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LAND ACKNOWLEDGEMENT

While we are coming together today in a virtual space, it is 
important to recognize the physical space that connects us 
and brings us together. The University of Guelph is located 
within the Between the Lake Treaty (1792); the treaty lands 
and territory of the Mississaugas of the Credit. Today, this 
land continues to be home to diverse communities of First 
Nations, Inuit and Métis Peoples. By acknowledging the land, 
we reaffirm our commitment to decolonization and 
reconciliation with Indigenous peoples, the Truth and 
Reconciliation Commission’s Calls to Action, and our 
collective responsibility to the land on which we work and 
learn.



AGENDA

• Preparing/exporting final grades in CourseLink

• Backing up CourseLink grade item data

• Options for effective collection of student feedback

• Getting a head start on building your next course site



PREPARING/EXPORTING FINAL GRADES IN

COURSELINK



PREPARING FINAL GRADES IN COURSELINK

Preparing your final grades consists of 3 major components:

1. Ensuring the grades are set up correctly and the data is 
complete

2. Adjusting final grades and indicating students who 
should receive an incomplete (INC)

3. Exporting your final grades in the correct format using 
CourseLink Final Grades Download Tool

Let’s look at each of these steps in a little more detail.



ENSURING THE GRADES TOOL IS SET CORRECTLY

• Before making any grade adjustments or downloading 
your final grades, it is good practice to go to Grades > 
Manage Grades to:

– Check if a “note” appears at the top of that page that 
indicates your grade items do not sum to 100%

– Review the weights of the items/categories and 
compare them with what was stated in your course 
outline to make sure that they match



ADDING INCOMPLETES (INCS)

• INCs indicate students who have not completed major 
components of the course (e.g., Midterm or Final Exam)

• There may not be a need to add INCs via CourseLink if 
you do not have any students that meet the criteria

• If there are INCs to enter, it must be done prior to 
exporting final grades from CourseLink



ADDING INCOMPLETES (INCS)

• Adding incompletes requires the creation of a text grade 
item titled “Final Alpha Grade” (hide this grade item)

• Once that grade item is created, you may enter an INC as 
the grade for students as necessary



ADJUSTING GRADES

• Adjusting grades is optional, provided your final grades 
are calculated automatically in CourseLink

• Adjusting grades allows you to modify or override 
students’ auto-calculated grades

• The most common use of adjusted grades are:

– Bumping up a grade slightly (e.g., 79% to 80% or 49% 
to 50%)

– Providing an alternative final grade calculated outside 
of CourseLink



ADJUSTING GRADES

• Grades are adjusted by selecting Enter Grades for the 
Final Adjusted Grade item on the Manage Grades page



ADJUSTING GRADES

• You may enter adjusted grades in the form of X out of Y

– This means that you can score a student out of more 
or less than 100 if required

– CourseLink will convert this to the correct percentage 
for export

X Y



EXPORTING FINAL GRADES VIA THE FINAL

GRADES DOWNLOAD TOOL

• CourseLink has a special custom widget that is on every 
course site’s homepage called Final Grades Download 
Tool, which:

– Exports the correct final grade for each student in your 
course site (INC > Adjusted > Calculated)

– Produces a properly formatted .txt file that the 
Registrar’s Office requires to post grades to Web 
Advisor (Typically provided to your dept admin)

– Generates a downloadable, partially completed 
Instructor Recommendation Form (IRF) for all INC 
students that you can download and complete



EXPORTING FINAL GRADES VIA THE FINAL

GRADES DOWNLOAD TOOL

The Final Grades Download tool is 
located on the Course homepage 
(bottom-right side by default)

• The first time using the tool, you will 
have to allow it to connect to your 
account (checkbox)

• You should have only one course site 
open before clicking “Start”

• The widget is only visible to 
instructor roles in your course (TA 
roles cannot see/use the tool)



FINAL GRADES DOWNLOAD TOOL RESOURCES

AND SUPPORT

Resources

• CourseLink Help/OpenEd Support and Documentation:
https://support.opened.uoguelph.ca/instructors/courselin
k/tutorials/content/final-grades-download-tool

• Video Tutorial
https://youtu.be/SvBuu8bb578

Support

• Stuck? Contact CourseLink Support:

– X.56939 or courselink@uoguelph.ca

https://support.opened.uoguelph.ca/instructors/courselink/tutorials/content/final-grades-download-tool
https://youtu.be/SvBuu8bb578
mailto:courselink@uoguelph.ca


DEMO

• Checking the Grades tool for potential issues

• Adding the Final Alpha Grade text item for entering INCs

• Entering INCs

• Adjusting Final Grades

• Exporting Final Grades 

– Registered Students

– Open Learning Program Students

• Converting the .txt file to an Excel file for printing/signing



BACKING UP COURSELINK GRADE ITEM DATA



BACKING UP COURSELINK GRADE ITEM DATA

Backing up grade data? Do I need to do that?

