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Grade Book 
 

1. Click on the Grade Book link in the Tools menu. 
 
2. Select a Classroom from the Drop-Down Menu.   

 

3. By default, the Grade Book will be in Summary View.  In Summary View you can 
see basic grade information for each unit, the Days Since the student last 
accessed the course, On Schedule %, Quality of Work %, Grade to Date, Overall 
Percentage.  This is also where you can enter Midterm and Final Grades. 
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Grade Book: Unit View 

Selecting a Unit from the unit drop down menu refreshes the grade book display. 
Student performance at the individual activity level is displayed.  

In the Unit View you have the ability to enter scores, reset computer scored activities, 
set due dates, proctor activities and more.  You can use these controls at the Student or 
Class level. 

Note: Make sure to click the Save Changes button when you adjust anything in the 
Grade Book! 

 

Grade Book Controls 

                                            
 

Print out a copy of the Legend for a comprehensive look at the functions in 
the grade book. 
 
 

Classroom 
level controls. 

Student level 
controls. 

RED: Not mastered after third 
attempt. 

GREEN: Mastered in first 
attempt. 

YELLOW: Not mastered 
after first attempt or 
assignment was late. 
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Reset - Clicking this control will reset all of the computer scores earned by students 
within a section. When reset, the current score earned by a student is recorded for 
historical purposes, but the score earned by the student for grade book calculations is 
cleared. Once reset, students can retake computer scored activities to earn a new 
score. 
 

Mastery Based Learning 

Mastery Based Learning is a powerful capability for controlling student access to course 
material. Teachers may configure their classroom with a minimum performance value 
that is applied to all computer-scored activities.  Students are required to score at or 
above the specified level on computer scored assessments before the system releases 
the next section of course content. Students are permitted up to 3 attempts to master 
each computer scored activity before teacher intervention is required.   Teachers also 
have access to the historical information about each student attempt through the Grade 
Book. 

When Mastery Based Learning is enabled, student access to course content is 
controlled by their performance on computer scored assessments. An abbreviated 
course outline is displayed to the student providing them access to material they have 
previously mastered, up to and including the next computer scored assessment. 

 

Preview of Assessments  

An instructor may direct themselves to any activity or assessment without leaving the 
grade book by clicking on the ULA at the top of the column.   
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Within this view the teacher is able move through the assessment as a student would.  
The instructor may also preview (below) any question in the test bank by clicking on the 
‘preview’ link. 

 

The instructor may also scan all of the acceptable answers by toggling the 
Preview/Answers button (below). 
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Activity History 

Any time an activity score is modified, an audit record is created in the Apex Learning 
Grade Book. The history of changes made is accessible by double clicking on the 
activity score to open the Activity Details Report.  This data can be viewed at either the 
Classroom level (giving aggregate data) or the Student level. 

 

Class Level Data 

By clicking on the ‘Points Available’ below the word Quiz at the top of the column, the 
teacher can determine how, as a class, their students are doing. 
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The data from the classroom level report can be used to diagnose and drive instruction.  
In the above example, the instructor may use this data to begin preparing the students 
for State Proficiency testing – Absolute Value may be a topic that is skipped, while 
Equations may merit some time in review.  The instructor may also use this data to drive 
instruction for new students, creating worksheets or extra activities in areas where the 
students are, as a whole, not being successful.   

Student Level Data 

This same data may be obtained for individual students by double clicking on the 
students score. 

 

The student summary information along with a record of every attempt (circled) of that 
test is recorded. 
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Clicking on the individual test dates will bring up each version of that students test and 
how that student answered every question (including how the student responded on fill 
in the blank questions) along with the Apex accepted answer. 

 

 

Reviewing student test data, particularly prior to resetting a test, may be helpful in 
diagnosing specific issues the student is having within a given lesson. 

 

Grade Book Interface 

When a classroom is configured for Mastery Based Learning, the Apex Learning Grade 
Book reflects student performance using a color-coding system. Each computer scored 
activity completed by your students will be outlined in green, yellow, or red based on the 
score earned and the number of attempts required to achieve a Mastery Level score. 

• Green - Indicates that the student has earned a Mastery Level score on the 
assessment on their first attempt and that they completed the attempt on or before 
the activity due date.  

• Yellow - Indicates that the student:  
• Earned a Mastery Level score on the assessment on their first attempt but completed the 

activity after the due date.  

• Earned a Mastery Level score on the assessment on their second or third attempt.  

• Has yet to master the assessment but has yet to attempt the assessment 3 times. 

• Red - Indicates that your student has failed to earn a Mastery Level score after their 
third attempt. 

 



 9 

Resetting Assessments 
In mastery based learning, when a student fails to meet the minimum benchmark set in 
the classroom for the third time, the test will lock and will appear outlined in red in the 
teacher grade book.   
 
At this time the instructor should reset the test.  Resetting the test will allow the student 
another three attempts at the test before locking again.  Resetting will not allow the 
student to move forward without showing mastery.  Please note that unlocking an 
assessment will allow a student to retake a test but will also allow the student to 
move forward without proving mastery.  In most master based settings, the unlock 
function will not be used. 
 
Some things to keep in mind… 
It is important to put some sort of a ‘roadblock’ in place to discourage students from 
reaching (and failing) that third attempt.  This serves two purposes – first, in letting the 
student know the importance that you place on good study habits, second, to save the 
teacher time in not having to constantly reset tests. 
 
One or more of the following strategies can be used.  You may think of your own.  Be 
creative! 

• Require that the student provide a full set of handwritten notes for the lesson 
including defining of key terms, listing of important dates/facts, writing down 
formulas, etc….   

• Require that students complete all worksheets (this may be appropriate in Math 
courses for example) prior to resetting. 

• Require that once a student has failed an assessment for the third time that they 
must complete a handwritten assessment while sitting next to the teacher (no 
resetting).  The grade in this case would be hand entered. 

• Require that the student do 100 push ups (just kidding…but you get the idea…be 
creative.  Make it uncomfortable for the student to hit that third try – and a real 
positive for the student to spend some time in the study and take some notes!) 


