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BEFORE YOU BEGIN

Hello and welcome! Whether you are new to integrating a MyLab & Mastering course with a
Learning Management System such as Blackboard, Canvas or Desire2Learn and seeking
guidance for getting started, or are seeking more information about the integration, you
have come to the right place!
Here’s what you will get from the Interactive Training Guide:

e Just-in-time assistance for setting up your integration

e Best practices and strategies for effective implementation of the integration

o Helpful step-by-step videos of the procedures you need to follow

As you work through the lessons in the Interactive Training Guide, you will notice the
following icons:

n Click to watch a video showing you the steps
—— for completing the activity.

How Do I
Videos

| I Click to start a practice module where you can
b work through the steps of an interactive
You Try simulation to complete the activity.

Simulations

Click to open up the relevant Instructor Help
page for the topic.

Help

ALWAYS LEARNING PEARSON



Where to go for help

I am having difficulty setting up my Pearson 24/7 Customer Support
instructor account

The program is not displaying correctly Pearson 24/7 Customer Support
on my computer

1 would like additional assistance with Educator Support Page
setting up the integration

ALWAYS LEARNING PEARSON
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http://247pearsoned.custhelp.com/
http://www.pearsonmylabandmastering.com/northamerica/educators/support/index.html
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MODULE 1: CONNECTING YOUR BLACKBOARD
COURSE TO MYLAB & MASTERING

The Blackboard learning management system can be easily integrated with Pearson MyLab
and Mastering. In the following pages you’ll go step-by-step through this process.

How Do I?
Video Tutorials

LESSON 1: MAKING SURE THE PEARSON BUILDING BLOCK IS
AVAILABLE

Before you can link your Blackboard course to a Pearson MyLab, you must first make sure
that the MyLab Building Block is installed and activated.

1. Sign in to your Blackboard course.

My Institution Courses System Admin

Personalize Page

Choose one of your pr———
My Courses
courses after you Iogln.
Courses where you are: IRsTrecTor
o ——— O e W O TN o TSR T I Fore L DemoMastering

Tools

Announcel

posted in the leat 7 doys.

Tasks DemoNative

My Crades MOre announcements... DemoPeg
Send Emall DemoXL
p==-.———
User Directory
Address Book 0On Demand Help and Learning Catalog

Persanal Information Laamn more about Blackboard Learn through our

On Demand Leaming Center. The On Demand
Leaming Center includes short, inferactive video
lessons called Quick Tutorals and shor
documents, called Getting Started Guides,

Goals

Enterprise Surveys

fma oh,

2. Click the Tools link in the left navigation panel. Typically, the Pearson MyLab
Building Block will be found in the Tools area, but you may also find it under
Control Panel -> Course Tools -> Pearson’s MylLab / Mastering.

ALWAYS LEARNING PEARSON


http://help.pearsoncmg.com/mylabmastering/bbi/instructor/en/Content/check_building_block.htm
http://youtu.be/KZs6EL5yTIw

+ (L« F'§

Home Page

* DemoMative

Home Page Add Course Module

Information i3

Content & My Announcements

Discussions
No Course Announcements

s

Groups

My Tasks

COURSE MANAG NT

My Tasks:
¥ Control Panel
No ta;

P Files

w Course Tools

Announcements
Blegs
Collaboration
Contacts

Course Calendar

* What's New

Course Message
Discussion B
Clossary
Journals

Pearson's MyLab / Mastering

S5end Email

No Not

Last Ug

Needs Attention

3. If you find Pearson’s MyLab & Mastering on the Tools page, then it is installed in your
course and you can skip to the next lesson. If you do NOT find the Building Block
here, then continue to step 4.

P My Institution Courses System Admin
and Mastering A&P
Home Page g
Announcements £/#a Journals
Information &2 =
Create and view Course Announcements. Create and manage journals that can be assigned to each user in a group
Content for the purposes of private communication with the instructor.
Discussions
@ Blackboard Help for Students =
3 B7] my Grades
Tools Open Blackboard Help in a separate window. -
Displays detailed information about your grades.
Help
ik
Blogs | Hide Link
Pearson's MyLab and Mastering
COURSE MANAGEMENT
Create and manage blogs for Courses and Course Groups.
~ Control Panel Access and Manage Pearson's MyLab and Mastering products for this
course through Blackboard.
b Files Y
(£ catencar
}  Course Tools
e ion Track important events and dates through the Calendar. ik Roster
View alist of users enrolled in the Course.
} Grade Center
o
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4. If you did not find Pearson’s MyLab & Mastering in the above steps, then in the
Control Panel, click the Customization link and then click Tool Availability.

& Customization > Tool Availability B drvodeis: (@EDD @
+ L] T
=B Tool Availability
¥ DemoNative L3 Use this page to control what tools can be used, as well as which users have access to those tools. More Help
Home Page
Content & |
Discussions Cancel m
Groups |
Tools I Toal .~ Available Visible to Guests  Visible to Observers  Available in Content Area
Help Adaptive Release o ) o e
ALESS ® ® 9 E) |
COURSE MANAGEMENT e o o e |
¥ Control Panel |
Assignment © ® o |
¥ Files |
b Course Toals e 5 ® @ l
B valuation l Blackboard Help o o o) I
|
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5. Scroll down the list of available tools until you find two rows entitled, Pearson’s
MyLab and Mastering (Content) and Pearson’s MyLab and Mastering (Tools). Click
the two checkboxes as shown in the image below and then click Submit. If the
Pearson’s MyLab & Mastering options are not available here, please contact your
campus Blackboard administrator to have them installed.

Mobile Compatible Test ) ] ) %)
Mobile Compatible Test List ) o )
Module Page ) ) & %)
My Grades ) ) =) Q
Observer ) Q =) Q
Pearson's Direct (Tools) il ) ) S
Pearson's MylLab and Mastering {Content) ) ) &~ [g'

Pearson's MylLab and Mastering (Tools)

Pearson Direct {Content) o o () v
Performance Dashboard ) o &) )

6. When you return to the Tools page you’ll now see that the Pearson MyLab and
Mastering Building Block is available to you. You can now proceed to lesson 2 in
this module.

+ - C T

Tools
* Accounting *
Home Page
=
inFormation 5’3] ANnNouncements | wide Link £ ;fq Journals | nige Link
=
Cantent Create and view Course ARNOWLCEMENTs. Create and manage journals that can be assigned to each user in a
gl F the purposes rivale commmmn ication with e
Discussions ?‘n:‘:j:ar s
Groups @ Blackboard Help for Students | ide Link
Toold i o
Open Blackboard Help in a separate wirdow, #1 My Grades | jade Link
Help ‘ -

Displays detailed information about pour grodes.

Blogs | mide Link
COURSE MANAGEMENT

= cControl Panel Create and manage blogs for Courses and Course Groups.

Pearson's MyLab and Mastering | pude Link |

Ik Files
Apcess and Manage Pearson's MyLah and Mastering products fo
= Course Teols E:_EJ Contacts e ik | this course through Blackboard,

Anfdwncements
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MODULE 1: INTEGRATING BLACKBOARD WITH MYLAB AND
MASTERING

LESSON 2: CONNECTING BLACKBOARD WITH MYLAB AND
MASTERING

1. Click the Tools link from your Blackboard homepage.

4% Home Page e
How Do I?
Help Videos
+ - & T
Home Page

¥ DemoNative F I

Home Page Add Course Module

Information &

Content & My Announcements To Do

Discussions

No Course Announcements have been posted in the last 7
days.

Groups
.
maore announcements... Wha' s Past Due
Help b All ltems (0}
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2. Click the Pearson’s MyLab and Mastering Building Block.

My Institution Courses System Admin

&
and Mastering A&P
Home Page &
Announcements £ 7% Journals
Information =
Create and view Course Announcements. Create and manage journals that can be assigned to each user in a group
Content for the purposes of private communication with the instructor.
Discussions
@ Blackboard Help for Students e
Groups = .'Eﬂ My Grades
. . v =
Tools Open Blackboard Help in a separate window.
Displays detailed information about your grades.
Help
N
Blogs
[ZILILN Pearson's MyLab and Masterin Hid
COURSE MANAGEMENT 4 9
Create and manage blogs for Courses and Course Groups.
~ control Panel Access and Manage Pearson's MyLab and Mastering products for this
eourse through Blackboard.
» Files L]
<54 Calendar
= by
» Course Tools ) ’ @Y Roster
, Track important events and dates through the Calendar.
b Evaluation
View a list of users enrolled in the Course.
»  Grade Center
=0

3. Click Select a MyLab and Mastering product to use with this course.

& Pearson's MyLab and Mastering B o moce s (00D (7]
+ [ 3 ; =
Pearson's MyLab and Mastering
*  Accounting Demo #®
011414
Home Fage Student Help Instructor Help
Information o
Learn kot ro register, sign in, and eccess Pearson's MyLab Laarn how ro ger a Pearsen account, sign in, and make
Content and Mastering. Pearson’s MyLab and Mastering available for your students.
Discussions
Groups LU Select a MyLab and Mastering product to
Tools
Help s 5
to use in your course. Attention Mastering users: Modifled
Maztering is required for integrating Masterdng with powr
COURSE MANAGEMENT LM3, Modified Mastering products have specific access code
= cards for students; please check with your Pearson
Control Panel representative fo order the correct ISEN.

ogaizandemp blackboarct comwebapps [ponial/ Inamier 3
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4. Read and accept the license agreement.

PEARSON

End-User License Agreement and Privacy Policy

By registering to use a Pearson Education online learning system, | certify that | have read and agree to the Pearson
End-User License Agreement and Privacy Policy and the Pearson Privacy Statement.

| understand that my personal information may be stored in and/or accessed from jurisdictions outside of my resident country.
| consent to this storage and/or access.

The personal information that | use with a Pearson Education online learning system can include my name and contact
information, my answers to questions that are part of the course, my marks on tests or other course requirements, and any
comments about me made by my instructor.

Pearson Priv: Statement

Pearson Privacy Statement
Pearson Education ("Pearson”) recognizes the importance of protecting the privacy of Personally Identifiable

Information about you as a user of our online leamning applications, websites and educational evaluation tools
("applications"). Follows is an overview of Pearson's Privacy Policy which is wholly contained within the Pearson

End-User License and Privacy Agreement to which end users consent when registering for a Pearson application.

Information considered by Pearson ta be Personally Identifiable Information ("PII") is: your full name, address,

Pearson End-User License Agreement and Privacy Policy

End-User License Agreement and Privacy Policy
Last Revision Posted: 15 June 2012

These terms constitute an agreement between You and Pearsen Education, Inc, and its direct and indirect
affiliates ("Pearson”). By accessing or using the website and/or service with which these terms are associated, You
acknowledge that You have read and accepted the terms of this Agreement. If You do not agree to abide by the
terms and conditinns of this Aoreement. nlease dn nat reaister for or otherwise access or use this Websita.

5. Sign in with your Pearson instructor account. Use the “Forgot your username or
password?” link rather than creating a new account. If you don’t have an instructor
account, contact your Pearson sales rep.

PEARSON WAYS LEARNING

Link Accounts
[ v |

Sign In with Your Pearson Account Need a Pearson Account?

Enter your Pearson username and password to If you do not have a Pearson account,
access MylLab / Mastering. contact your sales representative.
Username:

‘ Not sure if you have a Pearson account?

Password:

‘ Password ‘

fEtnoh Yol usarmame or. passward?

ALWAYS LEARNING PEARSO
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That’s it — your Blackboard instructor credentials are now linked with your Pearson
credentials.

6. Click the Get Started button.

PEARSON ALWAYS LEARNING

Link Accounts

Congratulations! Your accounts are now linked.

Your Pearson account was successfully linked to your school account. You can access
MylLab / Mastering without signing in again.

Check your email for confirmation.

If you need technical support, go to Pearson 24/7 Technical Support.

[ Get Started! ]

7. In the following example, I'll create a new course by searching for an author’s last
name, but you have several other options:

a. Copy a MylLab & Mastering course you already have in your Pearson account.
Make sure that the course you select is not one that is already in progress —
that is, one that has students enrolled and future assignments set up.

b. Create a new MylLab & Mastering course by entering an author’s name or a
keyword (e.g., anatomy).

c. Copy another instructor’s course. You can do this by clicking the small
text link that says, “Or copy from another instructor”. You will need to enter
the other instructor’s course ID in order to use this feature.

ALWAYS LEARNING PEARSON
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PEARSON ALWAYS LEARNING

Select MyLab / Mastering

Copy Existing Mylab / Mastering
Select from your courses E ;0

Or

Instructors using a
Mastering course: type the
word "modified" into the
search field.

Search

Ciccarelli

8. Once you have made your selection from the choices in step 7, you’ll see a page with
search results similar to the one below:

Showing 1-4 out of 4 search results

| Ciccarelli Search Again

Sort results by: | Title %] Back to Copy/Search

MyPsychLab for Ciccarelli and White, Psychology 3e

SSvehology:
, Ciccarelli, Saundra | White, J. Noland
A»a Textbook ISBN-10: 0205832571 Select Course Materials
— Textbook ISBN-13: 9780205832576
Publisher: Pearson U.S.
MyPsychLab®

MyPsychLab for Ciccarelli and White, Psychology: An Exploration, 2e
Ciccarelli, Saundra
Textbook ISBN-10: 0205256414 (___Select Course Materials )
Textbook ISBN-13: 9780205256419

Publisher: Prentice Hall

MyPsychLab®

9. Find the MyLab & Mastering you want to connect to your Blackboard course and click
Select Course Materials.

10. On the next page, fill in your course information.

VERY IMPORTANT: leave the starting date alone. Even if your Blackboard course
starts in the future, do not change the MyLab & Mastering start date.

ALWAYS LEARNING PEARSON
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Enter MyLab & Mastering Information [ eio |

MyPsychLab for Ciccarelli and White, Psychology, 3e - Spring 2014

Ciccarelli, Saundra | White, J. Noland
*i Textbook ISBN-10: 0205832571 Search Again

. Textbook ISBN-13: 9780205832576
Publisher: Pearson U.S.

MyPsychLab®

What would you like to title your MyLab & Mastering course?

Py
{128 characters remaining)

What are your course dates?

Apr 07, 2014 |_| TO D @

Do you want to allow other instructors to copy your MyLab & Mastering course? &
() Yes @ Mo

11. That’s it — your Blackboard course and your Pearson MyLab & Mastering are all linked
up!

ARSON ALWAYS LEARNING

Request Received

Congratulations!

Your MyLab / Mastering course is being created. Once it is
available, you can add links to MyLab / Mastering in your
local course.

You will receive a confirmation email when your Mylab /
Mastering course is available for use.

Close Window

12. Important: the linking will not happen immediately. Look for the confirmation
email that lets you know when your MyLab and Mastering course is available and
ready for use.

a. Links from your Blackboard course to MyLab & Mastering will not work until
you have received this email. You should receive the email within an hour,

ALWAYS LEARNING PEARSON
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but it may take up to 24 hours depending upon the server traffic.

b. If you do not receive the email within 24 hours, check your spam filter. The
email will come from support@pearsonmylabandmastering.com so you may
want to add this address to your approved senders list.

13. Return to your Blackboard course. You will not see the newly created links until
you either refresh the Blackboard page, or click Tools, then the Pearson’s MyLab and
Mastering link.

a. All MyLab & Mastering courses will provide a Course Home link for your
students.

b. Depending on your specific MyLab & Mastering, you may also see links to
other major components, such as “All Assignments”, “Gradebook”, “Study
Plan” and others. Students typically only see the Course Home link
until/unless you make other links available to them later on.

ALWAYS LEARNING PEARSON
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MODULE 1: INTEGRATING BLACKBOARD WITH MYLAB AND

MASTERING
LESSON 3: CREATING LINKS FROM BLACKBOARD TO MYLAB &
MASTERING
If your MyLab & Mastering provides more than just a Course Home link, then you can Help

make these additional links available to your students. In this lesson we'll learn how
to make these links available to students, as well as how to move and delete these links.

You’'ll also learn how to reset the connection between your Blackboard course and your
MyLab & Mastering if you want to connect a different Pearson course to your Blackboard
course.

Inside your Blackboard course, here’s what the Tools->MyLab and Mastering area looks
like if you have more than just the Course Home link:

3 Pearson's MyLab and Mastering [ Edit Mode is: m o
an i e ' .
Pearson's MyLab and Mastering
¥ Accounting Demo L Your MyPsychLab course was chosen by your instructor to help you achieve success in this course. Every
011414 chapter contains resources designed with you in mind. Quizzes, flashcards, simulations, videos and a
Home Page personalized study plan will help you engage in your course material like never before.
Information &
Content
[ZLH MyPsychLab Assignment Calendar [IYEY MyPsychLab Assign Content
Discussions
Groups Access only assigned resources. Assign content to your students using the MyPsychLab
Course Calendar.
Tools

Help (YL MyPsychLab Course Home
(YT MyPsychLab Manage Course Materials

Access all content in your MyPsychLab course.

COURSE MANAGEMENT Edit assignment content or create Yyour own assignments
for your MyPsychLab course.
¥ Control Panel
b Files
(XL MyPsychLab Gradebook
b Course Tools
F Evaluation View the Gradebook for your MyPsychLab course.

ALWAYS LEARNING PEARSON
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1. In your Blackboard course, make sure you are in Edit mode.

2. Click the plus sign in the upper left side of the navigation panel.

* DemoNative A

Home Page
Information i
Content &
Discussions
Croups

Tools

Help

3. Click Content Area:

+ |

Content Area
Module Page
Blank Page

Tool Link
Web Link

Course Link

Subheader
Divider

4. Name the new Content Area anything you wish (in this example I'll just call it “MyLab
Links”) and make it available to users.

ALWAYS LEARNING PEARSON
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Add Content Area

26 Name:  MyLab Links |
# Available to Users

L3

Cancel Submit

5. Click this new Content Area and then click the Publisher Content tab:

+ = ¢ T

MyLab Links

¥ DemoNative # 1

Build Content v Assessments v Tools Publisher Content +

Home Page
Information i e —
Content
Discussions
Croups

Tools

Help

MyLab Links i

COURSE MANAGEMENT
* Control Panel

b Files

P Course Tools

ALWAYS LEARNING PEARSON
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6. Choose Pearson’s MyLab and Mastering in the drop down menu.

# Content B EditMode s m
+ - ¢
Content
* Accounting Deme E .}
011414
Build Content ~ ASSESSMEnts v Tools ~ Publisher Content
Home Page
Search for Textbook
Information &
Manual Entry Textbook
Content |
Pearson's MylLab and Mastering
Discussions {Content]
Croups
Tools
Help

7. The list of links you can make available to your students appears. In this example
you see 4 links. You’ll have anywhere from 1 to perhaps 8 such links you can put
into your Blackboard course.

£ Content > ... > Pearson's MyLab and Mastering Tools > Add Pearson Content B ervodeis: (@) @

+ Ot . .
Pearson MyLab and Mastering Links
¥ Accounting Demo A Select from the following available options
011414
Home Page

Information @ TN Add Pearson's MyLab / Mastering Links
Content &

Add Links to different Pearson MyLab / Mastering components
Discussions
Groups

Add Gradable Items

Tools
Help Add links to gradable items for automated grade synchronization

ALWAYS LEARNING PEARSON
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8. Choose one or all of these links and then click Submit.

Add Pearson's MyLab / Mastering Links

The following links to MyLab / Mastering components can be added to your course. Preview components by clicking the link
names. Select the checkboxes to add the links to your course. More Help

No Link Description Visibility
1 MyPsychlab Course Home Access all content and assignments in your MyPsychlLab course. All
2 MyPsychlLab Assignment  Access only assigned resources. All
Calendar
~ 3 MyPsychlab Study Plan &  Access your study plan and other media. All
Course Content
[ MyPsychlab Student Your Gradebook keeps track of your progress in the course. All auto-graded All
Grades activities are recorded for you here and in your instructor's Gradebook.

