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Faculty Tutorial: 
Grade Center: Edit the Grading Schema and Create a New Grading Schema 
 
Purpose: To show faculty how to edit the default “Grading Schema,” (or grading scale) and how 
to create a new “Grading Schema” for the MyHills Grade Center.  
 

Edit the Existing Grading Schema 
 
From within the “Full Grade Center,” hover your cursor over “Manage.” In the sub-menu that 
opens, click “Grading Schemas.” 
 

 
The “Grading Schemas” page will open.  
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On the “Grading Schemas” page, hover your cursor over the “Letter” grading schema, which will 
highlight it. Then, click the drop-down arrow that appears. In the sub-menu that opens, click 
“Edit.”  
 

 
The “Edit Grading Schema” page will open. 
 

Under “Schema Information,” enter a “Name,” and a “Description” for the grading schema, in 
the boxes provided. The name “Letter” will appear in the name box by default. 
 

Note: “Name” is a required field. The “Description” is optional. 
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Next, under “Schema Mapping,” the default “Letter” grading schema will appear. If you use a 
grading schema other than what is shown, and you would like to use letter grades in your 
course, you will need to enter the correct information, in the appropriate boxes.  
 

Note: Check with your academic division, if you have questions about grading scale policy. 
 

Change the percentages that appear in the first column of boxes to the percentages for the 
grading schema you use. Note: The “Less Than” percentage will change automatically. 
 

Next, type the appropriate values in the “Will Equal” boxes. In the example below, we are 
changing the grading schema to reflect a Pass/Fail course. 
 

You can delete unwanted rows by clicking “Delete Row,” located to the right of the row you 
would like to delete. Select any of the arrows under “Insert Rows” to add additional rows to the 
“Grading Schema.” The rows will be inserted where the selected arrows are pointing. 
 

 
Enter appropriate values in the “Will Calculate as” boxes. 
 

Note: If you manually enter Grade Center values as they are listed in the “Grades Manually 
Entered as” column, the Grade Center will assign numerical values equal to the percentages 
listed in the “Will Calculate as” box for those items. This is not recommended, especially for 
letter grades (A, B, C, etc.). For example, there is a significant difference in quality between 
work that earns a 100% and work that earns a 90%. Entering simply an “A” for both into 
MyHills would assign a 95% to both assignments.   
 
Once you have completed your schema, click “Submit.”  
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Create a New Grading Schema 

 
On the “Grading Schemas” page, select “Create Grading Schema.” 
 
The “Create Grading Schema” page will open. 
 

 
Under “Schema Information,” enter a “Name,” and a “Description” for the grading schema, in 
the boxes provided. 
 
Note: “Name” is a required field; “Description” is optional. 
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Next, under “Schema Mapping,” you will need to enter your grading schema as shown earlier in 
this tutorial. 
 
Note: The default schema is shown below. 
 

 
Once you have completed your schema, click “Submit.”  
 

 
 
A “Success…” message will appear at the top of the “Grading Schemas” page.  
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Your new “Grading Schema” will appear on the “Grading Schemas” page.  
 
Note: You can delete a “Grading Schema” by selecting the checkbox located to the left of the 
schema “Title” and then clicking “Delete.” You can only delete “Grading Schemas” that you 
have created.  
 

 
 
Note: Your new grading schema will now appear as a “Display” option when you create a 
“Column,” or a “Calculated Column,” in the Grade Center. Please see the tutorial “Grade 
Center: Add a Column” for details on how to add a column. 
 
 
Congratulations! You now know how to edit the default “Grading Schema” and how to add a 
new “Grading Schema” to the MyHills Grade Center.  
 

Office of Online Learning  
 

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 


