WebCT Vista End of Semester Checklist for Instructors/Designers

1. Create a calculated column in your grade book for final grades.
Instructions for creating a final grade column in the Grade Book
2. Test your calculated column
· Select Student tab view

· Submit all assignments as the Demo Student

· Select Teach tab view

· Enter grades for the Demo Student assignments

· Check in the Grade Book and see if your calculated column has the correct total for the Demo Student.

3. Submit your grades 

Grades recorded in the WebCT Vista grade book are not linked to the PeopleSoft system in any way. You must use the WISER system to submit grades for your students. 
 Instructions for submitting your grades in WISER
4. Download your Grade Book
· Select Teach tab view

· Next, select Grade Book 

· In Grade Book, click Export to Spreadsheet button.

· From Export to Grade Book page, select All columns radio button, located below Columns to Export.

· Next click Export.

· Click Save at File Download prompt. This will save your grade book in Microsoft Office Excel Comma Separated Values (csv) format. 

· The Save As prompt appears. Type a descriptive title in the File name box. You may want to include the section name followed by semester, for example French101sp05gradebook.csv.

· Click Save.

· At Download complete prompt, click Close.

· Click Back to Grade Book at the bottom of the page to return to Grade Book.
RELATED NOTES:
Course backup
Between 20 to 30 days after the end of the semester a complete course backup is made of all course sites. The course site backup process archives a copy of the previous semester’s active course sites including all faculty and student data. In the event of a problem with a course site, the archived copy can be restored to recover lost data. 

Removal of students from course sites
30 days after the end of the semester, students will be un-enrolled from their WebCT Vista course sites and any materials that they have posted (assignments, assessments, discussions, etc.) as well as associated grade book information will no longer be available from within  the course site.
Incompletes

Because students are removed from course sites 30 days after the semester has ended, it is important to inform the LMS Administrator if you have given a student an incomplete so that the student can continue posting assignments and homework to the course site.
Alternatively, the student can be added to the instructor’s course site the next time s/he is to present the course. The instructor can add the student to the new course site by making the request to the LMS Administrator at umb.lms@umb.edu including the student’s name, email address and student ID number along with the course title and semester of the course site into which the student is to be added.
It is up to the discretion of the instructor whether they allow the student to copy the assignments they have already completed from the previous semester and copy them to the new semester course site or have the students submit new assignments to the new semester course site. 
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