Displaying 1 to 4 of 4 items Show All Edit Paging...

Components Selected n O Cancel b

9. After you click Submit the links will appear like this in your Blackboard course:

+ B g n Successfully added 2l Mylab | Mastering componeniish
= Demekative E 3 M_'.fl.ﬂ.h Links

Hame Fage

Infamatinn & Build Co Assessments « Tools ~ Publisher Contemt «

Coment B

Discussions MyPsychlab Course Hame

Groups Avcess g cuntent ang azsmnments mopour MyPsyctlab course,

Tunls

Hilp n MyFsychLab Assignment

ik L _ S  Clicking on any of these links

m MyPsyehLab Study Plan | will open the Pearson
Gl I . RS R Wit STy = And o = = -
T . slatlsl  MyLab/Mastering site in
" . a MyPsychLab Student Gra another browser tab.
e | Your Gragebock keeps treck of ™

Important: remember that these links will take your students to the major sections
in your MyLab & Mastering course - Pearson does not currently offer links to specific
sections of any MylLabs. You cannot, for example, create a link that will take students to
a specific quiz or homework.

ALWAYS LEARNING PEARSON
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MODULE 1: INTEGRATING BLACKBOARD WITH MYLAB AND
MASTERING

LESSON 4: CREATE A QUICK MYLAB LINK FOR YOUR STUDENTS

Students can access your connected MyLab by clicking on the Blackboard Tools link, and
then on the link called Pearson’s MyLab and Mastering as shown below:

Tools

= Anatomy & Physiclogy  #
and Mastering A&PF
o —
Homg fape @1 Announcements § ;‘q. Journals

Discussions o
Cremane aid inkias Cosirss Arfourssaerals, Ot nid manoege fourmals Mol oo b acigaed o oo s i a

- wrowp for the purposes of private communioation with the (rstrucfor.
.
- —ﬁ Blackboard Help for Students

L E My Crades
Ot Blackbonrd Falf in o seporate windais,

Bixploys detailed nformation about pouwr grodes.

logs
= Pearson Direct
Create and m s for Cowrses and Cowrse Grouwps.

Access ard Manage Pearsen Drect LT products for this cowse through
sty
[ﬁ Calendar

Blaclhoard.
TFrock importemt events ond dafes through §

Pearson Direct LTI Scripied Links Updater
Updates the seripted links for a given virmue! (nstallarion.

AE Collaboration
. Pearson’s MyLab and Mastering

Crwehe anid rmanage Vinfol Closrocin and Chel seadkans,

Acvess and Manage Pearson’s Mylab ond Mestering prodwcts for thi
i throuwgh Blaedlard,

This will lead to the Pearson’s MyLab and Mastering page within Blackboard which contains
whatever links your lab makes available to students. In some cases this includes only a link
to the MyLab and Mastering homepage, but other links may be included:

Pearson's MyLab and Mastering

MyAccountingLab is a series of online courses that accompany Pearson's textbooks in accounting.
MyAccountingLab engages students in active learning—it's modular, self-paced, accessible anywhere with Web

access, and adaptable to each student's learning style--and instructors can easily customize MyAccountingLab to

better meet their students' needs.

[T MyAccountinglLab All Assignments [T MyAccountinglab Assignment Manager
Aceess all of your MyAccountingLab assignments and Create and manage all MyAeccountingLab assignments.
ensure your grades are properly recorded. ,
I MyAccountinglab Study Plan Manager
[FLIY MyAccountinglab Course Home
Manage MyAceountingLab study plan coverage and
Access all content in your MyAccountingLab course. mastery settings.
MyAccountinglLab Gradebook
-~ P s, —— e . P, I
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However, some Blackboard courses do not have a Tools link for students. Here’s how to
create a link in your Blackboard navigation that will lead students to your MyLab.

1. Make sure you are in Edit mode in your Blackboard course.

2. From the homepage of your Blackboard course, click the small plus sign at the top
left of the navigation bar:

¥  Accounting r 3
Home Page
Information &3
Content
Discussions
Groups
Tools

Help

3. From the pop-up menu that appears, scroll down and click the Tool Link option.

+ = & T

Content Area
Module Page
Blank Page

Tool Link

Course Link

Subheader
Divider

B "

ALWAYS LEARNING PEARSON
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4. In the pop-up, give the link you're about to create a name, such as Pearson MyLab
or simply MyLab:

I RN AT VA

Add Tool Link

% Name: |Pear5m'| I'u'lyLab| |
Type: | Announcements al
| Availagle to Users
v ncement!
Cancel  Submit Announce:

I |

5. Click on the drop-down menu to the right of Type: and choose Pearson’s MylLab
and Mastering (Tools):

- = o

Add Tool Link

“ Name: Pearson MyLab

Type: ¥ Announcements

. ) Blackboard Hel

[ Available t B

— Blegs
Calendar
Collaboration
Contacts

e Course Messages

Discussion Board

Tools Email
Help Glossary
Groups
Journals
My Grades
COURSE M
FATSOTT S DITECT (OS] ==
Pearson's MyLab and Mastering (Tools
¥ Control Pa - y 09 (Tooks)
b Files Tasks

Tools Area
P Course Tool  wikis
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6. Then click the checkbox to make sure that this new link will be available to users
(students):

BNl ...

Add Tool Link

“ Name: Pearson Mylab

Type: [ Pearson's MylLab and Mastering { 4 J

lable to Users

Cancel Submit

L | L

7. After clicking the Submit button you will see that you have a new link that your
students can click which will show them whatever links they have that can take them

to your MylLab.

m Pearson's MyLab and Mastering

¥ Accounting o MyAccountingLab is a series of online courses that accompany Pearson's textbg
MyAeccountingLab engages students in active learning--it's modular, self-paced

Home Page

access, and adaptable to each student's learning style--and instructors can easil.
Information & better meet their students' needs.
Content
Discussions
Groups IXILTY MyAccountingLab All Assignments MyAccoup
Tools Access all of your MyAccountingLab assignments and Create and manage d

ensure your grades are properly recorded.

IV My Accour
IXILY MyAccountingLab Course Home

Manage MyAccounti

Help

Pearson MylLab
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MODULE 1: INTEGRATING BLACKBOARD WITH MYLAB AND
MASTERING

LESSON 5: HOW TO RESET THE CONNECTION BETWEEN
BLACKBOARD AND MYLAB & MASTERING

1. Go into the area of your Blackboard course that contains the Pearson MyLab &
Mastering Building Block. Typically this is found in the Tools area or under Course
Tools.

Help

by InsTicution Coursas Systam Admin

E Pearson's MyLal | Mastaring B tdescde o R €D

Pearson's MyLab / Mastering

* Piych 102 * Mty mthi b i 0 Series o oniime sourses thar arscepariy Peormnr'’s neethonss in mothermaris moad atotistes. MyMarkLah

Hevrss Paugii oy studiats in active lamming--ir's moduinr, self-pooed, seeessibls anyichere wink Wik qocess, and adephobde o eodh
1 studend's inarming sfyie.-and ieshreachars oo casiiy Aotomine Myppatklab o beffer ma ot i efr shedenits' noads.
Irformazion @
Contert
Discussions m MyMathLah Course Home ﬂmvlﬂﬂhuﬂ Course Home Manager
Lroups Aveswn ol tnnheny o aigeman e i gaue Mybdni Lok overss, i iy Ayt Bk ciurss b poge cosel wetlings.
tlp 4 NHrHathab ANNOUNCEMEAT MAREQE
Go to the place in your -
vl e e dnn Tz i
cousse T
s Blackboard course which
1 = = MyMathLak Assignment Manager
¥ Fl
contains the links to your M :
b Cousse Ti Crecete o] romaoe ol KyMarhinh modynmesia
¥ Praluation
¥ Loade Ceiy mrd'p'h'li'lhuh Smudy Plan Managar
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2. Scroll down until you see the Reset MyLab and Mastering Course Association

and click it.
you need for your MyMathLab course. Get detailed information about the many robust features of
MyMathLab's interactive online teaching and learning
environment.
[T MyMathLab Student Help
Find out how to get the most out of your MyMathLab course. Additional MyMathLab Instructor Resources

Access tours, training, the Instructor Exchange, and additional

[T Pearson 24 /7 Technical Support for Students help with MyMathLab.

and Instructors =

Search the Support knowledge base; get answers to commonly Roster Information
asked questions; register for customized assistance; or contact a

Support representative through email or live chat. View Roster Information

[
EE Reset MyLab / Mastering Course Association

Resets the Pearson's MyLab / Mastering Course Association
MyLab / Mastering Course: britt97089

&l Diagnostics

Run Diagnostics

3. Be certain that you want to reset this connection. Any student data you may have
associated with your Blackboard course and MyLab & Mastering will be lost. If you
are certain, click Ok.

My Institution Courses System Admin
'

Confirm Selection

/I, Resetting the course association between your Blackboard Learn course

and your MyLab / Mastering course will delete your MyLab / Mastering
course and student results.

Please check your MyLab / Mastering course and export any results you
need before proceeding. If you need help exporting course results please
contact Pearson 24/7 Support. Contact your Pearson sales representative if
your students need replacement access codes as a result of resetting your
course association.

Click OK to reset your course association.

e o |
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MODULE 1: INTEGRATING BLACKBOARD WITH MYLAB AND
MASTERING

LESSON 6: HOW TO COPY AN INTEGRATED COURSE FOR USE IN
FUTURE SEMESTERS

1. When you copy a Blackboard course for use in another term, you’ll notice that any -
links you created to a MyLab in this previous course are present in the new —

How Do 12

Blackboard course. Videos

2. When you click any of the links to a MyLab from a previous semester, the links WILL
NOT lead to a previous MylLab.

3. Instead, you will begin the registration process again. Please see Module 1, Lesson 1
for detailed steps.

4. You'll see the privacy page after you click any MyLab & Mastering. Please review and
click 1 Accept.

5. You will then be allowed to make a copy of your previous MyLab (you will not be
asked to re-link your Blackboard and Pearson instructor credentials).

6. Give the newly copied course a name.

7. Leave the start date at today — as always, do not change the start date no matter
when your course begins.

8. Give the course an end date.
9. Click Copy.
10. When you receive your confirmation email, you can now click any of the links you

created in the previous semester and they will lead to the newly copied MyLab &
Mastering.
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LESSON 7: HOW STUDENTS CONNECT FROM BLACKBOARD TO MYLAB
& MASTERING

1. Important: Students NO NOT use a course ID when your Blackboard course is
integrated with MyLab and Mastering. You may have provided students with your MyLab
& Mastering course ID in the past, but when you are integrating Blackboard with MyLab
and Mastering, the course ID plays no part in the process and could make things more
difficult for students. Bottom line: even if you know your MyLab and Mastering course
ID don’t give it to students — tell them to go into your Blackboard course and connect to
Pearson’s MyLab & Mastering from there as shown below.

2. Students log in to your Blackboard course and click one of the links to Pearson’s MyLab
and Mastering. This is very similar to what instructors do when they create their link to
MyLab & Mastering. Typically the link is found inside the Tools or Course Tools area of
your Blackboard course. An example is shown below:

Tools
= Anatomy & Physiclogy  #
and Mastering A&P
Hame Page o §_ X
& '] Announcements E p'q. Journals
Discussions N o
. it i i Oosrsg Amrfaurorirals. Crwade cond manoge feurmals Ml con b asslgaed 0 el wier @7 a
i, group for the purposes of private communication uith the (rstructor.
.
- :ﬁ Blackboard Halp for Students

@ My Crades

Exixplays derailed informaotion about your grodes,

Pearson Direct
oge for Couwrses and Cowrse Groups.

Accens aruf Manoge Pearson Direcs L7 products for this cowree through
Bluekchaard.

Open Rlackboerd Help in o separate aindo,

[ﬁ Calendar

Pearson Direct LTI Scripted Links Updater
Frock Impartent events ond dafes through ¢ . e

Updates the seriptad links for o glven vira! (astallation,

r‘;‘é;‘- Collaboration

Crevte and rurmags Virtue] Clossmeaim ara f Chod peaxians,

Pearson’s MyLab and Mastering

Access and Manege Pearson’s MyLob ind Mostering producés for thi
rae through Blockboerd,
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3. In this example, the instructor has created a Tools Link for students called MyLab
Links.

" 3 MyLab Links
L .
MyLab Links
~ DemoNative *
Home Page S MyPsychLab Course Home 9
Discussions Access all content and assignments ih- % MyPsychLab course.
Croups
Tools

S MyPsychLab Assignment Calendar

Access only assigned resources.

S MyPsychLab Study Plan & Course Content

Access your study plan and other media.

MyPsychLab Student Grades

Your Gradebook keeps track of your progress in the course. All auto-graded activities are recorded for you
here and in your instructor's Gradebook.

4. The first time a student clicks a link like the ones above to MyLab & Mastering, they will
first be asked to agree to our Privacy Policy:

PEARSON

End-User License Agreement and Privacy Policy

By registering to use a Pearson Education online learning system, | certify that | have read and agree to the Pearson
End-User License Agreement and Privacy Policy and the Pearson Privacy Statement.

I understand that my personal information may be stored in andfor accessed from jurisdictions outside of my resident country.
| consent to this storage and/or access.

The personal information that | use with a Pearson Education enline learning system can include my name and contact
information, my answers to questions that are part of the course, my marks on tests or other course requirements, and any
comments about me made by my instructor.

Pearson Priv: Statement

Pearson Privacy Statement

Pearson Education ("Pearson”) recognizes the importance u[pmlectmg the privacy of F‘erscmally Identifiable
Information abaut you as a user of our online learning appli 15, websites and educational evaluation tools
("applications"). Follows is an overview of Pearson's Privacy Policy which is wholly contained within the Pearson

End-User License and Privacy Agreement to which end users consent when registering for a Pearson application.

Information considered by Pearson to be Personally Identifiable Information ("PII") is: your full name, address,

Pearson End-User License Agreement and Privacy Policy

End-User License Agreement and Privacy Policy
Last Revision Posted: 15 June 2012

These terms constitute an agreement between You and Pearson Education, Inc, and its direct and indirect
affiliates (*Pearson”). By accessing or using the website and/or service with which these terms are associated, You
acknowledge that You have read and accepted the terms of this Agreement. If You do not agree to abide by the
terms and conditions of this Aareameant. nlease dn not reaister for or otherwise access or use this Website

Decline .lr.._."'
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5. On the next screen, students will be asked to either sign in with a Pearson student
account, or create a new Pearson student account. Important: students should use the
“Forgot your username or password” tool before they create a new account. Creating
multiple Pearson accounts can create confusion in the future.

PEARSON

Register

Sign In with Your Pearson Account Create a Pearson Account

Your account gives you access to your Pearson If you don't already have an account, create
online courses and products. one.

Username | Pearson username

Password | Pearson password Mot sure if you have an account?

Forgot your username or password?

6. On the next screen students can: a) redeem an access code they purchased in the
bookstore, b) purchase access using a credit card or PayPal account, or ¢) use
temporary access and then pay for access at a later time.
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Students typically buy

an access code in the

campus bookstore. An access code can also be

purchased online.

Select ah Option

Use an Access Code Use a Credit Card or PayPal

A prepaid access code might come with your MyPsychlab for Ciccarelli, Psychology, 3rd Edition
textbook or in a separate kit. with eText

Access Code L s7s.00us0 |

MyPsychLab for Clocarelll, Psychalogy, 3rd Edition
without eText

$55.00 USD

Temporarary access is
available.

Get temporary access without payment for 14 days. Bke an

Waiting for financial aid
access code, credit card]

7. If students chose temporary access they will receive email reminders that they need to
purchase access before the expiration date expires. A best practice is to wait until the
14-day temporary access period has ended before upgrading to permanent access. If
students wait until the 14 days have ended, they can enter their Blackboard course and
click a MyLab link to go through the above registration process.

8. When the purchase process is complete, students will see this screen and can click the
Go to your course button.
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9. The new MylLab & Mastering will open in a new browser tab.

The new linked
MyLab course

A ) digiahgliur neat, soplley e comy postrdenmiced, it purseid = B3652 77 tmenu | 7

DemaoNe Ive

urse Home

The student's  |ncemens
Blackboard . on

puncemant Sunmither DateyTimn *

GDUFSE t: are na acdklve aarauncements in this course.

i The linking process only has to

Simulations 0 - be done once.

Video Serias

Student Resources

Student Grades
ol
b M W R bR Py Caccarelll | White Pspchology Je
[T o
Toals =

WELCOME TO MYPSYCHLAE!
nDsveh i-ii-i-EEE
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MODULE 2: MOVING GRADES FROM MYLAB &
MASTERING TO BLACKBOARD

You can get your grades from MylLab & Mastering to Blackboard in two ways.

Grade Transfer: the transfer process involves going into your MylLab & Mastering course
gradebook and exporting your grades in MyLab & Mastering format to a .csv file. You then
go into the Full Grade Center in your Blackboard course and upload this file into your
Blackboard gradebook.

Grade Sync: some MylLab & Mastering courses are enabled for grade sync, which means
that you can set them up so that grades from your MyLab & Mastering gradebook will be
sent over to Blackboard; from there you can decide which grades to have the system
integrate into your Blackboard gradebook.

Which option is available to you? The best way to determine this is to go into your

MyLab & Mastering gradebook. Match up the look of your gradebook to the images that
follow and you’ll know what options are available to you.

ALWAYS LEARNING PEARSON
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Gradebook 1 — Capable of Grade Transfer and Grade Sync: The gradebook shown in
the image below is based on what we call the Mastering platform and is used for Mastering
products such as: MasteringBiology, MasteringPhysics, MasteringAstronomy,
MasteringEngineering, MasteringChemistry, MasteringGenetics, Mastering
EnvironmentalScience, MasteringHealthandNutrition, MasteringGeology,
MasteringGeography, MasteringOceanography, MasteringA&P, and

MasteringMicrobiology.

Click the question mark to go to a page with a full listing of MyLab and Mastering o
product names and their platforms. <P

Courses Hello, Michael Britt  Account Help & Support  Sign Out
Anatomy A&P
course sattings £}

modify & [E B Gradebook
Course Home #Manage E View Learmning Outcomes Summa
Syllabus Showing Score in All Categories for All Students
LA TEE Score Time Difficulty
Scores There are no grades to display yet
NAME Introd..&P TOTAL
p Course Tools
Assigned Points 3 3
eText
Class Average -
Study Area
User Settings

¥ Instructor Tools  [Z

Gradebook =

Turn to the module in this manual called Grade Transfer and Grade Sync on the
Mastering Platform to see how these processes are done.
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Gradebook 2 — Capable of Grade Transfer and Grade Sync: The gradebook shown in
the image below is based on what we call the Pegasus platform and is used for MyLab
products such as: MyPsychLab, MylITLab 2010, MyITLab 2013, MyNursingLab for
Community, LPN/LVN, Drug Dosage Calculations, Hogan Reviews and Rationales, NCLEX
Review, and MyLanguagelLabs (only select titles of MySpanishLab and MyFrenchLab).

Click the question mark to go to a page with a full listing of MyLab and Mastering

product names and their platforms. Help

Today's View Assignment Calendar Course Materials Gradebook MyTest Lagend

Grades Custom View Reports E.' eText | A

oiifan Bansl 1. Al Course Content Croate Column  w

L‘ All Course Content v SELECTIONS | All Studonts  All Assignment Types  All Due Dates  Assigned ltoms Only  x

MyPsychLab Setup - Student Name Course ;9
Sewter ) T B o] [SweniName | w | (lastupdated af12:00:00 PM)
Psychology | R

Chapter 2 The Biokogical Class Average: <

Perspective

Chapter 3: Sersation and | _student, _student 2

Parception

Chapter &

= HIDE FILTERS

b STUDENTS

Show Status for All ltems
b ASSIGNMENT TYPES
» DUE DATES

b ASSIGNMENT STATUS

b COLUMN SORT

b TITLE SEARCH

Export: | CurrentDisplay = | as | csv file a {‘ Download ‘[

Turn to the module in this manual called Grade Transfer and Grade Sync on the
Pegasus Platform to see how these processes are done.
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Gradebook 3 - Capable of Grade Transfer and Grade Sync: The gradebook shown
below is based on what we call the XL platform and it is used for MyLab products such as:
MyEconLab, MyAccountingLab, MyOmLab, MyFinanceLab, MyEngineeringLab, MyWritingLab,
MyReadingLab, MySkillsLab, MyFoundationsLab, MyStudentSuccessLab, MyMathLab,
MyStatLab, MyReadinessTest and MyLiteraturelLab.