• No, there is no requirement (it is a personal choice)

• You may want a personal backup of grade data to:

– Quickly review student grades for reference requests

– Maintain a static copy of the grades as they were prior 
to downloading the final grades

• You or someone else with access could 
accidentally alter grades in CourseLink

– Added peace of mind

• CourseLink sites are never intentionally deleted, 
but data is stored off-site servers



BACKING UP COURSELINK GRADE ITEM DATA

How do I backup grade data?

• You can backup your grade data using the Export Grades
option the Grade tool’s Enter Grades page



BACKING UP COURSELINK GRADE ITEM DATA

What user export options do I select?

• Be sure to select the OrgDefinedID (student number) as 
the Key Field and include Last Name and First Name 
under User Details so you can match students to grades



BACKING UP COURSELINK GRADE ITEM DATA

What grade export options do I select?

• We recommend exporting all the Grade Value options 
(Points, Weight, and Grade scheme)

• Also select all your grade items, then export



BACKING UP COURSELINK GRADE ITEM DATA

What type of file is exported?

• You have two export options:

– Excel (strictly to view)

– CSV (can be imported back into CourseLink, but 
slightly less friendly column names)

• It doesn’t hurt to download a backup of both



BACKING UP COURSELINK GRADE ITEM DATA

Where should I store grade data?

• In the interest of security and privacy, we would not 
recommend

– Keeping these files locally on your computer

– Saving them to third-party cloud services such as 
Google Drive, Dropbox, iCloud, etc.



BACKING UP COURSELINK GRADE ITEM DATA

Ideally, the best place to store these files in on your UofG 
OneDrive account

• OneDrive can be accessed from the apps menu (top-left) 
of your webmail interface, or directly via onedrive.live.com

• You can also install the OneDrive for Business app on 
your computer, which will allow you to save there directly



SUPPORT FOR BACKING UP GRADES

CourseLink Support

• Can assist with questions about grade data exports

• X. 56939 or courselink@uoguelph.ca

CCS Help Desk

• Can assist with questions about OneDrive

• X. 58888 or 58888help@uoguelph.ca

mailto:courselink@uoguelph.ca
mailto:58888help@uoguelph.ca


DEMO

• Using Export Grades to create a backup of your grade 
data

– Difference between CSV and XLSX files

• Saving grade data to OneDrive

– Web Interface

– OneDrive for Business



OPTIONS FOR EFFECTIVE COLLECTION OF

STUDENT FEEDBACK



COLLECTING STUDENT FEEDBACK

• Opportunity to collect information about the student 
experience in your course

• What types of courses?

– A new course you are teaching for the first time

– A course you have taught for many years

– A course with a significant change in assessment structure

– Anything!

• Timing

– Likely best as mid-semester feedback so you have an 
opportunity to act on it with those students



TECH OPTIONS

At the University of Guelph, there are a number of
technologies that can help support the collection of student 
feedback.

1. Microsoft Forms

2. CourseLink Surveys

3. Qualtrics

4. Question Personalization (Blue by Explorance)



MICROSOFT FORMS

• A survey tool provided as part of the institution's Office 
365 subscription

• Access through webmail (browser) or 
https://forms.office.com

• Large variety of question types available

• Option to restrict response to a group or require a U of 
G/GH email

• Options to anonymize responses and limit responses to 1 
per student

https://forms.office.com


MICROSOFT FORMS CREATION

• Select a question type and create your question(s)
• Option to Preview form before sharing to students



MICROSOFT FORMS RESULTS



COURSELINK SURVEYS

• A survey tool built into CourseLink that functions very 
similarly to Quizzes

• Multiple question types available including Likert

• Easily restricted to students in your course

• Option to anonymize results



COURSELINK SURVEY CREATION

Note: You have the option to create questions in 
the survey or import from the question library



COURSELINK SURVEY RESULTS



QUALTRICS

• A powerful data collection tool supported by the Library

• Many options for 

– Question types (MC, text response, matrix, etc.)

– Branching, 

– Authentication & sending surveys securely, 

– Email follow up, 

– And more!



QUALTRICS SURVEY CREATION



QUALTRICS RESULTS



QUESTION PERSONALIZATION (QP)

• Option available as part of the new Student Feedback 
Questionnaire (SFQ) process in Blue by Explorance

• Ability to add up to 9 additional questions from a 
predetermined question bank

• QP is available for 2 weeks prior to your questionnaire 
going out to students (I.e., weeks 9 and 10 during a 12-
week semester)

• Note: Only available for online questionnaires, not paper

• https://support.opened.uoguelph.ca/instructors/sfq/blue
/content/question-personalization

https://support.opened.uoguelph.ca/instructors/sfq/blue/content/question-personalization


QP – SELECTING QUESTIONS

• Select up to 9 questions from the available bank

– Questions are organized by category

• Note: The question bank is available for you to view 
at any time on the OpenEd Support Site

https://support.opened.uoguelph.ca/s/SFQ-Item-Bank-Final.pdf


QP - RESULTS

• Results for QP will be available in the Full Questionnaire 
and All Likert Question reports

