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+ This guide has been prepared in response to student demands for the “disclosure of midterm/final exam scores.”
It provides instructions on how to conveniently disclose midterm, final, and assignment scores to individual students using the LMS grade-
related features.
* Options include individual disclosure, bulk upload, and disclosure by specific exams/assignments.
» Please note that even if grades are disclosed through the LMS, they are not automatically linked to the “Portal Grade Input System.” This
feature serves only as a disclosure function.

« The use of LMS functions to disclose grades is at the discretion of the course instructor.

+ This guide consists of the following sections:
1) Grade Policy Guide: How to keep grades private and ensure they are not visible to students until finalized
2) Assessment Weight Setting Guide: Preparatory steps for grade entry (creating virtual assignments)
3) Grade Disclosure Guide for Assignments/Exams: Detailed procedures for entering grades into virtual assignments and disclosing them to

students




e Guide for Grading Policy
= [For Instructors]




Guide for Grading Policy and Publishing

Basic Premises
EXPLANATION Q

+ The default policy is grade confidentiality. Therefore, even if grading is completed, grades are not immediately disclosed to students.
— This is to prevent grades from being exposed to students right away in case of grading errors by the instructor.
+ The grade posting policy (public/private) must be set before grading.

— Once grades have been entered, changing the posting policy will not automatically disclose them.




Guide for Grading Policy and Publishing

Grading Policy Gradebook Settings

2025-2 Tutorial TF 2 > Grades

Account Gradebook ~ B ) Import < Export v | X
[fx\xj Student Names Assignment Names
Admin - )
Q Search Students i Q Search Assignments .
) Gradebook Settings
b,
Dashboard "Tf Apply Filters
Late Policies Grade Posting Policy View Options
H|AE TtH 5
Student Name @ HEEH s Total
Courses Outof 100 MA 10U © Putomatically Post Grades
EES 100 @& P\ssignment grades will be visible to students as soon as they are entered. Grades that have already been hidden
- ill remain hidden.
Calen Hi=Scia 90 - & - Manually Post Grades
Inbox

rades will be hidden by default. Any grades that have already posted will remain visible. Choose when to post
grades for each assignment on each column in the gradebook.

z
Eﬁg@

=]
o
[
=
a

ag

&

* When you want all learning components within a course (assignments, quizzes,
discussions, etc.) to be disclosed to students immediately upon entry
* When there is no need to adjust the grade release timing separately for each
assignment

)

2=
B
S

EXPLANATION Q

E——]
Cancel Apply Settings

Go to [Grades] menu > Settings (gear icon at the top right) > Gradebook Settings screen > Select the “Grade Posting Policy” tab > Choose the option for Automatically

Post Grade > Apply Settings

* If manually Post Grade is selected, grades entered for each assignment will not be disclosed to students unless you explicitly choose to release them.




Guide for Grading Policy and Publishing

(TGN TS How to Publish Grade for Each Assignments

E5]
= Home radabook

?'} Announcements

Student Mames J
i=] Syllabus
U W L "
L*‘::E'}-?'F{f Q earch Students v
= 1 !
= Weekly Learming =
2 '? Apply Filte

B Assignments

TE Hep 27 o o AE | mportod Aas
= Quizzes Stussent hame @ & X P

Ot of 5 MAMNUAL = 4 O'% of gr;
® Discussions
Sort by
" MyCMS >
= offline Attendance SpeedGrader
a Learning activity Message Students Who
® Students Motific-- Curve Grades
_—
¥ Learning Analytics _
amtin s b Set Default Grade

o

i& Total grade book : _
= Post grades
% Grades

E survey
=1 Attendance Enter Grades as p 2
A TAjAuditor appr-- Grade Posting Policy

&5 People

.
f.a Gradescope

STEP BY STEP

1. Click the ‘Grades'.
2. Hover your mouse cursor over the assignment/test you want to reveal to activate the : (More). Click ¥’ to view more.
3. Click the 'Post grades’.
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(TGN T8 How to Publish Grade for Each Assignments (Using SpeedGrader)

