 

 
 

How do I give all students credit for a single question on an exam? 
You may find an error on an exam question and need to give students full credit. You can easily do this 

within the Grade Center by selecting ‘Grade Questions’ from the exam dropdown menu. A list of exam 

questions will load. Locate the the question you would like to grade and then click the number in the 

‘Responses’ column on the far right. The Grade Responses page will load, which shows all of your 

students’ scores. Select ‘Question Information’ and select the ‘Give Full Credit.’ A pop-up will appear 

that states the following: This will give full credit to all submissions for this question and all subsequent 

submissions. This action is not permanent. You can remove full credit to revert scores. Click OK to 

continue.  
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What are SmartViews and how can I use them? 
A smart view is a focused look at the Grade Center that shows only the columns that match a set of 

criteria. The view is saved for continued use. When the Grade Center includes a great number of 

students and columns, you can use smart views to quickly find data. Several smart views are available by 

default, but you can also create your own. 

 
With smart views, you can view the progress of these items: 

• An existing group 

• Student performance for a particular item 

• Individual students 

• Category and status of items 

• Custom combination of attributes 
 
Please contact your Course Support Specialist to set up 
SmartViews in your course. 
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Is there a way to view only one student at the Grade Center at a time? 
You can easily show a single student’s row in the Grade Center by selecting the dropdown menu next to 

their name and selecting Hide Other Rows. You can then show all of the students’ rows in the Grade 

Center by selecting Show All Rows. 
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