	[image: image23.jpg]mz strategies





	Preceptors - Grading a “Preceptee” Checklist
for both Administrators and Learners
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Preceptors - Grading a Preceptee Checklist using Knowledge Manager 
This document addresses Learners and Administrators with Preceptor rights to grade checklists using Knowledge Manager.  

Overview
When an Administrator creates a Preceptor the ‘Knowledge Manager’ menu and the Grade Checklists options under the Manage Quick Links display on their ‘Personal Page.
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Select either the ‘Knowledge Manager’ menu or the ‘Grade checklist’ option to open the checklists that you are responsible for. You can either enter grades by individual and/or module. Steps for both methods are listed in this document. 
Navigating Grading Checklists
Breadcrumbs
You can navigate the Checklist with ‘breadcrumbs’. Breadcrumbs display at the top of the checklist page and outline your position within the checklists. They show you your path to how you got to where you are now; compared to where you came from without leaving the current window. Breadcrumbs are available in the Knowledge Manager. 

Example: Breadcrumbs
You can click on any link to move backwards from your current position inside the checklists window. 
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Checklist Menu 
As a Preceptor you have one option on the ‘Knowledge Manager’ Menu – the ‘Grade Checklist’ link. When you click the ‘Grade Checklist’ link you open the ‘Grade Checklist’ page. 
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Note: If you are an Administrator with Preceptor and Create/Edit privileges, you will have additional options in the Checklist Menu –  (For additional information regarding Knowledge Manager for Administrators, see the Help document named Knowledge Manager.) 

Note: If you are an Administrator with Create/Edit privileges, you cannot edit the Preceptor Course Checklists. These checklists cannot be edited due to the continuing education units assigned to them. 
Grading Checklists
You can grade Checklists by individual Learner or by Module. Grading by individual allows you to add a different grade and comment for each item on the checklist.
Example: Grading by Individual
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Grading by module allows you to grade each Learner with a single grade and a single comment for all items. 
Example: Grading by Module
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Grading Individual Learners
The advantage of entering grades and comments for one Learner at-a-time is that you can add details to each item listed on the checklist: individual ratings and comments.  
You can also grade an individual checklist ‘globally’ with the same grade and comment for all items listed.  

Grading Checklists - Entering Grades
You can add grades and comments for one Learner at-a-time or all Learners assigned to a module at one time. 

Steps to Grade a Checklist for One Learner at-a-time

1. From the Menu Bar, click Knowledge Manager — Grade Checklist. 

· You open from the default tab ‘Grade By User.’
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2. By default all of the Learners with checklists ‘Not Graded’ are displayed. 

Note: From across the top of the page, if you want to display learners with graded checklists, select ‘Graded’. Or you can select to display both learners that have been graded or not graded checklists at the same time, select ‘All’.

3. Click the learner’s name from the list that you want to grade. 
The page opens with the ‘Not Graded’ checklists listed alphabetically beneath the ‘Checklist Objective’ column name for the list. 
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Note: You can click the ‘Checklist Objective’ to sort in reverse alphabetical order. 

4. Click the Checklist Title you want to open for that Learner to view the checklist items. 
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5. There are several ways to approach grading: 

· Partially Grade – by grading a few items at one time and grading additional items at a later date. 

· Grade/Comment ‘each Item’ one-by-one at the same time

· ‘Global’ grading (Pass or Fail all Items at once). 

Grade/Comment means you grade each Item individually (You would want to do this because some grading results and/or Comments are different than other grades and comments). Or you can grade globally if all grading results and comments are the same for each Item. 

Partial Grading of a Checklist 
You may add a comment to one or more items and Save the checklist without choosing Satisfactory (S), Unsatisfactory (U) or Not Performed (NP) radio button for the commented item.  When you save the checklist the date and name of the Preceptor will appear next to each commented item.  

You may Grade one or more Items by clicking Satisfactory (S), Unsatisfactory (U) or Not Performed (NP) radio button and choosing Save.  