Click the question mark to go to a page with a full listing of MyLab and Mastering product
names and their platforms.

Courses Hello, Michael Britt Account Help & Support  Sign Out
MyMathLab
1 Math
course settings {3

modify G E E Gradebook modify €
Course Home MyMathLab > RESULTS
Homework Results

Quizzes & Tests

\_ s Show Overall Score J

Study Plan
f Study this Objective nexi
| Tpast 2 weeks | Tipast month | Al ASSgMeEnts = | - pacome famitiar wi
“TERk practice entering an
B Chanber Contonts | &= Entire course to date |
Tools for Success
Multimedia Library Results from 12/15/13 - 01/14/14
Learning Guide Results from the past month Correct/ Total Score Time Spent

. See all results.
Purchase Options There are no results for the past month | resul

Pearson Tutor
Services

To see what to study next, go to your Study Plan

Discussions This course is based on Blitzer: Algebra & Trigonometry, Se
Coovriaht 2014 Pearson Education

Turn to the module in this manual called Grade Transfer and Grade Sync on the XL
Platform to see how these processes are done.
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Gradebook 4 — Capable only of Grade Transfer: the gradebook shown is based on what
we call the Native platform and it is used for MyLab products such as the MyEducationLabs.
Other MyLabs using this platform are: MyEducationLabs, MyMISLab, MyManagementLab,
MyMarketingLab, MyBizLab, MyBCommLab, MyNursingLab, RealEHRPrep, Neighborhood 2.0,
MyCJLab, MyBradylLab, NCCERConnect, MyMedicalTerminologyLab, MyHealthProfessionsLab,
MyCulinaryLab, MyHospitalityLab, MyHVACLab, MyLegalStudiesLab and MyServSafelLab.

This gradebook can utilize the grade transfer process.

Educational Technology

course settings G} Ed UCEltIOﬂ

modity & [© [E Gradebook - Overview madity @

p Course Home
Export Gradebnnk -

Assignment
Calendar
e debnok GRADE TO DATE ou'ror

Performance No students have been assigned fo the current course.
Reporting

Submissions
eText

» Course Content

p Chapter Tests =z
Course Resources

» Communicate

p Instructor
Resources @’

Turn to the module in this manual called Grade Transfer on the Native Platform to see
how these processes are done.
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MODULE 3: GRADE TRANSFER AND GRADE SYNC
FOR MASTERING

LESSON 1: HOW TO TRANSFER GRADES TO BLACKBOARD FROM

MASTERING
1. Go into your Mastering gradebook. You can enter your Mastering gradebook
starting from your Blackboard course or by logging in at the
pearsonmylab.com site. [
How Da I?

Videos

2. Follow the steps below to export your Mastering grades: Manage=>=Export
Gradebook Data=Export Scores Select a Format for Your Export>Formatted

for Blackboard-MyLab/Mastering.

3. Make sure to select Formatted for Blackboard-MyLab & Mastering.

[E Gradebook
)

Filter = | Showing Score in All Categories for All Students

Score || Time Difficulty

There are no grades to display yet
MAME Introd. &P

. Manage Gradebook

o o =) @)
: b4

Export Gradebook Data

Tips: Gradebook data is exported 10 a comma-separated value (.csv) fila. An export format specific to your course management systen

Farmat drop-down lisl
Before you export data, make sure the Student ID column has the correct ID information for import into your course manage ment syt

Studant IDs ) For insructions on IMponing gradas into your course Managament System, réfar 1o its onling Help

Export Scores Select a Format for Your Export®  Standard Gradebook Farmat
Formaned for Blackboard 9.x

Formatted for Blackboard B.x

Formatted for Blackboard 7.x/6.x

Formatted for Blackboard Vista 3/4/8, CE 6 (WebCT)
Formatted for Angel 7.x

Formatted for Blackboard-MyLab/Mastering
Formatted for Canvas-Mylab/Mastering
Formatted for Desire2Learn -MyLab/Mastering

Export Times (Export as .csv file)

Export Difficulty (Export as .csv fila)

PEARSON
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4. Download the .csv file to your desktop.
5. Close Mastering if you wish.
6. Return to your Blackboard course.

7. In Blackboard, navigate to the Full Grade Center.

COURSE MANAGEMENT
¥ Control Panel
¥ Files
P Course Tools
¥ Evaluation

* (Grade Center

Full Grade Center

Tests

Users and Groups
Customization

Packages and Utilities

w» | W | v W

Help

ALWAYS LEARNING PEARSON
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8. In the Full Grade Center, click the Manage tab and then select Upload Pearson’s
MyLab and Mastering Grades.

Grade Center : Full Grade Center

When screen reader mode is on the table is static, and grades may be entered an the Grade Details page, accessed by selecting the table cell for the grade, When soreen reader
mode i3 off, grades can be typed directly into the cells on the Grade Center page. To enter a grade: click the cell, type the grade valie, and press the Enter key to subamidt, Use
the armow kegs or the tab key to navigate through the Grade Center. More Help

Create Column Create Calculated Column Filter Work Offline ~

‘Grading Pericds
Move To Top | Email Grading Schemas 5or Columns BY:  Layour Position = Order | 4 Ascending
Grade Iformation Bar ‘Grading Color Codes

O e r— o e = Categories
Selected Rows: O Sman Views

> p—

Move To Top  Email Column Organization e
Rerw Visibility
Send Email Edit Rows Displayed

Manage Pearson Direct Grades

Manage Pearson MyLab and
Mastering Grades

9. On the next screen, click the Browse My Computer button and select the file you
downloaded from Mastering. Click the Submit button.

Upload Pearson's MyLab and Mastering Grades

Upload a CSV file exported from your MyLab and Mastering Gradebook to your Grade Center. To export a CSV file
JSfrom MyLab and Mastering, export in Blackboard-MyLab and Mastering format from your MyLab and Mastering
Gradebook.

NOTE: When overriding uploaded MyLab and Mastering student grades, always use the Manually Override tab.

1. Upload Pearson's MyLab and Mastering Grades

NOTE: If you have already set up automated grade synchronization far this course, you are advised not to upload grades
using .csv files. For more information see the Instructor Help.

Attach File [ Browse My Computer ] Browse Course

2. Submit

Click Submit to proceed. Click Caneel to quit.
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10. On the next screen you can choose all or only some of the grades from Mastering to

import to Blackboard.

Upload Grade Confirmation

time.

MyLab / Mastering Assignment

Take the Chapter 2 Exam

Chapter 2 PreTest-Pre Test

Chapter 2 PostTest-Post Test

Even if you exported a MyLab/Mastering file
containing all your student's grades on all your tests,

column. If an assignment does not match an existing Grade Center column, use
assignment with a column or create a new column in the Grade Center. More Help

you can choose only those you want to import at this

Match Grade Center Column

the Grade Center. When an
res will be uploaded to the associated
the dropdown list to associate the

| Create New Grade Center Column

| Create New Grade Center Column

| Create New Grade Center Column

Displaying 1 to 3 of 3 items

Show All

Edit Paging...

11. Blackboard will create new columns in your Blackboard gradebook to contain any
new assignments and it will simply update any existing Mastering columns with new

grades if there are any.

12.Your grades have been transferred from Mastering to Blackboard:

Successfully completed Grade Upload. 1 Grade Center column(s) created and 2 Grade Center entry(ies) updated. | }
Resuits for unenrolled users in this export file have not been uploaded to the Grade Center.

When screen reader
selecting the table cell
Grade Center page. To
arrow keys or the tab

Create Column (.

=7 | Move To Top

Crade Information Bar

Grade Cente : Full Grade Cnter :

L Your MyLab/Mastering grades have
been transferred to Blackboard! |

Sort Columns By: | Layout Position

Grade Detuails page, accessed by
typed directly into the cells on the
the Enter key to submit. Use the

e
= rts

Filter

Work Offline

Order:| 4 Ascending

?D'-"??,h Name

(] Black Sally
[l Jones Mary
[ Smith John

Selected Rows: 0

shlack

mjones

Jsmith

Last Saved:june 13, 2013 4:13 PM

June 13, 2013 Available
June 13, 2013 Available
June 13, 2013 Available
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MODULE 3: GRADE TRANSFER AND GRADE SYNC FOR MASTERING

LESSON 2: HOW TO SYNC GRADES WITH BLACKBOARD AND

MASTERING

You do not need to alter or create any settings in your Mastering gradebook in order to have

it send grades to a linked Blackboard course.

1. We recommend that as soon as you link to a Mastering course you should create

a new assignment. Doing so will allow you to see when you return to the
Blackboard gradebook that this assignment is ready to be sync’d.

2. Return to your Blackboard course and click Pearson’s MyLab and Mastering link.

=T

Home Page @ Announcements
Information £
Create and view Course Announcements.
Content
Discussions
T Blackboard Help for Students | Hide Link
Crouns e [ ride Link. |
Open Blackboard Help in a separate window.
Help

by
A stoas
Create and manage blogs for Courses and Course Groups.

COURSE MANAGEMENT

¥ Control Panel

Calendar

Track important events and dates through the Calendar.

b Files

»  Course Tools
b Evaluation

}  Grade Center

HH Collaboration

P Users and Groups Create and manage Virtual Classroom and Chat sessions.

¥ Customization

Enrollment Options
Guest and Observer Access

Contacts

&

g
£ Journals | Hide Link

=

{1

Create and manage journals that can be assigned to each
user in a group for the purposes of private communicatio
with the instructor.

@ My Grades

Displays detailed information about your grades.

Pearson Direct | Hide Link

Access and Manage Pearson Direct LTI products for this
course through Blackboard.

[4LLSLN Pearson Direct LTI Scripted Links

Updater

Updates the seripted links for a given virtual installation

ITEW Pearson's MyLab and Mastering
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3. On the next page scroll down to the Support Tools area and click Manage Pearson
MyLab /7 Mastering Grades.

¥ Packages and Utilities MyPsychLab Notifications
t} Help View MyPsychLab Course Performance information.

Support Tools

Studenl Help Instrucmr Help
o
|

Learn how to register, sign in, and access Pearson's Learn how to get a Pearson account, sign in, and make
MyLab and Mastering. Pearson's MyLab and Mastering available for your
students.

[ XL Pearson 24 /7 Technical Support for

Manage Pearson MyLab/Mastering
o

Students and Instructors

Search the Support knowledge base; get answers to Grades
commonly asked questions; register for customized Upload grades from Pearson's MyLab and Mastering intc
assistance; or contact a Support representative through your Blackboard course. Last Manual Grade Refresh:
email or live chat.
b
i Roster Information
4
View Roster Information
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1. Start the grade sync setup process by clicking the second link on the left side —
Grade Synchronization Settings:

a Pearson’s MyLab and Mastering Tools > Manage Grades B Edimode is: (DD (7]
+ . ¢ f 0 .
Manage Pearson's MyLab and Mastering Grades
~ Psychology 101 A Select from the following available options.
(Pegasus)
Home Page
Information Set Up Grade Synchronization Refresh Pearson Grades
Content
Select gradable items for automated grade synchronization. Ensure your Pearson application grades are up to date in the
Discussions Blackboard Grade Center.

NOTE: Instructors are advised to upload grades using .csv files
OR set up grade synchronization, not use both features within
Tools the same course. For more information see the Instructor Help. Upload Pearson Grades using csv files

Croups

Hel
P Upload Pearson Grades in to the Blackboard Grade Center

MyLab (VTN Grade Synchronization Settings using a csv file exported from your MyLab &Mastering
Gradebook

Change settings for automated grade synchronization.

COURSE MANAGEMENT

Control Panel
Files
Course Tools

Evaluation

vy v v v A4

Grade Center = 0K

2. You may see an error message like the one below, but there’s no need to worry — it
will go away once the setup process is complete.

The selected folder could not be found. Please select another folder and click "Submit” to prevent your grade synchronization from failing. [

Grade Synchronization Settings
Select or ch the setti jated with gradable items.

Don't worry about error messages cnce | I

at this point.

1. Set Content Link Location

3. Important: your goal in this first step of the setup process is to create a folder in
Blackboard that will hold the grades that come over from Pearson. Throughout the
semester you’ll be checking that folder to see what new grades have come in, and
you’ll be deciding which of these grades you actually want included in your
Blackboard gradebook.

4. To create this folder, click the Browse button. You’ll get a small popup window. You
can create this folder anywhere in your Blackboard course, and if you already have a
section in Blackboard called Content you can select this folder, as shown in the
image below:
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Grade Synchronization Settings Select Location: Peychol..._u|

& https://pearsondemo.blackbao...

¥ Psychology 101 . Seleet or change the setrings associated with gradable items,
(Pegasus) E E (v
Home Page
* Select Location: Psychology 101

Infarmation i (Pegasus)
Content ofarmatio

5 : = Content
Discussions “_

1. Set Content Link Location N

Groups
Default Destination
Taols Folder - zhmpe /

Help Create ‘Pearson Gradable (&

MyLab Items’ Folder G ‘Pearson Gradabie Items’ fokfer under the Destinal
e foider makes it easier for fink manaogement and L

COURSE MAMAGEMENT

5. If you have a Content folder and have selected it as shown here, then proceed to
step 11; , if you don’t have a Content folder you can easily create an area in
Blackboard to hold your Pearson grades. Here’s how to do this.

6. Close the pop-up window.

7. Click the + sign at the top of the left navigation area in Blackboard (if you don’t see

the + sign, then go over the right side of the screen and make sure you are in Edit
mode).
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) Pearson's MyLab and Mastering

m—"‘nearSl::m'.r\. MyLab and Mastering

Add Content Area . i .
_ yAccountingLab is a series of online eourses that accompany F

% Name: [myLab Grades arning--it's modular, self-paced, accessible amywhere with We
stomize MyAccountingLab to better meet their students’ needs,

] Awailable to Users

Cancel

= ILALE] MyAccountingLab All Assignments
Groups Access all of your MyAccountingLab assignments and ensure your ¢
Tonls are properly recorded.
Help
mylab PEARSOM I Home

The steps above will create this new
MylLab Crades & hidden folder ab course
COURSE MANAGEMENT
* Control Panel

8. As the image above shows:
a) Add a Content Area.
b) Call it something like Mastering Grades
c) DO NOT make it available to users.
d) Click Submit.
9. This will create a new hidden folder in your navigation area.

10. Click the Grade Synchronization Settings link again in the Pearson Building Block,
as in step 1 above.

11. Click the Browse button.
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1. In the Settings area, click the button next to Automatically Assign Gradable
Items to the Default Folder Location from the Off to the On position.

2. Click Yes to the right of Include these Gradable Items in Grade Center
Calculations.

3. Email Notifications: enter your email address if you wish to receive an email every
time the sync system creates a new grade column in your Blackboard gradebook.

4. Category: decide whether you want to use any categories you may have set up in
Mastering in your Blackboard gradebook.

5. See the image below for a summary of these suggested settings:

2.

3.

Settings
Automatically Assign

Gradable ltems to th_e Set this option to ON to have all MyLab gradable items automatically create grade center columns and
Default Folder Locatioll jncert finks into the default destination folder.

Include these Gradabl) No
Iterns in Grade Center “SEEBENG o cxclude the Grade Center columns for these items from calculations.

Calculations

Email Notifications [me@mycollege.edu |
Provide a comma-separated list of emails to notify recipients when a new gradable ttem is added to the
Blackboard Grade Center and a link is added to the default destination folder.

Category @ Use categories defined in the Pearson's MylLab and Mastering course
NOTE: Selecting this option will create categories from Pearson's MyLab and Mastering in your course if
they do not already exist.
() Use existing category available in Blackboard course
| Assignment 4|

Submit

Click Submit to proceed. Click Cancel to quit.

6. “Automatically Assign Gradable Items to the Default Folder Location”: ON

7. “Include these Gradable Items in Grade Center Calculations”: YES

8. Email Notifications: you might want to fill in your email address so that you get a
notification whenever a new grade column is created in your gradebook. You can
return here and remove your email address at a later point if you wish.
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9. After you have made these selections, click Submit.

You have completed the key processes in the grade sync setup process. From here
on you shouldn’t need to return to this page unless you want to enter (or remove)
your email address in the Email Notifications area.

The next part of the grade sync process is to go to the Set Up Grade
Synchronization Settings area. You may return to this area several times

throughout your course to indicate to the system exactly which grades you want
sync’d with your Blackboard gradebook.
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Your goal in this part of the sync process:

1. Return to the Pearson Building Block and then to Manage Pearson MylLab and
Mastering Grades. Click the first link in the upper left, Set Up Grade
Synchronization, as shown below:

% ©  Pearson's MyLab and Mastering Tools > Manage Grades [ Edit Mode is: m o
+ @ ¢ M . .
Manage Pearson's MyLab and Mastering Grades
~ Psychology 101 - Select from the following available options.
(Pegasus)
Home Page
Information It Set Up Grade Synchronization Refresh Pearson Grades
Content
Select gradable items for automated grade synchronization. Ensure your Pearson application grades are up to date in the
Discussions Blackboard Grade Center.
Groups <. Instructors are advised 0 Upload grades using .csv fites
P OR set up grade synchronization, not use both features within
Taools the same course. For more information see the Instructor Help. Upload Pearson Grades using csv files
Hel
P Upload Pearson Grades in to the Blackboard Grade Center
MyLab [FYTLY Grade Synchronization Settings using a esu file exported from your MyLab &Mastering
Gradebook
Change settings for automated grade synchronization.
COURSE MANAGEMENT
¥ Control Panel
b Files
} Course Tools
b Evaluation
b Grade Center oK

2. If you see the No Components Found message on The Add Gradable Items
page, it means that: a) you have yet not set up an assignment for your students in
Mastering, or b) you recently set up an assignment, but the system has not yet
received any information that the assignment exists.

- W83 Add Gradable Items
* Test IT Course 1.3 Select MyLab and Mastering gradable items from the st below to be inctuded for d with the Grade Center. If items are missing from the
Harne Page list beloun, consult the help documentation for your MyLab or Mostering iy ke g1 ailable ft de sy
= =R
ki P If you haven't created any assignments yet,
please return to your MylLab course, create at
S least one assignment and make sure that the
b Conesa s grades are set to sync.
¥ Evaluation
*  Grade Center
¥ users and Groups
¥ Customization
¥ Packages and Utilities D
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3. If you receive the No components found error, please return to this part of the
sync setup process at a later time. You could also speak with your campus
Blackboard administrator to ask how often the Pearson Building Block has been set
up to check for new assignments available to sync.

4. When items from Mastering appear on the Gradable Items page, you are ready to
choose which ones you wish to sync with your Blackboard gradebook. You can
choose all or only some of the items from Mastering.