Lt Harme

} Announcements
Bl syltabus
12 ficard
" Asgnments
" Quizzes
B Discrissnng
B MyCME
L= Cefline Attendands
[ {rarning actrvity

" Sudents hotific

STEP BY STEP

1. Click on the assignment/test you want to reveal in 'Weekly Leaming’.

2. Click the ‘SpeedGrader’,
3. Click View in the upper left comer and tap 'Post Grades'.

Related ltems
th Quiz Statistics

e {51 Moderate This Quiz

SpeedGrader™
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Grading Group & Weights

Gnad.hrc':su p& Check that the assessment groups and their weightings are set in accordance with the course syllabus.
—  2025-2 Tutorial TF 115 > Assignments &d Student View

Searct . ;
Account faf Home Q. Search.. [EET | Assignment

& Announcements
®
min - v Tast 60% of Total
iscussions
®
] Grades y
Dashboard ¢ = Mid-term Test ®
& Peaple O joopts
=, Final Test
100 pts
£l syllabus
Rubrics i+ Assignments 30% of Total
®© & Modules ¢ [ Assignmentl S
History Weekly Learning U B
[= Attendance .
B Assignment 2
Board " MyCMS = 50 pts
" Students Notific-
MyPage Board
@ (G Learning activity i+ Attendance 10% of Total
& Total grade book
Help
No assignments in this grou
& Question Banks & & P

(# Lear ning Analytics
Survey

& TA/Auditor appr--
o) Gradescope

EXPLANATION Q

=
c
0
=
™

-~

* Inthe LMS, final grades are automatically calculated based on the weightings of assessment groups under the [Assignments and Assessments] menu.
Check that the assessment groups and their weightings are consistent with the course syllabus.f the assessment groups and weightings in the LMS differ from those in the

syllabus, adjust them by referring to this guide.




Grading Group & Weights

Add Gradi .
Groun g Add a Grading Group
—  2025-2 Tutorial TF = > Assignments 64 Student View
20256 2¢87] i
Accourt {2 Home Q. Search.. - Group + Assignment :
& Announce
> |
n = Assignments
Admin P i v Test e 60% of Total
el
3 [%] Grades y
Dashboard ¢ = Mid-term Test ©
£ People 5 1o0pes e
Add Assignment Group X
sourses =, Final Test
100 pts )
l syliabus
Group Name:
[E] Rubrics v Assienments 30% of Total
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STEP BY STEP &§

1. Go to the [Assignments] menu in the course.
2. Click the [+Group] button.
3. Enter the group name in the name field and specify the weight of the group to be applied to the final grade.

* Weekly Learning (Attendance), Assignments, and Course Materials are assessment groups provided by default.



Grading Group & Weights

Gradnggmelghts Set or edit the grade weights.
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1. Go to the [Assignments] menu in the course.
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Weight final grade based on assignment groups

Cancel Save
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2. Click the More Options icon at the top right of the assignment list, then select Assignment Group Weighti

10% of Total
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3. When the Assessment Group Weighting settings screen appears, enter the percentage weight for each assignment group and make edits if necessary.
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Grading Group & Weights

Move Leaming

Compone Move leaming components within an assessment group if necessary.
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STEP BY STEP &§

If any learning component has been assigned to the wrong assessment group, move it according to the guide below.

1. Click the More Options icon at the top right of the assignment list, then drag and drop the item into the desired assessment group.