• Results will become available with the release of reports

– Generally, around weeks 1 or 2 of the following 
semester



ENCOURAGING STUDENT PARTICIPATION

• Let students know why you want their feedback and how 
you intend to use it

• Provide examples of how you have used student feedback 
in the past in your course, if possible

• Provide instruction on how to provide quality feedback

• Consider providing class time for students to work on 
their feedback



TECHNICAL SUPPORT RESOURCES

• Microsoft Forms

– https://support.microsoft.com/en-us/forms

• CourseLink Surveys

– https://support.opened.uoguelph.ca/instructors/courselink/t
ools/content/instructor-tool-surveys

• Qualtrics

– https://www.lib.uoguelph.ca/working-data/data-collection-
surveys

• Question Personalization (Blue by Explorance)

– https://support.opened.uoguelph.ca/instructors/sfq/blue/co
ntent/question-personalization

https://support.microsoft.com/en-us/forms
https://support.opened.uoguelph.ca/instructors/courselink/tools/content/instructor-tool-surveys
https://www.lib.uoguelph.ca/working-data/data-collection-surveys
https://support.opened.uoguelph.ca/instructors/sfq/blue/content/question-personalization


ADDITIONAL RESOURCES

• U of Guelph, Office of Teaching & Learning – Mid-Semester 
Feedback
– https://otl.uoguelph.ca/teaching-practice-pedagogy/faculty-

teaching-resources/teaching-and-learning-strategies/mid-
semester

• U of Waterloo, Centre for Teaching Excellence – Collecting 
and Using Midterm Student Feedback
– https://uwaterloo.ca/centre-for-teaching-excellence/teaching-

resources/teaching-tips/professional-development/collecting-
and-using-midterm-student-feedback

• U of Calgary, Taylor Institute for Teaching & Learning –
Making Sense of Student Feedback Guide
– https://taylorinstitute.ucalgary.ca/sites/default/files/20-UNV-

005-TITL-MSSF%20Guide_FINAL.pdf

https://otl.uoguelph.ca/teaching-practice-pedagogy/faculty-teaching-resources/teaching-and-learning-strategies/mid-semester
https://uwaterloo.ca/centre-for-teaching-excellence/teaching-resources/teaching-tips/professional-development/collecting-and-using-midterm-student-feedback
https://taylorinstitute.ucalgary.ca/sites/default/files/20-UNV-005-TITL-MSSF%20Guide_FINAL.pdf


DEMO

• Tech exploration

• Which technology are you the most interested in using?



HOW TO GET A HEAD START ON YOUR NEXT

COURSE SITE



HOW TO GET A HEAD START ON YOUR NEXT

COURSE SITE

The Challenge

• CourseLink course sites generally are not available to 
create too far in advance

– This is because the Course Creation Tool in 
CourseLink needs section data from the Registrar

– A F22 course site, typically isn’t available to create 
until late July



GET A HEAD START ON YOUR NEXT COURSE

SITE

What not to do!

• You may be tempted to go into your most recent version 
of your course site and start making changes – Don’t!

Why Not?

• The previous version of your course site may be required 
for:

– Allowing access to students who need to study for a 
deferred exam based on the materials you offered

– Reviewing work for student reference requests or 
academic challenges from students



GET A HEAD START ON YOUR NEXT COURSE

SITE

Then how can I start making changes early?

• You can make a request through CourseLink Support to 
create a development site

– E.g., CODE*1000 (DEV) F22 – Development Site

• You can also request a demo student account that you 
can impersonate from the Classlist tool and use for 
testing 

– E.g., demo.owooding or demo.code1000



GET A HEAD START ON YOUR NEXT COURSE

SITE

What can I do with a development site?

• Copy over materials from your previous course site as a 
starting point, just like you would for your real course site 
or start from scratch

• Start making modifications within CourseLink tools like 
Content, Dropbox, Quizzes, etc.

• Once you have everything set up in your development site 
and sections become available, contact CourseLink
Support and ask them to attach the sections and update 
the title



GET A HEAD START ON YOUR NEXT COURSE

SITE

Some helpful notes about development course sites

• If you need more than one development site, that’s fine 
just request the number you need

• These sites are intended for development of standard 
course offerings, not courses developed through 
OpenEd’s for Distance Education

• IMPORTANT: If you copy over materials from your 
previous offering, be sure to check that items like 
attachments in Announcements and images in quizzes 
work correctly using your demo student (these can be 
problematic due to a known bug with D2L)



SUPPORT FOR DEVELOPMENT SITES

CourseLink Support

• X. 56939 or courselink@uoguelph.ca

Can assist with requests for:

• Creating development sites

• Creating/adding demo students to courses

• Attaching sections/modifying course titles

• General help with CourseLink tools

mailto:courselink@uoguelph.ca