+ - & N
Add Gradable Items
* Psychology 101 [.3 Select MyLab and Mastering gradable items from the list below to be included for automated grade synchronization
(Pegasus) with the Blackboard Grade Center. If itemns are missing from the list below, consult the help documentation for your
Home Page MyLab or Mastering course for instructions on how to make gradable items available for autormated grade
synchronization. |
Information &
Content
Discussions Cancel m
Groups
Tools . . .
1. Verify your MyLab supports automated grade synchronization
Help
Check with your Pearson sales representative to verify your MyLab supports automated grade synchronization. If your Mylab
MyLab does support automated grade synehronization and you do not see any gradatile items listed below, check your MyLab
Instructor Guide for information on how to configure your MyLab for automated grade synchronization.
COURSE MANAGEMENT Click here 1o contact your sales representative.
w Control Panel NOTE: Instructors are advised to upload grades using .¢sv files OR set up grade synchronization, not use both features
within the same gourse. For more information see the Instructor Help,
P Flles
b Course Tools
Select Gradable Items
P Evaluation

-

Grade Center

(&) Automatically Synchronize All Available Pearson Items

Users and Groups Nate: Selecting thiz aption will add new items and grade center columns to your Blackboard course as they become availabls from
your Pearson MyLabs & Mastering course during each grade refresh.

-

¥ Customization
Enroliment Options
Guest and Observer Access
Properties
Quick Setup Guide

Teaching Style No . Item Points Possible Visibllity ~ Deplayed to Blackhoard
Tool Availability

() select Individual Gradable Items

1 Take the Chapter 6 Exam 123.0 All vy
P Packages and Utilities

P Help F Take the Chapter 3 Exam 124.0 All v,

Displaying 1 1o 2 of 2 items Show All || Edit Paging...

3. Submit

Click Submit to proceed, Click Cancel to quit.

Submit l

Cancel

5. After you have made your selections, click Submit.

6. This process will send these assignments to your Blackboard gradebook. If the
assignment is new, then a new column will be created. If the assignment has
previously been sync’d, then the column previously created will be updated with any
new grades.

7. You may choose to do a “forced refresh” of the grades by clicking the Refresh
Pearson Grades link.
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F 3 Pearson's MyLab and Mastering Tools > Manage Grades 1% Edit Mode is: m o
+ - & T 0 .
Manage Pearson's MyLab and Mastering Grades
~ Psychology 101 A Select from the following available options.
(Pegasus)
Home Page
Information £ I Set Up Grade Synchronization (T Refresh Pearson Grades
Content
Select gradable items for automated grade synchronization. Ensure your Pearson application grades are up to date in the
Discussions Blackboard Grade Center.
Croups NOTE: Instructors are advised to upload grades using .csuv files
a OR set up grade synchronization, not use both features within
Tools the same course. For more information see the Instructor Help. Upload Pearson Grades using csv files
Hel
e Upload Pearson Grades in to the Blackboard Grade Center
MyLab I Grade Synchronization Settings using a csv file exported from your MyLab &Mastering

Gradebook
Change settings for automated grade synchronization.
COURSE MANAGEMENT

Control Panel
Files
Course Tools

Evaluation
0K

v v wv wv |

Grade Center

8. On this page you may see some assignments listed. Choose the ones you want to
force a refresh of, and click Submit.

+ = ¢ 1
Refresh Pearson Grades
¥ Psychology 101 .3 Grade center information will be refreshed for the Pearson Gradable items in the list below, based on the most current results
(Pegasus) in the Pearson applications. By default, grades will be refreshed for all Pearson gradable items that are available in the
Home Page Blackboard Content area. To refresh grades for particular content only, please choose 'Select content' option below and select
the appropriate content.
Information
Content
Discussions Cancel
Groups
Tools
1. select Gradable Content
Help
(=) All Cradable ltems () Select Gradable Items
MyLab _
COURSE MANAGEMENT No Title Category Points Possible Due Date
' Control Panel 1 Take the Chapter 3 Exam - 124.0 01/10/2014
b Files
2 Take the Chapter 6 Exam - 123.0 01/31/2014
b Course Tools
»  Evaluation Displaying 1 to 2 of 2 items Show All | Edit Paging. ..
»  Grade Center
P Users and Groups 2_ Submit
P Customization i i i 3
Click Submit to proceed. Click Caneel to quit.
» Packages and Utilities Cancel m
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1. To see the newly synched grades, go to the Full Grade Center in Blackboard:

ﬁ Home Page
+ - ¢ T
Home Page
* Psychology 101 F 3
Pegasus,
(Peg ) Add Course Module
Home Page
Information &2
My Announcements
Content
Discussions No Course Announcements
Groups
Tools
Help My Tasks
MyLab
My Tasks:
No
COURSE MAMAGEMENT
¥ Control Panel
P Files
1}
} Course Tools What's New
P Evaluation
¥ Grade Center
, No N
S50 L4

Tests

2. You may need to drag over to the right to see the new columns that were created by the
sync process.
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i Grade Center : Full Grade Center

| When screen reader mode is on the table is static, and grades may be entered on the Grade Details page, accessed by selecting the table cell
| forthe grade. When screen reader mode is off, grades can be typed directly into the cells on the Grade Center page. To enter a grade: click
| the cell, type the grade value, and press the Enter key to submit. Use the arrow keys or the tab key to navigate through the Grade Center.

Create Column Create Calculated Column ~ Manage Reports Work Offline «

Move To Top | Email sort Columns BY: | | avour Position Drder 4 Ascending

Grade Infarmation Bar

Ll |Jones

Ol |Smith Jessica
Ll Walentine Syiwla
Selected Rows: 0

i Move To Top Ema.l|
i ' These grades were sent over from the Pearson MyLab.
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BREAK THROUGH

Together

MODULE 3: GRADE TRANSFER AND GRADE SYNC FOR MASTERING

LESSON 3: TROUBLESHOOTING THE GRADE SYNC AND TRANSFER
PROCESS

Q1: I'm still getting the “no components found” error.

This error indicates that the system can’t find any assignments from Mastering that
are set to sync with Blackboard. Make sure that you have dated assignments set up
in Mastering for your students to take. If you have these assignments set up but are
still getting this message, check Q2.

Q2: It seems to be taking a long time for grades to sync.

Speak to your campus Blackboard administrator to find out if an automatic sync
schedule has been set up for your campus. Sync schedules can be set by the
admin such that the servers check anywhere from every 30 minutes to perhaps
every 2 hours. They can also be set to never check for new grades (in order to
reduce the load on the servers). If the admin has set the sync schedule to Help
“never”, then instructors will need to manually refresh the grades themselves as

shown above every time they want to see new grades.

Q3: How can | get help from Pearson if my Blackboard admin says that the
Pearson Building Block is set up correctly?

In order to get the fastest help possible, please use the Send Us A Message form.
This will create an incident report number we can use to quickly resolve the issue.

Q4: | have more than one column in my gradebook for the same assignment.
Unfortunately, columns in the Blackboard gradebook cannot be deleted — but they
can be hidden. We suggest that you hide one of the columns. You might also want
to move these hidden columns to the end of the gradebook just to get them out of
your way. If you wish, you could also ask your on-campus Blackboard admin to see
if that person can delete the column(s) for you.

Q5: How do | disable the sync process?

Navigate to the Grade Synchronization Settings area of your course and click the
button from On to Off.
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Q6: When | do a grade transfer, I’'m getting an “Unenrolled User” error from
Blackboard.

An “unenrolled user” is a student who is listed in the MylLab gradebook export but
who is not listed as being a student in your course. This typically occurs when a
student was able to gain access to your MyLab without having gone through your
Blackboard course. Students who have previously used a MyLab may be familiar
with the process of obtaining a Course ID from their instructor. Remember not to
give students your MyLab course ID. If students get your course ID and then go
to: www.PearsonMylLab.com they could register and gain access to your MyLab and
begin doing any tests you may have created there.

If students log in through the Pearson site and not through your Blackboard course,
then Blackboard will not know who they are and will not be able to add their grades
from the MyLab to the Blackboard gradebook.

How to fix this?

Students who are “unenrolled” need to go into your Blackboard course and click a
link such as the All Assignments link. Clicking the Course Home link will NOT
resolve this issue. After clicking All Assignments, students will be asked to log
into their Pearson account. After this is done, the Blackboard system will be able to
recognize the student on the next grade import and “unenrolled user” will not
appear.

Q7: I want to create a create a new column in my gradebook by combining several
assignments — should I do that in MyLab and Mastering or in Blackboard?

“Calculated columns” will not at this time sync with Blackboard. We recommend that you
create such grade columns in your Blackboard gradebook.
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BREAK THROUGH

Together

MODULE 4: GRADE TRANSFER AND GRADE SYNC
FOR XL-BASED MYLABS

LESSON 1: HOW TO TRANSFER GRADES TO BLACKBOARD

1. Go into your MylLab gradebook. You can enter your MylLab gradebook starting from
your Blackboard course or by logging in at the pearsonmylab.com site.

2. Follow these steps to export your MyLab grades: Gradebook>=Export
Data>Advanced Export>Give your export a name (perhaps using today’s date),
select an Export Type (in this example it’s the often-used “Student Assignment
Results”) and for Spreadsheet Layout choose>Formatted for Blackboard-
MyLab/Mastering.

3. The image below may be helpful:

[E Gradebook

| Stats 101 [1] # | > GRADEBOOK
Manage Course List

Gradebook

Export Data v || I Manage Ifeompletes | it Change Weights | &

Quick Export - e -

Gmdebéu( Retrieve Advanced Exports
| ExporiData_v]|| [ Manage Incompletes | r All Assignments ,Qverview By »Study Plan
Detailed assignment Student Study Plan progress
Gradebook Views results Student averages for per student
adebook categories
» All Assianments » Ovarview By Stu HomEwrk *
Detailed assignment Student averages
results gradebook catego
Hemeveork
Quizzes
Tests
Qther
{Bepamae this categore}
Export Name I
P AE  Eg Midterm Grades

(example: math150)

Export Type \StudenAssignrment Results

Spreadsheet

Layout J == Choose ==

MyLab/XL format

Blackboard 8/9 format
.
Canvas format
Desire2Learn format
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4. You can leave the other options at their default values.

5. After clicking the Submit Request button at the bottom of the page, you’ll see an
Export Confirmation pop-up box indicating that a file will be sent to you shortly.

6. You will receive an email with a .csv file attached, typically within an hour. During
high load times (e.g., midterm and finals week) it may take up to 24 hours for the
exported grades file to arrive.

7. You can close your MyLab if you wish.

8. When the email arrives, download the .csv file to your computer.

9. With the.csv file ready to upload, return to your Blackboard course and navigate to
the Full Grade Center.

COURSE MANAGEMENT

* Control Panel

w

Files

w

Course Tools

L

Evaluation

¥ (Grade Center

Full Grade Center

Tests

P Users and Groups

# Customization

w

Packages and Utilities

¥ Help

10. In the Full Grade Center, click the Manage tab and then select Upload Pearson’s
MyLab and Mastering Grades.
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Grade Center : Full Grade Center

When screen reader mode is on the table is static, and grades may be entered on the Grade Details page, accessed by
selecting the table cell for the grade. When screen reader mode is off, grades can be typed directly into the cells on the
Grade Center page. To enter a grade: click the cell, type the grade value, and press the Enter key to submit. Use the
arrow keys or the tab key to navigate through the Grade Center. More Help

]
Create Column Create Calculated Column +] Manage « @15 v

Grading Schemas

Filter Work Offline +

Grading Color Codes
#% | MoveToTop | Email Categories Order:| 4 Ascending

Crade Information Bar Smart Views Saved:june 13, 2013 10:32 AM

Column Organization

us
< PR

(] !Black Sally shlack Row Visibility Available

] Jones Mary mjanes Available
] Smith John jsmith Upload Pearson's MyLab / ahle
Mastering Grades {E} |

Selected Rows: 0

“> | MoveToTop | Email lcon Legend

Erfit Brvace Milemlanmad

11.0On the next screen, click the Browse My Computer button and select the file you
downloaded from Mastering. Click the Submit button.

Upload Pearson's MyLab / Mastering Grades

Upload a CSV file exported from your MyLab / Mastering Gradebook to your Grade Center. To export a CSV file from
MyLab / Mastering, export in Blackboard-MyLab / Mastering format from your MyLab / Mastering Gradebook.
NOTE: When overriding uploaded MyLab / Mastering student grades, always use the Manually Override tab.

1. Upload Pearson's MyLab / Mastering Grades

Attach File Browse My Computer Browse Course
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12.0n the next screen, you can choose all or only some of the grades from Mastering to
import to Blackboard.

Upload Grade Confirmation

|
Even if you exported a MyLab/Mastering file Cance m
containing all your student's grades on all your tests,

you can choose only those you want to import at this
time.

the Grade Center. When an

= res will be uploaded to the associated
column. If an assignment does not match an existing Grade Center eolumn, use the dropdown list to associate the
assignment with a column or create a new column in the Grade Center. More Help

MyLab [ Mastering Assignment Match Grade Center Column

Take the Chapter 2 Exam | Create New Grade Center Column +|

Chapter 2 PreTest-Pre Test | Create New Grade Center Column = |

Chapter 2 PostTest-Past Test | Create New Grade Center Column 3 |

Displaying 1 to 3 of 3 items Show All | Edit Paging...

13. Blackboard will create new columns in your Blackboard gradebook to contain any
new assignments, and it will simply update any existing Mastering columns with new
grades if there are any.

14.Your grades have been transferred from Mastering to Blackboard:
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Successfully completed Grade Upload. 1 Grade Center column(s) created and 2 Grade Center entry(ies) updated.

Results for unenrolled users in this export file have not been uploaded to the Grade Center.

Grade Center : Full Grade Center

When screen reader
selecting the table cell
Grade Center page. To { W45 ¢ MyLabiMastering grades have

Lt Rl A been transferred to Blackboard!

e Grade Details page, accessed by
e typed directly into the cells on the
s the Enter key to submit. Use the

Create Column

Work Offline +

%  Move To Top | | Email Sort Columns By Layout Position Order: 4 Ascending

Grade Information Bar Last Saved June 13, 2013 4:13 PM

® Last Name First Name Username Student ID | ast ACcess
(] Black Sally shlack June 13, 2013 Available
] Jones Mary mjones June 13, 2013 Available
(] |Smith John jsmith June 13, 2013 Available
Selected Rows: 0

If the transfer process does not go as shown here, check lesson 3 in this section on
troubleshooting.
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BREAK THROUGH

Together

MODULE 4: GRADE TRANSFER AND GRADE SYNC FOR XL-BASED
MYLABS

LESSON 2: HOW TO SYNC GRADES WITH BLACKBOARD

The first step in setting up the sync process is to go into your MyLab and indicate -
that you wish to have the grades sent to your LMS — in this case Blackboard. E—

How Do 12
Videos

You can go into your MyLab starting in Blackboard or by logging in
at www.pearsonmylab.com

From the homepage of the MyLab, click Course Settings and then Edit Settings or
(Edit MML Settings) as shown below:

Courses

MyMathLab

e imen oo kb o P

G Rostel
ourse HOSIEr @ © course Home
=l MyMathLab Test Course
Manage Files
December / January
Quizzes & Tests Sun Mon Tue Wed
29 30 31 1
Study Plan
Gradebook
) Chapter Contents
Tools for Success My Upcoming Assignments View All Assignments
Multimedia Library
& Jan 10 Chapter P Pre-Test Next Due
Leaming Guiss I Jan 10 Section P.1 Concept and Voc... 08 14 ‘
Purchase Options @ Jan 10 Section P.1 Homework
DAYS HOURS
p Tut f Next Study Plan objective: Become familiar with the exercise area
e oLy and practice entering answers.
Services
Discussions

In the pop-up box that appears, click the Edit text link on the far right of the
General Settings section:
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[ MyMathLab Test Course [0] = l} COURSE SETTINGS SUMMARY
Manage Course List

Course Settings Summary

Course name MyMathlLab Test Course

Book Blitzer: Algebra & Trigonometry, 5e

General Settlngs p Edit
Course type Standard course
Course name MyMathLab Test Course
Book Blitzer: Algebra & Trigonometry, 5e
Gradebook MyMathLab

Availability » Edit
Course Start & End 01/02/14 - 04/30/14
Assignments Start & End 01/02/14 - 04/30/14
Days to Use Sunday, Monday, Tuesday, Wednesday, Thursday,

Friday, Saturday

Time Zone (UTC-05:00) Eastern Time (US & Canada)
Adjusts automatically for Daylight Savings Time
Current caurse time: 9:45am

5. After clicking the Edit link, you will see these options:

Edit Course =@

@ Start ® Availability @ Course Access @ Coverage @ Learning Aids and Test Options

Type of course to create | Standard * | Learn about course types
Course name MyMathLab Test Course

Gradebook

NOTE: this will send ALL your MyLab assignments to Blackboard. However, when you

return to Blackboard you could choose not to put all the MyLab grades that imported
into your Blackboard gradebook.

6. You have two options at this point: a) you can have all of your assignments sent to
Blackboard or b) you can click Cancel and select only some of your grades to be
sent to Blackboard.

7. If you check the box next to Manage results in the Blackboard gradebook and
click Save (and then OK in the next box) and return to Blackboard, you will see all
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the MyLab assignment titles listed (whether you actually required student to take
them or not), and you must decide which assignments you actually want included in
your Blackboard gradebook.
Note: Checking this box means that you do not have to decide on an assignment-by-
assignment basis whether to sync to Blackboard or not. One possible disadvantage is
that if your MyLab contains a hundred (or more) possible assignments, then all of them
will be listed in our Blackboard sync area and you must go through all of them and check
whether to send grades from that assignment to your Blackboard gradebook.

8. Your other option is to click the Cancel button in this pop-up and decide on an
assignment-by-assignment basis whether to sync the grade to Blackboard. Let’'s see
how that’s done.

9. First, create one assignment. This can be an assignment which you delete later if you
wish.

10. After creating the assignment, go into your Assignment Manager tool and find the
assignment.

11. Click the Modify link in the upper right corner and then click Manage in the sub-
menu.

[E Quizzes & Tests
MyMathLab Test Course > HOMEWORK AND TESTS

I Homework and Tests: Quizzes & Tests

" Study this Objective next: Become fam

( Show Al | Homework | Quizzes & Tests | [ chapter |

All Quizzes and Tests

Time Gradebook
(©) Due Assignment Limit Attempts  Score
01/10/14 | 4p Chapter P Pre-Test 0of oo

11:59pm

12. On the next screen, click the More Assignment Tools drop down and select
Change Assignment Settings.

= Quizzes & Tests Manager modify 4
MyMathLab Test Course [0] * |> HOMEWORK/TEST MANAGER,
Manage Course List
Homework/Test Manager: Quizzes & Tests =@

I Create Assignment ~ Jl Change Dates & Assign ELaI:usl [* Set Prerequisites [ More Assignment Tools :]

More Assignment Tools
Delete Assignments
([ Show All | Homework | Quizzes & Tests | Other | [ chapter | Reorder Assignments

Change Categories

Order  Ch. Assignment Name Category Assigned Start
1 P A Chapter P Pre-Test T4 v 7
2 P 4 Section P.1 Concept and Vocabulary m 01/02/14 01/10/14 -- Choose -- sl
v v - (=)
4 P 4 Section P.2 Concept and Vocabulary ﬂ 01/02/14  01/10/14 -- Choose -- A
Cluiz v | Go
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13. This will reveal a new column called Send to Blackboard. Checking the box next to
any assignment will send the grades for this assignment to Blackboard.

® Quizzes & Tests Manager

“MyMathLab Test Course [0] | > HOMEWORK/TEST MANAGER > CHANGE ASSIGNMENT SETTINGS
Manage Course List

Change Assignment Settings

= @

Make assignment setting changes below and click Update when you are finished. IMPORTANT! To send grades to Blackboard go to the Course Settings
page to chogse to use the Blackboard gradebook.

 Show All | Homework | Quizzes & Tests |

All Chapters

Ch.  Assignment

]

Y

IChaDter P Pre-Test

|section P.1 Concept and Vocabulary Quiz

|Section P.2 Concept and Vocabulary Quiz

|section P.3 Concept and Vecabulary Quiz

|Section P.4 Concept and Vocabulary Quiz

[ Allow Import ¥ Partial Credit
]

|
B & & @

14.Those are your two synchronization options for these MyLabs. After choosing one or
the other you can now return to your Blackboard course to complete the
synchronization setup there.
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1. Return to your Blackboard course and click the Pearson Building Block.