1BYD MY



KOREA

UNIVERSITY

Guide to Disclosing Grades
for Each Assignment/Exam
[For Instructors]

AR T TR B AT

o~

" B




Guide to Disclosing Grades for Each Assignment/Exam

As;lilr::::ent Create a virtual assignment in the LMS to disclose grades for each assignment/exam to students.
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STEP BY STEP &§
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B Mid-term Test
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s Final Test
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i+ Assignments

B2 Assignment 1
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B Assignment 2
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i - Attendance

1. Click [Assignments] on the left menu.

&d Student View

+Group -+ Assignment

-

60% of Total

30% of Total

This guide describes the LMS function that allows instructors to disclose
grades for assignments and exams that were not created or graded within
the LMS.

If you are using another method (e.g., individual notifications, distributing
graded exam papers, etc.), you may continue to use that method.

2. Click the [+ Assignment] button at the top right. (To add grades via [+ Assignment], at least one assessment group must be created; see slides 2-3.)

1242 N
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Guide to Disclosing Grades for Each Assignment/Exam

As;lilr::::ent Create a virtual assignment in the LMS to disclose grades for each assignment/exam to students.
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STEP BY STEP &§

> w o=

Set a title for the virtual assignment.
Set the total points (maximum score).
Since this is only for disclosure to students, it will not be included in the final grade.

Click the [Save & Publish] button at the bottom right. (If you click [Save] only, you will not be able to modify it in the “Grades” tab.)
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Guide to Discosing Grades for Each Assignment/BExam

Procedure for Entering Grades for Disclosure after Creating a Virtual Assignment in the LMS
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STEP BY STEP &Y

Go to the Grades tab.

1.
2. Click the three dots to open the detailed settings menu for each (virtual) assignment.

3. Decide whether to make the grades visible or hidden (the default setting upon creation is “Visible").
4.

Enter grades for each student.
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Guide to Disclosing Grades for Each Assignment/Exam

You can decide whether or not students’ grades are displayed based on the visibility setting.
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1. When set to Visible: Students can see their own grades exactly as entered, but cannot see other students’ grades.

2. When set to Hidden: The entered grades are not displayed.
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Guide to Disclosing Grades for Each Assignment/Exam

Bulk Excel Upload Method (Download Upload Template)
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Note: The “Bulk Grade Entry” feature that appears when clicking certain

1BYD N

menus is intended for assigning the same grade to all students. v

1. Go to the Grades tab. (For easier distinction, it may help to enter a few sample values in the grade column where you plan to upload grades)

2. Click [Export] at the top right.

3. Select [Export Current Gradebook]. An Excel file in CSV format will be automatically downloaded.
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Guide to Disclosing Grades for Each Assignment/Exam

Virtual .
Bulk Excel Upload Method (Edit Template & Upload)

)

0w o G B W N

@

Account

F‘.‘Z} Announcements
u

0.

ual Post
Points Possible

TES 57695 2 19 2025-2 T 100
s, HA| 110023 b077fe1042025-2 Tu 50 l
“ l

[(=] 20252 Tutorial TF 2% > Grades

20258 Z9p7|

£} Home Gradebook -+
Student Names
B Assignments

‘ O, Search Students
® Discussions 9

Y Apply Filters

& People
S i <&  Mid-term Test
Out of 100 MANUAL
LI QIANQIAN(2021--
5] Syllabus
= S

STEP BY STEP &§

1,
2.
3.
4.

Edit the downloaded template as needed (modify the column data corresponding to the virtual assignment).

In the LMS Grades tab, click [Import].
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Guide to Disclosing Grades for Each Assignment/Exam

Bulk Excel Upload Method (Save & Confirm)
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STEP BY STEP &§

1. After reviewing the uploaded data, click [Save Changes].
2. Check the Grades tab to confirm that the changes have been applied.
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Guide to Disclosing Grades for Each Assignment/Exam

Bulk Excel Upload Method (Save & Confirm)
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This feature is used only when the “Manually Publish Grades” option is selected.

1. Click the detailed settings tab (three dots) for the assignment you want to publish.

2. Click the [Publish Grades] button.
3. In the window that appears on the right, click [Publish].
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see their grade and/or submission
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*® Specific Sections
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