· Multiple Comments: Comments may be added by 1 or more Preceptors on the same or different dates and each comment will be saved with the date and name of the preceptor. The comments may be reviewed by using the (+) plus sign to the left of the Item.  Previous comments can be read but not changed.
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· Saving Partially Graded Checklists:  When you have commented or graded 1 or more items you will need to Save the Checklist. You have 2 options available, Save or Save In-progress.  
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· Save: If you Choose save your comments and or Item level grades will be saved as written and your name and the date will be noted but the learner will not see them when they click on the Checklist Title in their Learner lesson plan.  
· Save In-progress. If you choose the In-progress radio button and then Save the Learner, you will be able to see the partially graded checklist when they click the title in their Learners lesson plan.
View of partially graded Checklist saved as In-progress from learner lesson plan.
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Grading each Item separately: From each ‘Item’ listed on the checklist, click either the Satisfactory (S), Unsatisfactory (U) or Not Performed (NP) radio button can be selected. Also ‘Comments’ can vary.  Choose Pass or Fail at the bottom of the checklist and choose Save.  Individual Item grades and comments are maintained. 

· A popup opens. Click Keep Item Settings. This keeps each item unique with your responses. 
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Grading Globally ‘All’ Items at once: From the lower part of the page, ‘Record Evaluation and Results’, click either the radio button for Pass or Fail. You may add Comments that incorporate all the Items in the checklist and click Save. 
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Note: The checklist changes to read-only once the user passes. The name of the preceptor is recorded along with the date that this was evaluated. This checklist is recorded in the transcript. If not passed, the checklist remains editable.  

Steps to Grade a Checklist by Module

You can enter Pass/Fail grades and comments for each Learner that completed Items on a checklist from a module. If all your Learners are ready for a score to be entered for a specific checklist, this is a quick way to record pass/fail grades. 
1. From the Menu Bar, click Knowledge Manager — Grade Checklist. 

Note: If you have the checklist open, click Grade Checklist from the left pane. 

2. Click the Select Module tab. 
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3. Select a Module’s title from the list. 
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4. Select a checklist from the module. 
‘Not Graded’ checklist by Learner last name displays. 
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5. From this list you can either Pass or Fail each Learner listed one Learner at-a-time, and one comment for each Learner’s checklist. 

· From the ‘Grade’ drop-down to the right of a learner’s name, select either Pass or Fail for the entire referenced checklist. 

· From the ‘Comments’ text box to the right of a Learner’s name, enter a comment (if needed) about the entire referenced checklist. 

6. Continue to add grades and comments to everyone listed, as needed.

7. Click the Save button in the lower right of the page. 

To Grade Globally ‘All’ Items at once: 
· From the lower part of the page, add Comments that incorporate all the Items listed above. Comments are optional. 
· From ‘Record Evaluation and Results’, click either the radio button for Pass or Fail for all Items/Comments listed above. 
· Click the Save button.

Example: Globally Passed Checklist
Shows a checklist after ‘Pass’ was selected. All answers for Satisfactory are checked and the comments display the same comment for each item. 

Grading by Module
You can enter Pass/Fail grades and comments for each Learner that completed items on a checklist from a module. If all your Learners are ready for a score to be entered for a specific checklist, this is a quick way to record pass/fail grades. However, you cannot give specific individual ratings (e.g., Unsatisfactory) and comments (e.g., excellent work) by item.
Steps to Grade a Checklist by Module
1. From the Menu Bar, click Knowledge Manager — Grade Checklist. 

2. Click the Select Module tab. 
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3. Select the Module’s title from the list. 
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4. Select the checklist from the module. 
And a list of ‘Ungraded’ Learners for the checklist appears in alphabetical order by last name.
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5. From this list you can either ‘Pass’ or ‘Fail’ each Learner listed one Learner at-a-time, and add one comment for each Learner’s checklist.  
· From the ‘Grade’ drop-down to the right of a Learner’s name, select either Pass or Fail for the entire referenced checklist. 

· From the ‘Comments’ text box to the right of a Learner’s name, enter a comment (optional) about the entire referenced checklist. 
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6. Click the Save button in the lower right of the page. You receive a message that your grades/comments were saved. 
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7. To continue, use the breadcrumbs above or click the ‘Grade Checklist’ link on the upper left to return to the opening of the Grade Checklists. If you are finished with the checklists, click the Close button in the upper right.
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