Home Page L
@ Announcements Journals
Information £
Create and view Course Announcements. Create and manage journals that can be assigned to each
Content user in a group for the purposes of private communicatio
Discussions — with the instructor.
u
ﬁ Blackboard Help for Students
Groups
. i s
Open Blackboard Help in a separate window. My Grades

Help Displays detailed information about your grades.

by
A stoas
Create and manage blogs for Courses and Course Groups. Pearson Direct

Access and Manage Pearson Direct LTI products for this

| calendar course through Blackboard.

COURSE MANAGEMENT

Control Panel

Files
Track important events and dates through the Calendar.

-
»

b Course Tools | Pearson Direct LTI Scripted Links
b Evaluation Updater
4

4
-

o i Updates the scripted links for a given virtual installation
Grade Center -'EH Collaboration P ip forag

Users and Groups Create and manage Virtual Classroom and Chat sessions.

Customization [ZTEN Pearson's MyLab and Mastering

Enrollment Options

=
—
Guest and Observer Access Contacts

2. On the next page scroll down to the Support Tools area and click Manage Pearson
MyLab / Mastering Grades.
¥ Packages and Utilities MyPsychlLab Notifications

¢ Help View MyPsychLab Course Performance information.

Support Tools

Student Help Instructor Help
C
| Learn how to register, sign in, and access Pearson's Learn how to get a Pearson account, sign in, and make
MuyLab and Mastering. Pearson's MyLab and Mastering available for your
students.

" IXIY Pearson 24 /7 Technical Support for

[ -Ta 0 -
Manage Pearson MylLab/Mastering
v -

Students and Instructors

Search the Support knowledge base; get answers to Grades
commonly asked questions; register for customized Upload grades from Pearson's MyLab and Mastering inta
assistance; or contact a Support representative through your Blackboard course. Last Manual Grade Refresh:

emgail or live chart.

Roster Information

View Roster Information
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1. Start the grade sync setup process by clicking the second link on the left side —
Grade Synchronization Settings:

A Pearson's MyLab and Mastering Tools > Manage Grades [ Edit Mode is: m o
+ = ¢ N - .
Manage Pearson's MyLab and Mastering Grades
¥ Psychology 101 * Select from the following available options.
(Pegasus)
Home Page
Information (FYILT Set Up Grade Synchronization Refresh Pearson Grades
Content
Select gradable items for automated grade synchronization. Ensure your Pearson application grades are up to date in the
Discussions Blackboard Grade Center.

NOTE: Instructors are advised to upload grades using .csv files

G . el
roups OR set up grade synchronizarion, not use both features within

Tools the same course. For more information see the Instructor Help. Upload Pearson Grades using csv files
Hel,

=P Upload Pearson Grades in to the Blackboard Grade Center
MyLab Grade Synchronization Settings using a csv file exported from your MyLab &Mastering

Gradebook

Change settings for automated grade synchronization.

COURSE MANAGEMENT

Control Panel
Files
Course Tools

Evaluation
= 0K

v w wv w 4

Grade Center

2. You may see an error message like the one below, but there’s no need to worry — it
will go away once the setup process is complete.

The selected folder could not be found. Please select another folder and click "Submit” to prevent your grade synchronization from failing.

Grade Synchronization Settings
Select or change the setti iated with gradable items.

Don't worry about error messages conce |

at this point.

1. Set Content Link Location

3. Important: your goal in this first step of the setup process is to create a folder in
Blackboard that will hold the grades that come over from Pearson. Throughout the
semester, you’ll be checking that folder to see what new grades have come in and
you’ll be deciding which of these grades you actually want included in your
Blackboard gradebook.

4. To create this folder, click the Browse button. You’ll get a small popup window. You
can create this folder anywhere in your Blackboard course and if you already have a
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section in Blackboard called Content, you can select this folder as shown in the

image below:

* Psychology 101
(Pegasus)

Home Page
Information i
Content
Discussions
Groups

Tools

Help

MyLab

COURSE MANAGEMENT

"

Grade Synchronization Settings
Seleot or change the settings associnted with gradable items.

Select Location: Psychol... ")
| & hitps://pearsondemo.blackba... |

¢

* Select Location: Psychology 101
(Pegasus)

Gt
Set Content Link Location \\...,/

Default Destination

JContent
Foider

Create 'Pearson Gradable o

Items' Folder [ ‘Pearson Gradable Ttems’ foldér under the Destinal
& folder makes it easier for fink management and L

5. If you have a Content folder and have selected it as shown here, then proceed to

step 1 in Section 4 to configure the Settings.

If you don’t have a Content folder you

can easily create an area in Blackboard to hold your Pearson grades. Here’s how to

do this.

6. Close the pop-up window.

7. Click the + sign at the top of the left navigation area in Blackboard (if you don’t see
the + sign, then go over the right side of the screen and make sure you are in Edit

mode).
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Pearson's MyLab and Mastering

|
| "earson's MyLab and Mastering

Add Content Area _ : : :
— yAecountingLab is a series of online courses that accompany F
% Name: |myLab Grades arning--it's modular, self~paced, accessible anywhere with We

_ ) stomize MyAccountingLab to better meet their students’ needs|
[| Awvailable to Users

L LU MyAccountingLab All Assignments

Groups Acecess all of your MyAccountingLab assignments and ensure your
Tools are properly recorded.
Help
mylab
The steps above will create this new
MyLab Grades & i hidden folder ab course.

COURSE MANAGEMENT

* Control Panel

8. As the image above shows:
a) Add a Content Area.
b) Call it something like MyLab Grades.
c) DO NOT make it available to users.
d) Click Submit.

9. This will create a new hidden folder in your navigation area.

10. Click the Grade Synchronization Settings link again in the Pearson Building Block,
as in step 1 above.

11. Click the Browse button and select this new folder. You may not need to look in
this folder, but the Blackboard system will check it to see if Pearson has sent any
new grades into the folder.

12. You may now proceed to Section 4: Settings.
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1. In the Settings area, click the button next to Automatically Assign Gradable
Items to the Default Folder Location from the Off to the On position.

2. Click Yes to the right of Include these Gradable Items in Grade Center
Calculations.

3. Email Notifications: enter your email address if you wish to receive an email every
time the sync system creates a new grade column in your Blackboard gradebook.

4. Category: decide whether you want to use any categories you may have set up in
MyLab in your Blackboard gradebook.

5. See the image below for a summary of these suggested settings:

2. Settings

Automatically Assign m

Gradable Items to th_e Set this option to ON to have all MyLab gradable items automatically create grade center columns and
Default Folder Locatiol jnsert finks into the default destination folder.

Include these Gradabl} No
Items in Grade Center SSmmRsRE'/ oxolude the Grade Center columns for these items from calculations.

Calculations

Email Notifications | me@mycollege.edu |

Provide a comma-separated list of emails to notify recipients when a new gradable item is added to the
Blackboard Grade Center and a link is added to the default destination folder.

Category (*) Use categories defined in the Pearson's MyLab and Mastering course

NOTE: Selecting this option will create categories from Pearson's MyLab and Mastering in your course if
they do not already exist.

() Use existing category available in Blackboard course

| Assignment =+ |

3. submit

Click Submit to proeeed. Click Cancel to quit.

6. “Automatically Assign Gradable Items to the Default Folder Location”: ON

7. “Include these Gradable Items in Grade Center Calculations”: YES
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8. Email Notifications: you might want to fill in your email address so that you get a
notification whenever a new grade column is created in your gradebook. You can
return here and remove your email address at a later point if you wish.

9. After you have made these selections, click Submit.

You have completed the key processes in the grade sync setup process. From here
on you shouldn’t need to return to this page unless you want to enter (or remove)
your email address in the Email Notifications area.

The next part of the grade sync process is to go to the Set Up Grade
Synchronization Settings area. You may return to this area several times

throughout your course to indicate to the system exactly which grades you want
sync’d with your Blackboard gradebook.
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Your goal in this part of the sync process:

1. Return to the Pearson Building Block and then to Manage Pearson MylLab and
Mastering Grades. Click the first link in the upper left, Set Up Grade
Synchronization, as shown below:

% © | Pearson’s MyLab and Mastering Tools > Manage Grades [ Edit Mode is: m o
+ = ¢ T q .
Manage Pearson's MyLab and Mastering Grades
~ Psychology 101 [ Select from the following available options.
(Pegasus)
Home Page
Information Set Up Grade Synchronization I Refresh Pearson Grades
Content
Select gradable items for automated grade synchronization. Ensure your Pearson application grades are up to date in the
Discussions Blackboard Grade Center.
Groups N " L
‘OR set up grade synchronization, not use both features within
Tools the same course. For more information see the Instructor Help. PItee Upload Pearson Grades using csv files
Hel
P Upload Pearson Grades in to the Blackboard Grade Center
MyLab Grade Synchronization Settings using a csv file exported from your MyLab &Mastering
Gradebook
Change settings for automated grade synchronization.
COURSE MANAGEMENT
¥ Control Panel
b Files
b Course Tools
b Evaluation
b Grade Center = oK

2. If you see the No Components Found message on The Add Gradable Items
page, it means that: a) you have yet not set up an assignment for your students in
Mastering or b) you recently set up an assignment, but the system has not yet
received any information that the assignment exists.

+ |- & 15
Add Gradable Items
= Test IT Course * Select MyLab and Mastering gradobis items from the list below to be inchuded for 4 with the Grade Center. If items are missing from the
Homne Page list below, consult the heip documentation for your MyLab or Mastering . ke ailable f e

Infarmation 3 :
o
Discussions -
Groups
Tools

Help

otabMasterng If you haven't created any assignments yet,
please return to your MyLab course, create at
s least one assignment and make sure that the
Course Tools grades are set to sync.

e

Users and Groups
Customization
Packages and Utlities
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3. If you receive the No components found error, please return to this part of the
sync setup process at a later time. You could also speak with your campus
Blackboard administrator to ask how often the Pearson Building Block has been set
up to check for new assignments available to sync.

4. When items from Mastering appear on the Gradable Items page, you are ready to
choose which ones you wish to sync with your Blackboard gradebook. You can
choose all or only some of the items from Mastering.

+ -G
* Psychology 101
(Pegasus)
Home Page
Information &
Content
Discussions
Croups
Tools
Help

MyLab

COURSE MANAGEMENT

~* Control Panel
Files
rse Tool

- v

-

Evaluation

-

Grade Center

-

Users and Groups

¥ Customization
Enroliment Options
Guest and Observer Access
Properties
Quick Setup Guide
Teaching Style
Tool Awailability

-

Packages and Utilities

T

#

Add Gradable Items

Select MyLab and Mastering gradable items from the list below to be included for automated grade synchronization
with the Blackboard Grade Center. If iterns are missing from the list below, consult the help documentation for your
MyLab or Mastering course for instructions on how to make gradable item: ilable for d grade
synchronization. |

1. Verify your MyLab supports automated grade synchronization

Check with your Pearson sales representative to verify your MyLab supperts automated grade synchronization. If your MyLab
does support automated grade synchronization and vou do not see any gradable items listed below, check your MylLab
Instructor Guide for information on how to configure your MyLab for automated grade synchronization.

Click here to contact your sales representative.

NOTE: Instructors are advised to upload grades using .3y files OR set up grade synchronization, not use both features
within the same course. For more information see the Instructor Help.

Select Gradable Items

(& Automatically Synchronize All Available Pearson Items

Note: Selecting this option will add new iterns and grade center columns to your Blackboard course as they become available from
your Pearson MyLabs & Mastering course during each grade refresh.

() 5elect Individual Gradable Items

No Irern Points Possible Visibility Deployed to Blackboard

1 Take the Chapter 6 Exam 123.0 All "
2 Take the Chapter 3 Exam 124.0 All o

Displaying 1 to 2 of 2 items Show All || Edit Paging...

3. Submit

(lick Submit to proceed. Click Caneel to quit.

Cancel

Submit I

5. After you have made your selections, click Submit.

6. This process will send these assignments to your Blackboard gradebook. If the
assignment is new, then a new column will be created. If the assignment has
previously been sync’d, then the column previously created will be updated with any

new grades.
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7. You may choose to do a “forced refresh” of the grades by clicking the Refresh
Pearson Grades link.

i Pearson's MylLab and Mastering Tools > Manage Grades B2 | Edit Mode is: m o
+ ¢ on : s
Manage Pearson's MyLab and Mastering Grades
¥ Psychology 101 £ Select from the following available options.
(Pegasus)
Home Page
Information & IYTLTY Set Up Grade Synchronization Refresh Pearson Grades
Content
Select gradable items for automated grade synchronization. Ensure your Pearson application grades are up to date in the
Discussions Blackboard Grade Center.
Groups NOTE: Instructors are advised to upload grades using .csv files
P OR set up grade synchronization, not use both features within
Tools the same course. For more information see the Instructor Help. IR Upload Pearson Grades using csv files
Hel
P Upload Pearson Grades in to the Blackboard Grade Center
Mylab Grade Synchronization Settings using a csv file exported from your MyLab &Mastering

Gradebook

Change settings for automated grade synchronization.
COURSE MANAGEMENT

Control Panel
Files
Course Tools

Evaluation
= OK

v v v wv 4

Grade Center

8. On this page you may see some assignments listed. Choose the ones you want to
force a refresh of, and click Submit.

+ = ¢ N
Refresh Pearson Grades
¥ Psychology 101 A Grade center information will be refreshed for the Pearson Gradable items in the list below, based on the most current results
(Pegasus) in the Pearson applications. By default, grades will be refreshed for all Pearson gradable items that are available in the
Home Page Blackboard Content area. To refresh grades for particular content only, please choose Select content' option below and select
the appropriate content.
Infermation &
Content
Discussions Cancel
Groups
Tools
1. Select Gradable Content
Help
(=) All Gradable ltems () Select Gradable Items
MyLab _
COURSE MANAGEMENT No - Title Category Points Possible Due Date
' Control Panel 1 Take the Chapter 3 Exam - 124.0 01/10/2014
b Files
2 Take the Chapter 6 Exam - 123.0 01/31/2014
} Course Tools
b Evaluation Displaying 1 to 2 of 2 items Show All | Edit Paging...
b Grade Center
F Users and Groups 2_ Submit
b Customization i i i 3
Click Submit to proceed. Click Cancel to quit.
P Packages and Utilities Cancel m
. —_—
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1. To see the newly sync’d grades, go to the Full Grade Center in Blackboard:

ﬁ Home Page
+ - ¢ T
Home Page
* Psychology 101 3
Pegasus,
(Peg ) Add Course Module
Home Page
Information &
My Announcements
Content
Discussions No Course Announcements
Groups
Tools
Help My Tasks
MylLab
My Tasks:
No
COURSE MANAGEMENT
¥ Control Panel
P Files
} Course Tools What's New
P Evaluation
w Grade Center
. No N
5510 L3
Tests

2. You may need to drag over to the right to see the new columns that were created by the
sync process.
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Grade Center : Full Grade Center

When screen reader mode is an the table is static, and grades may be entered on the Grade Detmils poge, accessed by selecting the table cell
forthe grade. When screen reader mode is off, grades can be typed directly into the cells on the Grade Center page. To enter a grade: click
the cell, type the grade value, and press the Enter key o submit, Use the arrow keys or the rab key to navigate through the Grade Center,

More Help
Create Column Create Calculated Column Manage Reports Filter Waork Offline
Move To Top Email Sort Columns By Layout Pasition Drder: AAscending
GCrade information Bar i:32 PM
Oy _L, L
Ll |Jones Laura
1 |Smith Jessica

| Valentine Syiwla
Selected Rows. 0 =

Move To Top imauI

These grades were sent over from the Pearson MyLab.

MODULE 4: GRADE TRANSFER AND GRADE SYNC FOR XL-BASED
MYLABS

LESSON 3: TROUBLESHOOTING THE GRADE SYNC AND TRANSFER
PROCESS

Q1: I'm still getting the “no components found” error.
This error indicates that the system can’t find any assignments from MylLab that are
set to sync with Blackboard. Make sure that you have dated assignments set up in
your MyLab for your students to take. If you have these assignments set up but are
still getting this message, check Q2.

Q2: It seems to be taking a long time for grades to sync.

Speak to your campus Blackboard administrator to find out if an automatic sync

schedule has been set up for your campus. Sync schedules can be set by the Help
admin such that the servers check anywhere from every 30 minutes to perhaps

every 2 hours. They can also be set to never check for new grades (in order to

reduce the load on the servers). If the admin has set the sync schedule to “never”,

then instructors will need to manually refresh the grades themselves as shown above

every time they want to see new grades.

ALWAYS LEARNING PEARSON

Return to the Table of Contents



http://help.pearsoncmg.com/mylabmastering/bbi/instructor/en/Content/bb_transfer_grades/auto_sync_timing_bb.htm

77

Q3: How can | get help from Pearson if my Blackboard admin says that the
Pearson Building Block is set up correctly?

In order to get the fastest help possible, please use the Send Us A Message form.
This will create an incident report number we can use to quickly resolve the issue.

Q4: | have more than one column in my gradebook for the same assignment.

Unfortunately, columns in the Blackboard gradebook cannot be deleted — but they
can be hidden. We suggest that you hide one of the columns. You might also want
to move these hidden columns to the end of the gradebook just to get them out of
your way. If you wish, you could also ask your on-campus Blackboard admin to see
if that person can delete the column(s) for you.

Q5: How do | disable the sync process?

Navigate to the Grade Synchronization Settings area of your course and click the
button from On to Off.

Q6: When | do a grade transfer, I’'m getting an “Unenrolled User” error from
Blackboard.

An “unenrolled user” is a student who is listed in the MyLab gradebook export but who
is not listed as being a student in your course. This typically occurs when a student
was able to gain access to your MyLab without having gone through your Blackboard
course. Students who have previously used a MyLab may be familiar with the process
of obtaining a Course ID from their instructor. Remember not to give students your
MyLab course ID. If students get your course ID and then go

to: www.PearsonMylLab.com they could register and gain access to your MyLab and
begin doing any tests you may have created there.

If students log in through the Pearson site and not through your Blackboard course
then Blackboard will not know who they are and will not be able to add their grades
from the MyLab to the Blackboard gradebook.

How to fix this?

Students who are “unenrolled” need to go into your Blackboard course and click a link
such as the All Assignments link. Clicking the Course Home link will NOT resolve this
issue. After clicking All Assignments, students will be asked to log into their Pearson

account. After this is done, the Blackboard system will be able to recognize the student
on the next grade import and “unenrolled user” will not appear.

ALWAYS LEARNING PEARSON

Return to the Table of Contents



http://247pearsoned.custhelp.com/app/ask/p/4038/c/4169
http://www.pearsonmylab.com/
http://help.pearsoncmg.com/mylabmastering/bbi/instructor/en/Content/bb_transfer_grades/unenrolled_users.htm

78

Q7: I want to create a create a new column in my gradebook by combining
several assignments — should 1 do that in MyLab and Mastering or in
Blackboard?

“Calculated columns” will not at this time sync with Blackboard. We recommend that
you create such grade columns in your Blackboard gradebook.
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BREAK THROUGH

Together

MODULE 5: GRADE TRANSFER AND GRADE SYNC
FOR PEGASUS-BASED MYLABS

LESSON 1: HOW TO TRANSFER GRADES TO BLACKBOARD

1. Go into your MyLab gradebook. You can enter your MyLab gradebook starting from
your Blackboard course or by logging in at the pearsonmylab.com site.

2. Follow these steps to export your MyLab grades:
a) Navigate to the name of the assignment you wish to transfer into Blackboard.
b) At the bottom of your gradebook you’ll see a bar that contains Export>select
Current Display to export the grades from the assignment.
c) Next to “as”, select Blackboard-MylLab& Mastering.

