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SacCT 
Grading Forms 
 
How to Guide 

 0BWHAT IS A GRADING FORM? 
 
A grading form is a rubric that you can use to grade students’ work based on specific criteria 
that you define.  It also provides clear performance indicators for students and consistent 
grading guidelines for Section Instructors and Teaching Assistants.  After you create a grading 
form, it is available as a grading option for assignments and discussion topics, as well as a 
column type in the Grade Book. 

 1BCREATING A GRADING FORM 
 

step 1. Click the Build or Teach tab and then click the Grading Forms button. 
step 2. Click the Create Grading Form button.  
step 3. In the title box type a name for your new grading form.  Optionally, you can enter a 

description for the grading form. 
step 4. By default, there are three criteria and three performance indicators in the rubric. 
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step 5. If  you need to add another criterion (row), click Add Criterion. 
step 6. If  you need to add another performance indicator (column), click Add 

Performance Indicator. 
step 7. To edit the title of  a criterion or performance indicator, click the Edit icon  next 

to the title and then type a new title.  Click outside the text box to save your changes. 
step 8. To delete a criterion (row) or performance indicator (column), click the Remove 

icon  next to the title of  the row or column. 
step 9. Click in the performance indicator box in a criterion row and type the expected 

performance indicator for that criterion. 
step 10. Click in the box below the performance indicator and type the point value. 
step 11. Continue to type the performance indicator and point value for each criterion. 
step 12. Click Save to create and save your new Grading Form. 

 

 2BEDITING A GRADING FORM 
 

step 1. Click the Build or Teach tab and then click the Grading Forms button. 
step 2. Click the ActionLinks button next to the name of  the Grading Form and select 

Edit Grading Form.  
step 3. Type your new information for the Grading Form and click Save. 

 
 

 

 

TIP :  When editing grading forms used by an assignment, you cannot add or 
delete criteria or performance indicators, but you can edit the numeric values 
assigned to the performance indicators.  If  grades have been assigned, they are 
automatically re-graded in the Grade Book.  However, overridden grades – those 
that were entered directly into the Grade Book –  are not automatically re-graded. 
 

 

 3BCREATING A GRADING FORM COLUMN IN THE GRADE BOOK 
 

step 1. Click the Teach tab and then click the Grade Book button. 
step 2. Click the Create Column button and select Grading Form. 
step 3. In the Column label text box, type a name for the title of  the new column. 
step 4. Click the Select Grading Form button. 
step 5. In the Select Grading Form window, select the radio button next to the name of  

the grading form you want to use for this column. 
step 6. Click Select. 
step 7. Click Save. 
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 4BLINKING A GRADING FORM TO AN ASSIGNMENT 
 

step 1. Click the Build tab and then click the Assignments button. 
step 2. Click the Create Assignment button. 
step 3. Follow the steps in the Create Assignment section of  the SacCT: Assessments & 

Assignments document. 
step 4. In the Grading section, check the box to allow the assignment to be graded, as 

shown in the following screen image. 
 

 
 

step 5. Click the radio button next to the text Grade by Grading Form. 
step 6. Click the Select Grading Form button. 
step 7. In the Select Grading Form window, select the radio button next to the name of  

the grading form you want to use for this assignment. 
 

 
 

step 8. Click Select. 
step 9. Select additional options for your new assignment in the More Options section. 

step 10. Click Save. 
 

 5BLINKING A GRADING FORM TO A DISCUSSION TOPIC 
 

step 1. Click the Build or Teach tab and then click the Discussions button. 
step 2. To create a new discussion topic, click Create Topic and follow the instructions in 

the Creating Topics section of  the SacCT: Communication Tools document.  If  you want 
to modify an existing topic, click the ActionLinks button next to the name of  the 
topic and select Edit Properties. 

step 3. While in the Create Topic or Edit Discussion Topic Properties screen, you can 
attach a grading form to the Grading section and/or the Peer Review section. 
a. If  using the Grading section:  
▪ Click the radio button next to Grade by Grading Form. 
▪ Click the Select Grading Form button. 
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▪ Select the grading form you wish to use for grading this topic. 
▪ Click Select. 

b. If  using the Peer Review section:  
▪ Click the radio button next to Allow students to review messages using a grading form. 
▪ Click the Select Grading Form button. 
▪ Select the grading form you wish to use for peer review of  this topic. 
▪ Click Select. 

step 4. Continue with additional choices for your topic properties and click Save. 
 

 6BUPDATING GRADES IN THE GRADE BOOK 
 
To edit a grade, you can click the student’s name to view and edit a single student's grades, the 
column name to view and edit all student’s grades for a specific column, or a cell value to edit a 
specific column for a single student. 
 

 

7BModify a single student's grade(s) 
step 1. Click the Teach tab. 
step 2. Click the Grade Book button in the menu bar. 
step 3. Click a student’s name and then select Edit Member. 

 
 

Click a column name, an 
individual student’s name, 
or a cell value in the 
Grade Book to edit 
grades. 
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step 4. In the Edit Member screen, click the Edit Grading Form Grade button next to 
the name of  column you want to edit. 

 
 

step 5. In the Complete Grading Form window, find the Change to box at the bottom 
right, and enter your numeric value for the rubric for this student. 

step 6. Type any comments you want into the Comments text boxes. 
step 7. Click Save to update your grading form value for the student. 
step 8. Click Save to update all changes to the student’s grades. 

8BModify all students’ grade(s) 
step 1. Click the Teach tab. 
step 2. Click the Grade Book button in the menu bar. 
step 3. Click a column title and then select Edit Values. 

 
 

step 4. In the Edit Column screen, click the Edit Grading Form Grade button next to a 
student’s name you want to edit 

 
 

step 5. In the Complete Grading Form window, find the Change to box at the bottom 
right, and enter your numeric value for the rubric for this student. 

step 6. Type any comments you want into the Comments text boxes. 
step 7. Click Save to save your grading form changes. 
step 8. Click Save. 
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