INDIANHILLS

COMMUNITY COLLEGE

Faculty Tutorial:
Grade Center: Grade Report

Purpose: To show faculty members how to create a Grade Report in MyHills.
IMPORTANT: Unless you have Adobe Acrobat installed on your computer, you will need to use

the web browser Google Chrome to create and save your Grade Report, as it will allow you to
save the report as a PDF. You may download Google Chrome at www.google.com/chrome.

From within your course’s Grade Center, hover your cursor over “Reports.”
In the sub-menu that opens, select “Create Report.”

Grade Center : Full Grade Center
The Full Grade Center displays all columns and rows in the Grade Center and is the default view of the Grade Center. More H;

Create Column Create Calculated Column Manage ’ Reports l

H Create Report ‘

\

View Grade History

P Move To Top Email

Submission Receipts n

The “Create Reports” page will open.

Create Reports <«
Reports are customized, printable Reports from Grade Center data designed to be shared with Students and Observers. Reports can be generated for all of the grades in the Grade

Center, for a specific time frame such as a marking period, for a defined group of Students, or for a defined Category of grades. More Help

Under “Header Information,” uncheck the box next to “Report Name.”

\

HEADER INFORMATION

Select what to include in the header of each report.

Report Name

-~
| B
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Then, check the box next to “Course Information.”

HEADER INFORMATION

Select what to include in the header of each report.
[T} Report Name
[ )

[7] Date

July 23, 2024

[7] Institution Name

(vome ]

Course Information

[ MyHills Training: Tutorials 2

[C] Names of Users by Role

Instructor

)

Next, be sure that “All Users” is selected under “Users.’

USERS

Create reports for the selected Users.
© Al users —
(O Selected Users

[} Include Hidden Users in Reports
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Under “User Information,” the boxes next to “First Name” and “Last Name” should be checked.

USER INFORMATION

Select what User information to include in the reports.

First Name

Last Name

—

[T} Username

[7] Student ID

7] Last Access

Select which columns to include in the report. You may also choose to “Include Hidden Columns
in Reports,” though this is not required.

IMPORTANT: Be sure to include all relevant columns in your report. However, you do not
need to include items that are not graded and/or are not used to calculate a final Course
Grade.

COLUMNS

Select the columns to include in the reports.

@® Columns currently displayed in the grid (in display order)

(O All Columns
(O All Columns in Category
(O Selected Columns

Include Hidden Columns in Reports

You may select additional column information, such as “Description” and “Due Date,” to include
in the report under “Column Information.”

Note: Adding additional “Column Information” is not required. “Name” and “Grade” are
included by default.
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You do not need to add/change anything under “Footer Information.”

~
FOOTER INFORMATION

Select what to include in the footer of each report.

Once you are ready to create your report, click “Submit.”

Note: Select “Preview” if you would like to preview the report before clicking “Submit.” Click
“Cancel” to cancel the report and return to the Full Grade Center.

/7\ ,ﬂ—-v‘/"\w“‘w‘/".

i

/
Cancel Preview Submit

The report will open in a new window or tab. Students are listed in alphabetical order.

Note: “Grade Information” for each student will be listed individually.

N

Print Report

Grade Center Reports can be printed using the browser’s Print button. More Help

Stuart Dent

GRADE INFORMATION

Item Grade 1
Course Grade F(46.875%)
Course Grade 61.25%

Diana Prince \

GRADE INFORMATION

Item Grade
Course Grade )
Course Grade

fl,
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Click the three, horizontal bars that are located in the upper-right corner of the report window.
In the sub-menu that opens, select “Print...”

}l = =

Gri Syncand save data Sign In
-~ New tab Ctrl+T
New window Ctrl+N
4
] New private window Ctrl+Shift+P
"
Bookmarks >
' g
£ History >
¥ Downloads Ctrl+)

s Passwords

Add-ons and themes Ctrl+ Shift+A
o Print... Ctrl+P
AT Save page as... Ctrl+S
/ Find in page... Ctrl+F
~
Translate page...
'y Zoom - 100% + /"
a Settings
s~
4 More tools >
Report broken site >
d Help >
/ Exit Ctrl+Shift+Q
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The “Print” window will open. Select “Change...” for the print “Destination.”

Print
Total: 33 sheets of paper

[—] Online Learning (3005)

Destination
Change... h
| J
Pages ® Al
D |eg.1-5,8,11-13
Copies 1 +

At gt b N L

12513 Print Report

Irene Adler

Grade Information

Item

Course Grade

Introduce Yourself

Important Terms for this Course
Famous Physicist

Personal Reflection Journal
LUO1: Quiz

LUO2: Essay

LU02: Quiz

LU04: Quiz

T A o G A o L P T T e WL

WV v o ey ..o"*l"—-.,.lc’/

In the pop-up window that opens, select “Adobe PDF” or “Save as PDF.”

Select a destination

Q Searchd

Recent Destinations

[~ Online Leaming (3005)

Local Destinations Manage...

:j Save as PDF h

N —

[) Snagit1l

(3] Send To OneNote 2013

\_-E: Ruth's color printer (3505)

[

@ Online Learning (3005)
=T .
[ Microsoft XPS Document Writer

1 Adobe POF <(fmm—
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Select “Print.”

Print 12513 Print Report

Total: 33 sheets of paper

q Print ‘ Cancel A

Irene Adler

Destination () Adobe PDF Grade Information

l Change... 1 o=

Course Grade

Introduce Yourself
Important Terms for this Course
eq.1-5 8 11-13 Famous Physicist

Pages o Al

Personal Reflection Journal

LUO1: Quiz

LUD2: Essay

Copies 1 !+ - S oE

LU04: Quiz '/
. e M_,r‘.’;”'_Nk,J'JOI’“, I““’.“\"A““

T A o G A o L P T T e WL

In the pop-up window that opens, type the name of the file in the box next to “File name:” and
select where you would like to save the report. Then, click “Save.”

Note: Your file name should be the course prefix, course number, period (dot), section
number, period (dot), last name. For example, CSC110.05.smith (one section number, one
faculty member).

r —— — A
Save PDF File As [
@Ovl Desktop » v |45 l|[| Search Desktop gl ,

Organize v New folder g v (7)
' -
¢ Favorites @ e Libraries
Desktop == System Folder
& Downloads -
= Recent Places L / Computer
¢ s System Folder
| )
i < Network
| & Libraries L/ System Folder
@ Documents -
J’ Music
[ Pictures
£ videos
File name: | (SRR m— =
Save as type: | PDF files (*.PDF) - ”
4 Hide Folders — |Save| Cancel
\ — )
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The PDF should now be saved to your computer or flash drive.

Note: If you have multiple section numbers or multiple faculty members teaching a course,
use one of the following naming conventions:

CSC110.01-05.smith (multiple consecutive section numbers, one faculty member)
CSC110.01-02.13.smith (multiple non-consecutive section numbers, one faculty member)
CSC110.01.smith.jones (one section number, two faculty members)

f »
-
Recycle Bin

[ a—
CSC110 80

135U.pdf

Congratulations! You now know how to create a Grade Report in MyHills!

Looking for more computer tutorials? Please visit: www.indianhills.edu/tutorials.

For further assistance on this topic or other technical issues, please contact the IT Help Desk
Phone: (641) 683-5333 | Email: helpdesk@indianhills.edu | Web: www.indianhills.edu/helpdesk
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