3. Click the Download button and your browser will download a .csv file to your
computer.

4. The image below may be helpful:
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1.5 AllCourse Content

Types  All Due Dates  Assigned ltems Only | x

SELECTIONS | All All A
I Student Name Ceurse G
| Student Name v ] (last updated at 2:00:00 PM)
Class Average:
Mary Jones a7
Jane Markel T4
John Smith 98

Export: | Current Display # a:l v csv file

tab delimited file
pdf file
Blackboard-MyLab/Mastering

Canvas
Desire2learn

5. You can close your MyLab now if you wish.

6. With the.csv file ready to upload, return to your Blackboard course and navigate to
the Full Grade Center.
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COURSE MANAGEMENT
¥ Control Panel
¥ Files
P Course Tools
P Evaluation
¥ Grade Center

Tests

» Users and Groups
¥ Customization
P Packages and Utilities

# Help

7. In the Full Grade Center, click the Manage tab and then select Upload Pearson’s

MyLab and Mastering Grades.

Grade Center : Full Grade Center

When soreen reader mode is on the table is static, and grades may be entered on the Grade Details page, accessed by selecting the table cell for the grade. When soreen reader
mode is off, grades can be typed directly into the cells on the Grade Center page. To entera grade: click the cell, type the grode valive, and press the Enter key fo submit, Use

the arrow kegs or the tab key to navigate through the Grade Center. More Help

Create Calculated Column

Create Column

Grading Periods
Emnail Grading Schemas
Grading Color Codes

S I Categories
Smarnt Views

Move To Top  Email ‘Column Organizaticn

Meve To Top

Grade information Bar

Row Visibiliey
Send Emall
Manage Pearson Direct Grades

Manage Peassen Mylab and
Mastering Grades

Filter ‘Work Offline ~

Sees Columns BY:  Layous Position = OMdRr | 4 Aceending

Ioon Legend

Edet Bowd Displayed
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8. On the next screen, click the Browse My Computer button and select the file you
downloaded from the MyLab. Click the Submit button.

Upload Pearson's MyLab and Mastering Grades

Upload a CSV file exported from your MyLab and Mastering Gradebook to your Grade Center. To export a CSV file
Jfrom MyLab and Mastering, export in Blackboard-MyLab and Mastering format from your MyLab and Mastering
Gradebook.

NOTE: When overriding uploaded MyLab and Mastering student grades, always use the Manually Override tab.

1. Upload Pearson's MyLab and Mastering Grades

NOTE: If you have already set up automated grade synchronization for this course, you are advised not to upload grades
using .csv files. For more information see the Instructor Help.

Attach File [ Browse My Computer ] Browse Course

2. Submit

Click Submit to proceed. Click Cancel to quit.

9. On the next screen, you can choose all or only some of the grades from the MyLab to
import to Blackboard.

Upload Grade Confirmation

I
Even if you exported a MyLab/Mastering file — m
containing all your student's grades on all your tests, ||

you can choose only those you want to import at this

time.
the Grade Center. When an

- res will be uplpaded to the associated

column. If an assignment does not match an existing Grade Center column, use the dropdown list to associate the

assignment with a column or create a new column in the Grade Center. More Help

MyLab [ Mastering Assignment Match Grade Center Column

Take the Chapter 2 Exam | Create New Grade Center Column 4|

Chapter 2 PreTest-Pre Test | Create New Grade Center Column % |

Chapter 2 PostTest-Post Test | Create New Grade Center Column 2

Displaying 1 to 3 of 3 items Show All | Edit Paging...
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10. Blackboard will create new columns in your Blackboard gradebook to contain any
new assignments, and it will simply update any existing MyLab columns with new

grades if there are any.

11.Your grades have been transferred from your MyLab to Blackboard:

Successfully completed Grade Upload. 1 Grade Center column(s) created and 2 Grade Center entry(ies) updated.

Results for unenrolled users in this export file have not been uploaded to the Grade Center.

Create Column

arrow keys or the tab

Grade Center : Full Grade Center

Your MylLab/Mastering grades have

e Grade Details page, accessed by
e typed directly into the cells on the
s the Enfer key to submit. Use the

been transferred to Blackboard!

Work Offline +
=%  MoveToTop | Email Sort Columns By: Layout Position Order: 4 Ascending
Crade Information Bar Last Saved:June 13, 2013 4:13 PM
@ Last Name First Name Username Student ID Last Access Availability
(] Black Sally shlack June 13, 2013 Available
[ Jones Mary mjones June 13, 2013 Available
(] Smith John Jsmith June 13, 2013 Available
Selected Rows: 0
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Together

MODULE 5: GRADE TRANSFER AND GRADE SYNC FOR PEGASUS-

BASED MYLABS u

LESSON 2: HOW TO SYNC GRADES TO BLACKBOARD E—
How Do I?
Videos

1. Begin the sync process by going into your MyLab gradebook. You will be Help
indicating, on an assignment-by-assignment basis, whether you want each
assignment to sync with Blackboard.

2. Click Instructor Grades & Assignments and then Gradebook.

Music

course setlings &
modify £ [ [ 1nstructor Grades & Assignments

P Course Home

The Instructor Grades and Assignments has tools available exclusively for instructors. Click on one of the items

eText & Chapter e
Audio Assign Content: Assign content to your students using the Course Calendar.
Assignment Manage Course Materials: Edit assignment content or create your own assignments for your course.
Calendar Gradebook: View the Gradebook for your course.
REQOrLs: View and generate Repo OF your course
Study Plans &

Course Content Ngtifications: View Course Performance information.

‘est: Create tests to assign within this MyLab or to distribute as paper tests.
Active Listening
Guides

Preferences: Select course settings for grading, assignments, and study plans.
P Writing Space
Student Resources

Student Grades

P Communication
Tools

Instructor Grades
& Assignments

Instructor
Resources

H

3. First, create an assignment (you can delete it later if you wish).

4. After creating an assignment, navigate to that assignment in the gradebook. In this
example, we have created an assignment called “Take the Chapter 01 Test”.
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5. To the left of every assignment you will see an arrow pointing downward. Click that
arrow and you will see a list of options:

Today's View Assignment Calendar Course Materials Gradebook MyTest
Grades Custom View Reports
gliiidaRanal 1., AllCourse Content> Chapter 01: What is Anthropology?
l_‘ | Chapter 01: What i... YJ SELECTIONS | All Students  All Assignment Types  All Due Dates  Assigned [tems Only | X
2pgrienceme Media I Student Name Take the (-"\optio“
signments
. | Student Name v J Chapter 0... Edit Grades
Explore More Chapter Apply Grade Schema
Resources Class Average: - View Statistios
\-"?ew f&ll Submissions )
_student, _student 904 View in Course Materials
Student Report
Mctivity Report 1
Activity Report2
hroni ith LMS
= HIDE FILTERS
Hide submissions from
b STUDENTS students
Export
L Cheaa St for AL o

6. Click Synchronize with LMS. After a moment you’ll see two back-and-forth arrows
next to the down arrow and a message in green in the upper left indicating that the
assignment is set to sync with Blackboard.

L3
Today's View Assignment Calendar Course Materials Gradebook MyTest

Grades Custom View Reports

." LMS Synchronization is enabled

lptiidaBanal 1., All Course Content > Chapter 01: What Is Anthropology?
l_‘ | Chapter 01: What i...  w J SELECTIONS | All Students  All Assignment Types  All Due Dates  Assi
Experience the Media < Student Name Take the
Assi ts
. | Student Name w J Chapter 0...
Explore More Chapter
Resources Class Average: =
_student, _student a0 4

7. You'll need to create the above settings for every assignment you wish to sync with
Blackboard.
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1. Return to your Blackboard course and click the Pearson Building Block.

Home Page Ly

@ Announcements | Hide Link Journals | Hide Link
Information iz

Create and view Course Announcements. Create and manage journals that can be assigned to each
Content

user in a group for the purposes of private communicatio;

Discussions with the instructor.

=
%‘1 Blackboard Help for Students
Groups
. . [FEER
Open Blackboard Help in a separate window. My Grades

Help Displays detailed information about your grades.
[
A siogs
Create and manage blogs for Courses and Course Groups. Pearson Direct de Link
COURSE MANAGEMENT

Access and Manage Pearson Direct LTI products for this
%] calendar course through Blackboard.

Track important events and dates through the Calendar.

Control Panel

Files

Course Tools

ans : Updates the scripted links for a given virtual installation
e tar ’E!H Collaboration P p forag

[
4

»

b Evaluation
»

»  Users and Groups Create and manage Virtual Classroom and Chat sessions.
v

Customization ILEY Pearson's MyLab and Mastering

Enrollment Options

=
—
Guest and Observer Access Contacts | Hide Link

2. On the next page scroll down to the Support Tools area and click Manage Pearson
MyLab /7 Mastering Grades.

¥ Packages and Utilities MyPsychLab Notifications
¢ Help View MyPsychLab Course Performance information.

Support Tools

ITIY Student Help [ILN Instructor Help
[¢
Learn how to register, sign in, and access Pearson's Learn how to get a Pearson account, sign in, and make
MyLab and Mastering. Pearson's MyLab and Mastering available for your
students.

» JIVILTY] Pearson 24/7 Technical Support for

[FoEw] i
Manage Pearson MylLab/Mastering
¥

Students and Instructors

Search the Support knowledge base; get answers to Grades
commonly asked questions; register for customized Upload grades from Pearson's MyLab and Mastering intc
assistance; or contact a Support representative through your Blackboard eourse. Last Manual Grade Refresh:

email or live chat.

Roster Information

View Roster Information
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13. Start the grade sync setup process by clicking the second link on the left side —
Grade Synchronization Settings:

+

-

v v v v A

A Pearson's MyLab and Mastering Tools » Manage Grades

L
Psychology 101
(Pegasus)
Home Page
Information
Content
Discussions
Groups
Tools
Help
Mylab

COURSE MANAGEMENT
Control Panel

Files

Course Tools

Evaluation

Grade Center

T

#®

h Edit Mode is: mo

Manage Pearson's MyLab and Mastering Grades

Select from the following available options.

Set Up Grade Synchronization
Select gradable items for automated grade synchronization.

NOTE: Instructors are advised to upload grades using .csv files
OR set up grade synchronization, not use both features within

the same course. For more information see the Instructor Help.

Grade Synchronization Settings

Change settings for automated grade synchronization.

Refresh Pearson Grades

Ensure your Pearson application grades are up to date in the
Blackboard Grade Center.

[T Upload Pearson Grades using csv files
Upload Pearson Grades in to the Blackboard Grade Center

using a csv file exported from your MyLab &Mastering
Gradebook

= 0K

14.You may see an error message like the one below, but there’s no need to worry — it
will go away once the setup process is complete.

The selected folder could not be found. Please select another folder and click "Submit” to prevent your grade synchronization from failing.

Select or change the

Grade Synchronization Settings

jated with gradable items.

1. Set Content Link Location

Don't worry about error messages

at this point.

oot

15. Important: your goal in this first step of the setup process is to create a folder in
Blackboard that will hold the grades that come over from Pearson. Throughout the
semester, you’ll be checking that folder to see what new grades have come in and
you’ll be deciding which of these grades you actually want included in your
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Blackboard gradebook.

16. To create this folder, click the Browse button. You’ll get a small popup window. You
can create this folder anywhere in your Blackboard course and if you already have a
section in Blackboard called Content, you can select this folder as shown in the
image below:

R

¥ Psychology 101 #* Select or change the settings associated with gradable items. ]
(Pegasus)

Select Location: Psychol
& https://pearsondemo.blackbo...

E o

Home Page
* Select Location; Psychology 101
Infarmation i (Pegasus)

Content

Discussions A
1. Set Content Link Location
Groups

Default Destination IContent

Tools Falder

Help Create 'Pearson Gradable (&

MyLab Items' Foider P’ ‘Pearson Gradable ltems’ folder under the Destinal
£ foider makes it easier for hink manogement and {

COURSE MANAGEMENT

17.1f you have a Content folder and have selected it as shown here, then proceed to
step 1 in Section 4 to configure the Settings. If you don’'t have a Content folder you
can easily create an area in Blackboard to hold your Pearson grades. Here’s how to
do this.

18. Close the pop-up window.
19. Click the + sign at the top of the left navigation area in Blackboard (if you don’t see

the + sign, then go over the right side of the screen and make sure you are in Edit
mode).
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Pearson's MyLab and Mastering

|

"earson's MyLab and Mastering

Add Content Area _ : . c
_ yAccountingLab is a series of online courses that accompany F
% Name: |MyLab Grades Trning--it's modular, self-paced, accessible amywhere with We

B ) stomize MyAccountingLab to better meet their students’ needs|
[ Available to Users

Cancel
— SR MyAccountingLab All Assignments
Groups Access all of your MyAccountingLab assignments and ensure your ¢
Tools are properly recorded.
Help
mylab rEARSONEY Home
The steps above will create this new
MylLab Grades &1 & hidden folder ab course
COURSE MANAGEMENT
* Control Panel

20. As the image above shows:
a) Add a Content Area.
b) Call it something like MyLab Grades.
c) DO NOT make it available to users.
d) Click Submit.

21. This will create a new hidden folder in your navigation area.

22.Click the Grade Synchronization Settings link again in the Pearson Building Block,
as in step 1 above.

23.Click the Browse button and select this new folder. You may not need to look in
this folder, but the Blackboard system will check it to see if Pearson has sent any
new grades into the folder.

24.You may now proceed to Section 4: Settings.
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10. In the Settings area, click the button next to Automatically Assign Gradable
Items to the Default Folder Location from the Off to the On position.

11.Click Yes to the right of Include these Gradable Items in Grade Center
Calculations.

12. Email Notifications: enter your email address if you wish to receive an email every
time the sync system creates a new grade column in your Blackboard gradebook.

13. Category: decide whether you want to use any categories you may have set up in
MyLab in your Blackboard gradebook.

14. See the image below for a summary of these suggested settings:

2. Settings

Automatically Assign m

Gradable Items to [h_e Set this option to ON to have all MyLab gradable items automatically create grade center columns and
Default Folder Locatioll nsert finks into the default destination folder-

Include these Gradabl) No
Items in Grade Center Sgpyspep to exclude the Grade Center columns for these items from calculations.

Calculations

Email Notifications [me@mycollege.edu |

Provide a comma-separated list of emails to notify recipients when a new gradable item is added to the
Blackboard Grade Center and a link is added to the default destination folder.

Category (=) Use categaries defined in the Pearsan's MylLab and Mastering course

NOTE: Selecting this option will create categories from Pearson's MyLab and Mastering in your course if
they do not already exist.

() Use existing category available in Blackboard course

| Assignment % |

3. Submit

Click Submit to proceed. Click Cancel to quit.

15. “Automatically Assign Gradable Items to the Default Folder Location”: ON

16. “Include these Gradable Items in Grade Center Calculations”: YES
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17.Email Notifications: you might want to fill in your email address so that you get a
notification whenever a new grade column is created in your gradebook. You can
return here and remove your email address at a later point if you wish.

18. After you have made these selections, click Submit.

You have completed the key processes in the grade sync setup process. From here
on you shouldn’t need to return to this page unless you want to enter (or remove)
your email address in the Email Notifications area.

The next part of the grade sync process is to go to the Set Up Grade
Synchronization Settings area. You may return to this area several times
throughout your course to indicate to the system exactly which grades you want
sync’d with your Blackboard gradebook.

Your goal in this part of the sync process:

9. Return to the Pearson Building Block and then to Manage Pearson MylLab and
Mastering Grades. Click the first link in the upper left, Set Up Grade
Synchronization, as shown below:

Pearson’s MyLab and Mastering Tools > Manage Grades [ Edit Mode is: m o

- — Manage Pearson’'s MyLab and Mastering Grades

¥ Psychology 101 * Select from the following available options.
(Pegasus)

Home Page

Information &2

Set Up Grade Synchronization ZIVILY Refresh Pearson Grades

Content

Select gradable items for automated grade synchronization. Ensure your Pearson application grades are up to date in the
Discussions Blackboard Grade Center.
Groups JTE: Instructors are advised to upload grades using .csv files

OR set up grade synchronization, not use both features within
Tools the same course. For more information see the Instructor Help. PIee Upload Pearson Grades using csv files
Help Upload Pearson Grades in to the Blackboard Grade Center
MyLab Grade Synchronization Settings using a esv file exported from your MyLab &Mastering

Gradebook
Change settings for automated grade synchronization.
COURSE MANAGEMENT

Control Panel
Files
Course Tools

Evaluation

v v v w A

Grade Center = 0K

10. If you see the No Components Found message on The Add Gradable Items
page, it means that: a) you have yet not set up an assignment for your students in
Mastering or b) you recently set up an assignment, but the system has not yet
received any information that the assignment exists.
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= Test T Course *

Horme Page
Infarmation B
Content &
Discussions
Groups

Tools

Help

Mylab/Mastering

COURSE MANAGEMENT

Control Panel

Grade Center

Users and Groups
Customization
Packages and Utlities

* v v v v o v q
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Add Gradable Items

Select MyLab and Mastering gradoble items from the list below to be included for il with the Grade Center. If items are missing from the
list below, consult the help documentation for your MyLab or Mostering n e g aflable ft e

If you haven't created any assignments yet,
please return to your MylLab course, create at

least one assignment and make sure that the
grades are set to sync.

11. If you receive the No components found error, please return to this part of the
sync setup process at a later time. You could also speak with your campus
Blackboard administrator to ask how often the Pearson Building Block has been set
up to check for new assignments available to sync.

12. When items from Mastering appear on the Gradable Items page, you are ready to
choose which ones you wish to sync with your Blackboard gradebook. You can
choose all or only some of the items from Mastering.

+ (LR
* Psychology 101
(Pegasus)
Home Page
Infarmation &
Content
Discussions
Groups
Tools
Help

Mylab

COURSE MANAGEMENT
Control Panel

Files

Course Tools

Evaluation

Grade Center

Users and Groups

4 v v v v v {

Customization
Enroliment Options

Guest and Observer Access.
Properties

Quick Setup Guide
Teaching Style

Tool Availability

-

Packages and Utilities

-

TL

#

Add Gradable Items

Select MyLab and Mastering gradable items from the list below to be included. d grade i
with the Blackboard Grade Center. If items are missing from the list below, consult the help documentation for your
MyLab or Mastering course for instructions on how to make gradable items available for automated grade
synchronization.

1. Verify your MyLab supports automated grade synchronization

Check with your Pearson sales representative to verify your MyLab supports automated grade synchronization. If your Mylab
does support automated grade synchronization and you do not see any gradable items listed below, check your MyLab
Instructor Guide for information on how to configure your MyLab for automated grade synchronization,

Click here to contact your sales representative.

NOTE: Instructors are advised to upload grades using sy files OR set up grade synchronization, not use both features
within the same course. For more information see the Instructor Help.

Select Gradable ltems

{®) Automatically Synchronize All Available Pearson Items

Note: Selecting this option will add new items and grade center cofumns to your Blackboard course as they become available from
your Pearson MyLabs & Mastering course during each grade refresh.

() Select Individual Cradable Items

No Item Category Points Possible Visibility Deployed to Blackboard

1 Take the Chapter 6 Exam - 123.0 All v
2 Take the Chapter 3 Exam - 124.0 All vy

Displaying 1 to 2 of 2 items Show All | Edit Paging...

3. Submit

Click Submit to proceed. Click Cancel to quir.
Cancel

ALWAYS LEARNING PEARSON

Return to the Table of Contents




93

13. After you have made your selections, click Submit.

14. This process will send these assignments to your Blackboard gradebook. If the
assignment is new, then a new column will be created. If the assignment has
previously been sync’d, then the column previously created will be updated with any
new grades.

15. You may choose to do a “forced refresh” of the grades by clicking the Refresh
Pearson Grades link.

Pearson's MyLab and Mastering Tools > Manage Grades [ Edit Mode is: n o
+ ¢ N i "
Manage Pearson's MyLab and Mastering Grades
¥ Psychology 101 * Select from the following available options.
(Pegasus)
Home Page
Infarmation & XY Set Up Grade Synchronization XY Refresh Pearson Grades
Content
Select gradable items for automated grade synchronization. Ensure your Pearson application grades are up to date in the
Discussions Blackboard Grade Center.
Grouns NOTE: Instructors are advised to upload grades using .csv files
P OR set up grade synchronization, not use both features within
Tools the same course. For more information see the Instructor Help. P Upload Pearson Grades using csv files
Hel
P Upload Pearson Grades in to the Blackboard Grade Center
MyLab ITEY Grade Synchronization Settings using a csv file exported from your MyLab &Mastering
Gradebook
Change settings for automated grade synchronization.
COURSE MANAGEMENT
¥ Control Panel
b Files
» Course Tools
» Evaluation
) Grade Center = oK

16. On this page you may see some assignments listed. Choose the ones you want to
force a refresh of, and click Submit.
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Refresh Pearson Grades

¥ Psychology 101 E.3 Grade center information will be refreshed for the Pearson Gradable items in the list below, based on the most current results
(Pegasus) in the Pearson applications. By default, grades will be refreshed for all Pearson gradable items that are available in the
Home Page Blackboard Content area. To refresh grades for particular content only, please choose 'Select content' option below and select
the appropriate content.
Infarmation &2
Content
Discussions Cancel
Groups
Tools
1. Sselect Gradable Content
Help
(=) All Gradable Items () Select Gradable Itemns
MylLab -
COURSE MANAGEMENT No - Title Category Points Possible Due Date
Control Panel 1 Take the Chapter 3 Exam - 124.0 01/10/2014
Files
2 Take the Chapter 6 Exam - 123.0 01/31/2014
Course Tools
Evaluation Displaying 1 to 2 of 2 items Show All | Edit Paging...

Grade Center

Users and Groups 2. Submit

Customization
Click Submit to proceed. Click Cancel to quit.

Packages and Utilities Cancel m

v v v v v wv w |

r

3. To see the newly sync’d grades, go to the Full Grade Center in Blackboard:

ﬁ Home Page
+ [ < S
Home Page
¥ Psychology 101 _
Pegasus
(Peg ! Add Course Module
Home Page
Information i
My Announcements
Content
Discussions No Course Announcements
Groups
Tools
Help My Tasks
MyLab
My Tasks:
No|
COURSE MANAGEMENT
¥ Control Panel
b Files
» Course Tools What's New
P Evaluation
¥ Grade Center
No X
= L3
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4. You may need to drag over to the right to see the new columns that were created by the
sync process.

Grade Center : Full Grade Center

When screen reader mode is an the table is static, and grades may be entered on the Grade Details page, accessed by selecting the table cell
Jforthe grade. When screen reader mode is off, grades can be typed directly into the cells on the Grade Center page. To enter a grade: elick
the cell, type the grade value, and press the Enter key to submit. Use the arrow keys or the tab key to navigate through the Grade Center,

Create Colummn Creare Calculated Column Manage REpOrTs Filter work Offline +

Move To Top | Emall Sort Columns BY. | ayout Position Order: 4 Ascending

Grade Information Rar

ol |Jones

Ol |Smith Jessica
1 |Valentine Syhwia
Selected Rows: 0

Move To Top Ema]l

These grades were sent over from the Pearson MyLab.

5. This completes the instructions on the grade sync process.
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MODULE 5: GRADE TRANSFER AND GRADE SYNC FOR PEGASUS-
BASED MYLABS

LESSON 3: TROUBLESHOOTING THE GRADE SYNC AND TRANSFER
PROCESS

Q1: I'm still getting the “no components found” error.
This error indicates that the system can’t find any assignments from MyLab that are
set to sync with Blackboard. Make sure that you have dated assignments set up in
your MyLab for your students to take. If you have these assignments set up but are
still getting this message, check Q2.

Q2: It seems to be taking a long time for grades to sync.

Speak to your campus Blackboard administrator to find out if an automatic sync

schedule has been set up for your campus. Sync schedules can be set by the Help
admin such that the servers check anywhere from every 30 minutes to perhaps

every 2 hours. They can also be set to never check for new grades (in order to

reduce the load on the servers). If the admin has set the sync schedule to “never”,

then instructors will need to manually refresh the grades themselves as shown above

every time they want to see new grades.

Q3: How can | get help from Pearson if my Blackboard admin says that the

Pearson Building Block is set up correctly?

In order to get the fastest help possible, please use the Send Us A Message form.
This will create an incident report number we can use to quickly resolve the issue.

Q4: 1 have more than one column in my gradebook for the same assignment.

Unfortunately, columns in the Blackboard gradebook cannot be deleted — but they
can be hidden. We suggest that you hide one of the columns. You might also want
to move these hidden columns to the end of the gradebook just to get them out of
your way. If you wish, you could also ask your on-campus Blackboard admin to see
if that person can delete the column(s) for you.

Q5: How do | disable the sync process?

Navigate to the Grade Synchronization Settings area of your course and click the
button from On to Off.
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Q6: When | do a grade transfer, I’'m getting an “Unenrolled User” error from
Blackboard.

An “unenrolled user” is a student who is listed in the MyLab gradebook export but
who is not listed as being a student in your course. This typically occurs when a
student was able to gain access to your MyLab without having gone through your
Blackboard course. Students who have previously used a MyLab may be familiar
with the process of obtaining a Course ID from their instructor. Remember not to
give students your MyLab course ID. If students get your course ID and then go to:
www.PearsonMylLab.com they could register and gain access to your MyLab and
begin doing any tests you may have created there.

If students log in through the Pearson site and not through your Blackboard course
then Blackboard will not know who they are and will not be able to add their grades
from the MyLab to the Blackboard gradebook.

How to fix this?

Students who are “unenrolled” need to go into your Blackboard course and click a link
such as the All Assignments link. Clicking the Course Home link will NOT resolve this
issue. After clicking All Assignments, students will be asked to log into their Pearson

account. After this is done, the Blackboard system will be able to recognize the student
on the next grade import and “unenrolled user” will not appear.

Q7: 1 want to create a create a new column in my gradebook by combining several
assignments — should I do that in MyLab and Mastering or in Blackboard?

“Calculated columns” will not at this time sync with Blackboard. We recommend that
you create such grade columns in your Blackboard gradebook
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MODULE 6: GRADE TRANSFER FOR NATIVE-BASED
MYLABS

LESSON 1: HOW TO TRANSFER GRADES TO BLACKBOARD

1. Go into your MylLab gradebook. You can enter your MylLab gradebook starting from u
your Blackboard course or by logging in at the pearsonmylab.com site. [ —————

How Do 12
Videos

2. Follow these steps to export your MyLab grades: Go into your Gradebook=>click
the Export Gradebook button>choose Blackboard-MylLab & Mastering.csv.

3. Download the .csv file to your computer.

4. The image below may be helpful:

3 Gradebook - Overview [¥) Gradebook - Overview

Export Gradebook ¥ ( Export Gradebook ¥

] S5

Blackboard-MyLabMastering .csv

GRADE TO DATE SRS RADE TO DATE

5. You can now close your MyLab if you wish.

6. With the.csv file ready to upload, return to your Blackboard course and navigate to
the Full Grade Center.
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COURSE MANAGEMENT

* Control Panel

w

Files

w

Course Tools

-

Evaluation

L |

Crade Center

Full Grade Center

Tests

¥ Users and Groups
¥ Customization
b Packages and Utilities

P Help

7. In the Full Grade Center, click the Manage tab and then select Upload Pearson’s
MyLab & Mastering Grades.

Grade Center : Full Grade Center

When screen reader mode is on the table is statie, and grades may be entered on the Grade Details page, accessed by
selecting the table cell for the grade. When screen reader mode is off, grades can be typed directly into the cells on the
Grade Center page. To enter a grade: click the cell, type the grade value, and press the Enter key to submit. Use the
arrow keys or the tab key to navigate through the Grade Center. More Help

a————————
Create Column Create Calculated Column + Manage ®_15 v

Grading Schemas

Filter Work Offline «~

Grading Color Codes
©7 | MoveToTop | | Email Categories Order: | 4Ascending

Grade Information Bar Smart Views Saved:june 13, 2013 10:32 AM

Column Organization

e

(] ‘Black Sally shlack Row Visibility

] |Jones Mary mjones Available
] Smith John jsmith Upload Pearson's MyLab / able
Mastering Grades {m} I

Selected Rows: 0

% | Move ToTop | | Email leon Legend

Erdit Benae Milemlasad

8. On the next screen, click the Browse My Computer button and select the file you
downloaded from your MyLab. Click the Submit button.
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Upload Pearson's MyLab / Mastering Grades

Upload a CSV file exported from your MyLab / Mastering Gradebook to your Grade Center. To export a CSV file from
MyLab / Mastering, export in Blackboard-MyLab / Mastering format from your MyLab / Mastering Gradebook.
NOTE: When overriding uploaded MyLab / Mastering student grades, always use the Manually Override tab.

1. Upload Pearson's MyLab / Mastering Grades

Attach File Browse My Computer Browse Course

9. On the next screen, you can choose all or only some of the grades from your MylLab
to import to Blackboard.

Upload Grade Confirmation

Even if you exported a MyLab/Mastering file
containing all your student's grades on all your tests,

you can choose only those you want to import at this

time.

the Grade Center. When an
res will be uploaded to the associated
the dropdown list to associate the

g
column. If an assignment does not match an existing Grade Center column, use
assignment with a column or create a new column in the Grade Center. More Help

MylLab [/ Mastering Assignment Match Grade Center Column

Take the Chapter 2 Exam | Create New Grade Center Column +]

Chapter 2 PreTest-Pre Test | Create New Grade Center Column |

| Create New Grade Center Column 3|

Chapter 2 PostTest-Post Test

Displaying 1 to 3 of 3 items Show All Edit Paging...

10. Blackboard will create new columns in your Blackboard gradebook to contain any
new assignments and it will simply update any existing Mastering columns with new

grades if there are any.

11. Your grades have been transferred from Mastering to Blackboard:
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Successfully completed Grade Upload. 1 Grade Center column(s) created and 2 Grade Center entry(ies) updated.

Results for unenrolled users in this export file have not been uploaded to the Grade Center.

Grade Center: Full Grade Center

e Grade Details page, accessed by

When screen reader
selecting the table cell ft e typed directly into the cells on the
Gmdecﬂﬂtefpigﬁ 2l Your MyLab/Mastering grades have |[RaEaccd LRl iiy
arrow t

il been transferred to Blackboard!

Create Column

Filter Work Offline ~

Sort Columns By: | Layout Position Order:| 4 Ascending
Last Saved June 13, 2013 4:13 PM

~?  Move To Top Email

Crade Information Bar

.

® Last Name First Name Username Student ID
] Black Sally shlack June 13, 2013 Available
(] Jones Mary mjones June 13, 2013 Available
] Smith John jsmith June 13, 2013 Available
Selected Rows: 0

If the transfer process does not go as shown here, check lesson 2 in this section on
troubleshooting.
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MODULE 6: GRADE TRANSFER FOR NATIVE-BASED MYLABS

LESSON 2: TROUBLESHOOTING THE GRADE TRANSFER PROCESS

Q1: When | do a grade transfer, I’'m getting a message an “Unenrolled User”
error from Blackboard.

An “unenrolled user” is a student who is listed in the MylLab gradebook export but

who is not listed as being a student in your course. This typically occurs when a

student was able to gain access to your MyLab without having gone through your
Blackboard course. Students who have previously used a MyLab may be familiar

with the process of obtaining a Course ID from their instructor. Remember not Help
to give students your MyLab course ID. If students get your course ID and then

go to: www.PearsonMylab.com they could register and gain access to your MylLab

and begin doing any tests you may have created there.

If students log in through the Pearson site and not through your Blackboard course
then Blackboard will not know who they are and will not be able to add their grades
from the MyLab to the Blackboard gradebook.

How to fix this?
What you need to do is to find the Blackboard Student ID for each of these
“unenrolled students” and add it to the .csv file that was exported from the MyLab.
Once each student has a Blackboard Student ID in this .csv file, the file can
successfully be uploaded to your Blackboard gradebook.
The steps for finding a student’s Blackboard student ID are:

1. In your Blackboard course, navigate into the Pearson MylLab & Mastering Building
Block area.

2. Scroll down to the Support Tools section.
3. Click the Roster Information link.

4. On the next page you’'ll see a list of all the students in your Blackboard course and
their Blackboard Student IDs:
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Blackboard and Pearson's MyLab and Mastering Roster

This course roster maps students' Blackboard usernames with the account names in the associated Pearson's MyLab and Mastering
course. Students whose Blackboard usernames are not associated with a MyLab and Mastering account need to access MyLab and
Mastering from within their Blackboard course and follow the on-screen instructions.

Pearson's MyLab and
Mastering Account

Michael Britt ‘ 9394235204fe1f352b62c3?ce1ebf20f5d?2e41fb99ca4b?,

Displaying 1 to 1 of 1 items Show All  Edit Paging...

Username Firstname Lastname Bb Student ID Role

5. Select and copy this number.
6. Open the .csv file you exported from the MyLab in Excel.

7. In this spreadsheet you'll find a column entitled Blackboard Student ID. Find the
student(s) for whom this cell is blank and paste in their Blackboard student ID.

8. Do this for every student who has a blank cell for Blackboard Student ID.

9. Save this Excel file. You can now successfully import it into your Blackboard grade
book.

We recommend that you keep this saved Excel file for future use. Every time you conduct a
grade export from your MylLab, you should open the new file and this older Excel file. Copy
the column with all the Blackboard Student IDs and paste it into the newly exported grade
file, making sure, of course, that the students are in the same order as the previous export
so that the IDs line up with the correct student.
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MODULE 7: CREATING COORDINATOR AND MEMBER
COURSES

XL
-MyLabs allow for situations where you want to have a course coordinator create a “master”
(or “shell”) course that other instructors/adjuncts make copies of and use in their classes.

Course coordinators can make changes to these master courses prior to them being copied,
and the instructors who copy them will “inherit” these modified MyLabs.

Essentially, the process is this:

The coordinator does the following:

1. Creates a new MyLab course in the Pearson portal: www.pearsonmylab.com

2. During the creation of this course, the coordinator makes sure the new course is
available for copy.

3. In XL labs, the coordinator changes one setting to make this a coordinator course.

4. The coordinator can then customize this master course if desired.

5. The coordinator copies down the course ID and gives it to the other instructors (but
NEVER gives the course ID to students).

The instructors who are going to use this master/coordinator course:

. Go into their Blackboard course and go to the Pearson Building Block.

. On the Select MyLab & Mastering page, instructors click the "Or copy from
another instructor” text link.

3. Instructors enter the course 1D of the master course.

4. These instructors also DO NOT give out the course ID to their students.

N

Coordinators have the ability to enter and view each member course and to look at the
grades of all students enrolled in one of their member courses.
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MODULE 7: CREATING COORDINATOR AND MEMBER COURSES

1. Begin the process of creating a coordinator course NOT in Blackboard, but rather by
going to www.pearsonmylab.com and logging in with your instructor credentials.

PEARSON
MyLab & Mastering Q. BROWSE BY DISCIPLINE

- y Hel
. d signin ’
‘ -. Already reglstered? Sign in

- with your Pears unt.

1 SIGNIN

‘M(THI@UGH e

To |mprow ng results .‘"'!. Need access? Start herel

If'
Our goal | ry student succeed. We're working with f ( " STUDENT
||I educators ns to Improve results for students A

re >

everywhe # EDUCATOR

EDUCATORS > ACADEMIC
EXECUTIVES >

2. On your MyLab & Mastering homepage, click the Create/Copy Course button (the
example below contains only one previous course — your account may contain no
courses or perhaps many).
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MyLab & Mas o Die Settings. 7 Your Courses and Products ?
it
wﬂnlgnlb[&\ DEF I1 KLM v

» @ Disaggregated eText for Certa, Modern

Cost Accounting Management 13e

Course [D: teacher?B4a11 MyAccountinglab® Detalls

b [ Disaggregated eText for Mckee, Managemaent
Students Enrolled: 0 (Hew Students Enroll)

2e

b & 2Book-+ Disaggregated for Dessler,
Fundamentals of HR Management, 3e

. b & eBook+ Disaggregated for Kotler/Armstrong,
Principles of Markeating, 15

b [& eBook+ Disaggregated for Robbins/Coulter,
Management, 12e

b [F eBook+ Disaggregated for Wild, International
About MylLab B Mastaring
Learn abaut H',rLaEI & Mastering
Where's my course?

3. Create the course you will soon modify to be your coordinator course by searching
for the course materials you wish to use.

*Create or Copy a Course

-

Create a new course by searching for course Create or CU py a CUU rse @
materials using title, author, texthook ISBN,
course ISBN or series title. (®) Search Course Materials

Author, Title or ISBN

() Browse by Discipline

() Upgrade to New Edition/Version

() Copy a Course

(") Make Multiple Copies or Sections of a Course

Cancel | [ Go ]
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* Select Course Materials )

Showing 1-44 out of 44 search results

horngren [ Search Again ]

Sort results by: | Title H

New Design! p [N
Cost Accounting, Sixth Canadian Edition k\
Horngren, Charles T. | Datar, Srikant M. | Foster,
George | Rajan, Madhav | Ittner, Christopher D. |
Gowing, Maureen P. | Janz, Steve
Textbook ISBN-10: 0132893533
Textbook ISBN-13: 9780132893534
Publisher: Pearson Canada
MyAccountingLab course in New Design for
Horngren/Datar/Foster/Rajan/Ittner/Gowing/Janz: [
Cost Accounting, Sixth Canadian Edition

e e e @

Tests eBook Resources Media

Select Course Materials ]

MvArcountingl ah®

5. On the next screen, in addition to creating a name and start and end dates, two
things are very important: a) leave the Course Start Date set to today, and b)
make sure to check the circle next to Make Available for Copy.
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k Course Information ( * Required Field )

* Course Name:

(128 characters remaining)

Description:

(512 characters remaining)
Course Type
For Student Enrollment: (=)

For Instructor Use Only: 0

-

Course Enrollment Dates

* Enrollment Start Date: I:I o

* Enrollment End Date: I:I o
Course Duration

* Course Start Date: | Mar 25, 2014 I:I o

* Course End Date: I:I o

Make Available For Other Instructors To Copy

Available For Copy: ()

1
Unavailable For Copy: ()

Cancel [ Create Course Now ]

108

IMPORTANT: make sure this

is today's date no matter when
the course(s) will begin.

6. After clicking the Create Course Now button, you will be told that the new course is
being created and you will receive an email when it is ready for you.

7. When the course is created, click the course name and go into the new course. You'll
now set it up so that it is designated in our system as a coordinator course.

8. From the new MyLab homepage, click the Course Settings text link (this link might

also say Edit MML Settings):
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Courses

TCract Armecman n{-ing

course settings £
Edit Settings

LUl T VIS

[@ [ course Home

P Assignments

Study Plan

Results

off st ady M wae g cOCioe. £ Mom Lo Ledee Acvid

Pearson eText

9. In the pop-up box, click the Edit link in the General Settings area:

M YACCO U nt i ng L a bﬁ\:\-i(h KNEWTON Adaptive Learning Help ~ Browser Check

E | CostAccounting [0] ¢ | > COURSE SETTINGS SUMMARY

Manage Course List

Course Settings Summary -

Home Page Manager Course name Cost Accounting

Book Horngren: Cost Accounting, 14e

HW & Test Manager

General Settings

Study Plan Manager Course type Standard course

Course name Cost Accounting
Gradebook Book Horngren: Cost Accounting, 14e
Calendar Availability

Course Start & End 08/28/13 - 11/30/13

Time Zone (UTC-05:00) Eastern Time (US & Canada)

Adjusts automatically for Daylight Savings Time
Current course time: 10:23am
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10. Click the drop-down list to the right of Type of Course to Create and select
Coordinator:

M yACCO untin g Lab%. xnewron Adaptive Lsarning

Edit Course

1) Start ) Availability €) Course Access ) Coverage
Home Page Manager 3 Learning Aids and Test Options

Type of course to create

HW & Test Manager

Course name
Study Plan Manager Baek
Gradebook
Sememce. [ Cancel J

11. You may now make any modifications to this course that you wish. These
modifications will appear in the member courses.

12. You need to copy or write down the course ID to give to the instructors who
will be copying this course (not to be given to students):

@00

When you're using a MyLab with a Blackboard course

DO NOT give students a MyLab Course ID. It is not needed.

‘q‘i
MyLab & Mastering New Design Settings  ? Your Courses i

| Create/Copy Course | Active

New Design! » K X

» @ Disaggrega

Manageme

MyAccountinglab®  Details » @ Disaggrega
Ments Enroll) —— g
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1. Instructors begin by logging into their Blackboard course and going to the Pearson
MyLab and Mastering link:

+ -z N
Tools
*  Accounting E.3
Home Page
Infarmation @ @ ANNOUNCEMENLS | Hide Link | g_;‘} Journals | Hige Link |
Cantent Cremte and view Course Announcemenis., Creare and maenage journals that can be assigned to each user in a
Discussions ?,:ﬂ;:hpmaqrpﬁwn it
Groups @ Blackboard Help for Students | wide Link
Toals L;en&'a:*bomrdfredp in @ separate uindow. ;ﬁ My Grades | pude Link
Helg

Displays detailed information ebout pour grades,

Blogs | ide Link
COURSE MANAGEMENT

Create and mmage blogs for Cowrses and Course Groups.

* Control Panel Pearson's MylLab and Mastering | yede Link |
F  Files
Access and Manage Pearson's My Lab and Mastering products fo
Course Tools If*-é Contaers (i this course throwgh Blackboard,
Annguncements L |

2. These instructors should follow the linking to Pearson and the course creation
process in much the same way that any course is created through Blackboard. The
privacy policy is accepted (this appears only if this is the first time this instructor has
connected a Blackboard course to a MyLab)...
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ST COATSENT I U BT gy anioroT Sroes s,

The personal information that | use with a Pearson Education onling leaming system can include my name and contact
information, my answers o questions that are part of the course, my marks on tasts or other course requirements, and any
comments aboul me madae by my instrucior,

Pearson Privacy Statement

Pearson Privacy Statement

Paarson Education (*Pearson”) recognizes the imporance of protecting the privacy of Personally Identifiable
Information about you as a user of our online leaming applications, websites and educabional evaluation tools
{"applications”). Follows is an overview of Pearsen's Privacy Policy which is whally contained within the Pearson
End-Usar License and Privacy Agreemant o which end users consent when registering for a Pearsan application.

Information considered by Pearson to be Personally Identifiable Information ("PIIF) is: your full nama, address,

Pearson End-User License Agreement and Privacy Policy

End-User License Agreement and Privacy Policy
Last Revision Posted: 15 June 2012

These terma constitule an agreament batwesan You and Pearson Education, Inc, and ia direct and indirect
affiliates "Pearson”). By accessing or using the website and/or service with which these terms are associated, You
acknowledge that You have read and accepted the terms of this Agreement. If You do not agree to abide by the
tarme and conditinna of this Aoreaemant. nleasn do not realster for or athanwdss access or usa this Wahesita

3. ..and the instructor logs in using his/her Pearson instructor account.

PEARSON

Register

Sign In with Your Pearson Account Create a Pearson Account

Your account gives you access to your Pearson If vou don't already have an account, create
online courses and products. one.

Username |Pearson username | Create

Password |F‘earson password |

Mot sure if you have an account?

Forgot your username or password?
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4. On the Select MyLab & Mastering page, the instructor clicks on the text link that
says Or copy from another instructor:

PEARSON ALWAYS LEARNING

Select MyLab & Mastering

Copy Existing MyLab & Mastering

Select from your courses Lls#
Or copy from another instructor
Or

Search
Author, Title, ISBN, or Discipline

5. On the next page the instructor types in the course ID he/she received from the
coordinator:

Copy Another Instructor's course

| teacher26411| |

6. A new member course is created. Instructors should a) give the new course their
own name, b) leave the start date set to today, and c) leave the option to copy
the course at No.
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Enter MyLab & Mastering Information =3

ast Accounting M}I’LED will insert the letters

Sk i LR, AL "Coordinator” as a reminder that

this course is a copy of a
Coordinator course.

What are your course dabes

Sep 06, 3013 B Gap 30, 2003 e @

ctors to copy your MyLab & Mastering course? W

i Contimue ]
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7. That's it! There are a few more things to know.

8. Coordinators can create a member course from their coordinator course that they
themselves can use:

|

ccountinglab

prdinator Coursea
or "Template”

MyAccountinglab MyAccountinglLab

MGITIbEFI Course Member Course
Section 1 Section 2
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9. To do this, coordinators can use either the course ID as other instructors do, or
simply select the coordinator course from their list of MyLab courses:

Select MyLab & Mastering

[ Heio |

Copy Existing MyLab & Mastering

o = GO
Select from your courses ¥
Cost Accounting {teacher26411)

Oor

Search
| Author, Title, ISBN, or Discipline | se

10. From their MyLab homepage list of courses, coordinator courses will be designated
with the letters “Coord” in front of the title the coordinator gave the course, and a
link icon with the words Linked Course Materials will appear:
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TPEARSON

MyLab & Mastering New Design Settings ?

Create /Copy Course

Cost Accounting

BUFEEND: teacher26411 The Member Course the
Students Enrolled: 0 (How Stu B ®slelgellifzl{sl@e (== 1{=1s Ri(o]8
A her own use.

I Accounting Tues/Thurs

New Design! » %

Course ID: teacher67476
Students Enrolied: 0 (How

& Linked Course Materials

MyAccountinglab®  Details

dents Enroll)

11. Coordinators can see the gradebooks for all member courses either by going into
those courses, or by simply going into their master course, then into the gradebook
area and clicking the drop-down list at the top of the page:
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Cost Accounting

course settings €

madify £ 5! Gradebook

b Course Home

b Assignments

Study Plan
Results Export Data I | Manage Incompietes | | :z/Change Weit
Pearson eText
Gradebook Views
Document Sharing » All Assignments » Overview By Student  » Study B
Detailed assignment Student averages for Study Pi
Multimedia Library results gradebook categories per stud
b Chapter Resources e st
Quizzes
b Communication Tests
Tools Other

{Rename this category)

12. And that’s all you need to do to create coordinator and member courses.
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MODULE 8: TIPS TO ASSURE YOUR INTEGRATION
IS A SUCCESS

LESSON 1: INTEGRATED COURSES: NO COURSE IDS USED

Do Not Give Your Students a Course ID: if you have previously used a Pearson MyLab or
Mastering product as a standalone product, then part of the student enroliment process
involves sending the students the courses ID. This is not done for integrated MyLab
courses.

Students who have taken a Pearson MylLab & Mastering course in the past may be familiar
with the need for a course ID and may ask you for one. Tell them that it is not needed and
that they are to go to your Blackboard course, click the link you have made available to
them to enter your MyLab, and follow the onscreen directions to register and gain access to
the lab.

Students only need the following to register for your MyLab:

1. A Pearson student ID: if students have ever created a Pearson student id in the
past, they should be ready to log in with that ID. If they don’t have it, then they
should use the “Forgot your username or password?” tool. If they have never
created a Pearson student ID, then they can create one at the beginning of the
registration process.

2. An Access Code or Payment Method: after logging in (or creating a new Pearson
student ID), students will be asked to pay for access to the MyLab using either an
access code they typically buy in the bookstore, or through the use of a credit card
or PayPal account.

3. Temporary Access: students can get 14-day temporary access to your MylLab and
then pay for access at a later time.
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MODULE 8: TIPS TO ASSURE YOUR INTEGRATION IS A SUCCESS

LESSON 2: THE DIAGNOSTICS REPORT & 24/7 SUPPORT

If you ever need to contact Pearson support: http://247pearsoned.custhelp.com you may
be asked to provide us with your Diagnostics report. This little bit of information can help
us to more quickly resolve your issue.

Here’s how to find your Diagnostics report:

1. Go into your Blackboard course.

2. Navigate to the Pearson Building Block and click it:

vy v w v w w w w

Home Page
Information @
Content
Discussions
Croups

Tools

Help

Pearson Mylab

COURSE MANAGEMENT
Cantral Panel

Files

Course Tools

Evaluation

Grade Center

Users and Groups
Customization

Packages and Urilities
Help

My Institution Courses Systern Admin

@ Announcements

Create and view Course AnnOUTCEments.

@ Journals

Creare and manage journals thar can be assigned 1o each
user in o group for the purposes of private communication
with the instruclor.

g Blackboard Help for Students | Hige Link

Open Blackboard Help in  separale window.

=
Blogs | Hide Link

Create and manage blogs for Courses and Cowrse Groups.

Lé My Grades

Displays detailed information about gour grades.

Pearson Direct | Hids Lk |

Access and Manage Pearson Direct LTI products for this
aotirse through Blackboard.

Pearson Direct LT] Scripted Links
Updater | mide Link

Updares the scriped links for o given virmual installation.

@ Calendar | Hide Link

Track important events and dates through the Calendar.

Cellaboration | Hude Link

Create and manage Virtual Classroom and Chat sessions.

%@ Contacts | Hide Link

ﬂ Pearson's Mylab | Mastering | Hide Link

Access and Manage Pearson's MyLab / Mastering products
Jfor this eourse through Blaciheard.
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3. On the next page you'll see the links to your MyLab:

4. Scroll down to the bottom of this page and click the Diagnostics link:
L3 | L
: Learn how to register, sign in, and access Pearson's MyLab Learn how to get a Pearson account, sign in, and make
COURSE MANAGEMENT . } . .
and Mastering. Pearson's MyLab and Mastering available for your students.
¥ Control Panel
» Files . .
(ILILIY Pearson 24/7 Technical Support for @ Manage Pearson MylLab/Mastering
» Course Tools 4
S e luation Students and Instructors Grades
Search the Support knowledge base; get answers to Upload grades from Pearson's MyLab and Mastering into
» Grade Center commonly asked questions; register for customized your Blackboard course. Last Manual Grade Refresh:
y assistance; or contact a Support representative through
e, uroups email or live chat.
} Customization Roster Information
» Packages and Utilities 3 3
View Roster Information
P Help
@ Reset MyLab and Mastering Course
Quick Unenroll

Association

5. On the next page, click the Export File button if you have one. This will download a

+ - ¢ n
Pearson's MyLab and Mastering

¥ Math wiyh Grade Sync N

Home Page

Information ITILY MyLab and Mastering Course Home

Content Access all eontent in your MyLab and Mastering course.

Discussions

Groups

Tools Support Tools

Help

MyLab/Mastering

COURSE MANAGEMENT
Control Panel

Files

Course Tools

Evaluation

Grade Center

v w w w w A

Users and Groups

ITILY Student Help

Learn how to register, sign in, and access Pearson's MyLab
and Mastering.

[JICELY Pearson 24/7 Technical Support for

Students and Instructors
Search the Support knowledge base; get answers to
commonly asked questions; register for customized

assistance; or contact a Support representative through
il b EY ot

LILEL Instructor Help

Learn how te get a Pearson account, sign in, and make
Pearson's MyLab and Mastering available for your students.

Manage Pearson MyLab/Mastering
¥

Grades
Upload grades from Pearson's MyLab and Mastering into
your Blackboard course. Last Manual Grade Refresh:

Resets the Pearson's MyLab and Mastering Course
Association
Mylab and Mastering Course: britt82993

‘% Diagnostics

Run Diagnostics

.txt file to your computer. Send this or have it ready when you contact support.
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b
i Pearson's MyLab and Mastering Tools » Pearson's MyLab and Mastering Tools > Pearson Diagnostics [ Edit Ma
+ Pl i g . . .
Pearson's MyLab and Mastering - Diagnostics
¥ Math wiyh Grade Sync ¢ This diagnostics page allows you to review the status of your MyLab and Mastering connection.
Home Page
Infarmation &
Content
Discussions
User Information
Groups
Tools
Blackboard User ID michael.britt
Help Blackboard User Key e894235204fel1f352b62c37celebf20f5d72e4 1f099cadh?
Pearson User ID 39651339
MyLab/Mastering

Course Information
COURSE MANAGEMENT

¥ Control Panel
Blackboard Course 1D brittTest2
) Files Blackboard Course Key 3ac7d433c9d795d863680c768a23986e02d5579ccfe4b410
EGntrse Tools Pearson Course ID britt82993
Automatically Assign YES
b Evaluation Gradable Items to the
e Default Folder Location Default Destination
rade Center Folder
) Users and Groups JContent/Pearson Gradable Items

6. If you don’t have the Export File button, just drag your mouse across all the
information on this page and copy that text into an email or support ticket.
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MODULE 8: TIPS TO ASSURE YOUR INTEGRATION IS A SUCCESS

LESSON 3: ADDITIONAL SUPPORT RESOURCES

Our Troubleshooting Page: click the question mark to go to the Troubleshooting page,
which contains frequently asked questions about various aspects of the integration process.

Educator Support Page: The most up-to-date list of educator support resources can be
found on our “Use with Your Local LMS” educator support page. You'll find:

e Links to our live online webinar training that covers many of the same topics
that are in this guide Help

e Alink to our YouTube video playlist
e A Getting Started PDF guide for your students

Click below to visit this page.
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Pearson's MyLab & Mastering for Blackboard Learn delivers a robust course experience for you
and your students.
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https://www.youtube.com/playlist?list=PL3C7849345399D422
http://help.pearsoncmg.com/mylabmastering/bbi/instructor/en/Content/troubleshoot_login_get_started.htm
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	BEFORE YOU BEGIN
	Hello and welcome! Whether you are new to integrating a MyLab & Mastering course with a Learning Management System such as Blackboard, Canvas or Desire2Learn and seeking guidance for getting started, or are seeking more information about the integration, you have come to the right place!
	Here’s what you will get from the Interactive Training Guide:
	 Just-in-time assistance for setting up your integration
	 Best practices and strategies for effective implementation of the integration
	 Helpful step-by-step videos of the procedures you need to follow
	As you work through the lessons in the Interactive Training Guide, you will notice the following icons:
	Click to watch a video showing you the steps for completing the activity.
	Click to start a practice module where you can work through the steps of an interactive simulation to complete the activity.
	Click to open up the relevant Instructor Help page for the topic.
	Where to go for help

	I am having difficulty setting up my instructor account
	Pearson 24/7 Customer Support
	The program is not displaying correctly on my computer
	Pearson 24/7 Customer Support
	I would like additional assistance with setting up the integration
	Educator Support Page
	MODULE 1: CONNECTING YOUR BLACKBOARD COURSE TO MYLAB & MASTERING
	The Blackboard learning management system can be easily integrated with Pearson MyLab and Mastering.  In the following pages you’ll go step-by-step through this process. 
	/
	LESSON 1: MAKING SURE THE PEARSON BUILDING BLOCK IS AVAILABLE

	Before you can link your Blackboard course to a Pearson MyLab, you must first make sure that the MyLab Building Block is installed and activated.  
	1. Sign in to your Blackboard course. 
	/
	2. Click the Tools link in the left navigation panel.  Typically, the Pearson MyLab Building Block will be found in the Tools area, but you may also find it under Control Panel -> Course Tools  -> Pearson’s MyLab / Mastering.
	/
	3. If you find Pearson’s MyLab & Mastering on the Tools page, then it is installed in your course and you can skip to the next lesson.  If you do NOT find the Building Block here, then continue to step 4.
	/
	4. If you did not find Pearson’s MyLab & Mastering in the above steps, then in the Control Panel, click the Customization link and then click Tool Availability. 
	/
	5. Scroll down the list of available tools until you find two rows entitled, Pearson’s MyLab and Mastering (Content) and Pearson’s MyLab and Mastering (Tools).  Click the two checkboxes as shown in the image below and then click Submit.  If the Pearson’s MyLab & Mastering options are not available here, please contact your campus Blackboard administrator to have them installed.
	/
	6. When you return to the Tools page you’ll now see that the Pearson MyLab and Mastering Building Block is available to you.  You can now proceed to lesson 2 in this module.
	/
	MODULE 1: INTEGRATING BLACKBOARD WITH MYLAB AND MASTERING
	LESSON 2: CONNECTING BLACKBOARD WITH MYLAB AND MASTERING 

	1. Click the Tools link from your Blackboard homepage. 
	/
	2. Click the Pearson’s MyLab and Mastering Building Block./
	3. Click Select a MyLab and Mastering product to use with this course./
	4. Read and accept the license agreement./
	5. Sign in with your Pearson instructor account.  Use the “Forgot your username or password?” link rather than creating a new account. If you don’t have an instructor account, contact your Pearson sales rep./
	That’s it – your Blackboard instructor credentials are now linked with your Pearson credentials.  
	6. Click the Get Started button./
	7. In the following example, I'll create a new course by searching for an author’s last name, but you have several other options: 
	a. Copy a MyLab & Mastering course you already have in your Pearson account.  Make sure that the course you select is not one that is already in progress – that is, one that has students enrolled and future assignments set up. 
	b. Create a new MyLab & Mastering course by entering an author’s name or a keyword (e.g., anatomy).
	c. Copy another instructor’s course.  You can do this by clicking the small text link that says, “Or copy from another instructor”.  You will need to enter the other instructor’s course ID in order to use this feature.
	/
	8. Once you have made your selection from the choices in step 7, you’ll see a page with search results similar to the one below:/
	9. Find the MyLab & Mastering you want to connect to your Blackboard course and click Select Course Materials.
	10. On the next page, fill in your course information.  
	VERY IMPORTANT: leave the starting date alone.  Even if your Blackboard course starts in the future, do not change the MyLab & Mastering start date./
	11. That’s it – your Blackboard course and your Pearson MyLab & Mastering are all linked up!/
	12. Important: the linking will not happen immediately.  Look for the confirmation email that lets you know when your MyLab and Mastering course is available and ready for use. 
	a. Links from your Blackboard course to MyLab & Mastering will not work until you have received this email.  You should receive the email within an hour, but it may take up to 24 hours depending upon the server traffic. 
	b. If you do not receive the email within 24 hours, check your spam filter. The email will come from support@pearsonmylabandmastering.com so you may want to add this address to your approved senders list.
	13. Return to your Blackboard course.  You will not see the newly created links until you either refresh the Blackboard page, or click Tools, then the Pearson’s MyLab and Mastering link.  
	a. All MyLab & Mastering courses will provide a Course Home link for your students.
	b. Depending on your specific MyLab & Mastering, you may also see links to other major components, such as “All Assignments”, “Gradebook”, “Study Plan” and others.  Students typically only see the Course Home link until/unless you make other links available to them later on.
	MODULE 1: INTEGRATING BLACKBOARD WITH MYLAB AND MASTERING
	LESSON 3: CREATING LINKS FROM BLACKBOARD TO MYLAB & MASTERING 

	If your MyLab & Mastering provides more than just a Course Home link, then you can make these additional links available to your students.  In this lesson we'll learn how to make these links available to students, as well as how to move and delete these links. 
	You’ll also learn how to reset the connection between your Blackboard course and your MyLab & Mastering if you want to connect a different Pearson course to your Blackboard course.Inside your Blackboard course, here’s what the Tools->MyLab and Mastering area looks like if you have more than just the Course Home link: /
	1. In your Blackboard course, make sure you are in Edit mode.
	2. Click the plus sign in the upper left side of the navigation panel./
	3. Click Content Area:/
	4. Name the new Content Area anything you wish (in this example I’ll just call it “MyLab Links”) and make it available to users./
	5. Click this new Content Area and then click the Publisher Content tab:/
	6. Choose Pearson’s MyLab and Mastering in the drop down menu./
	7. The list of links you can make available to your students appears. In this example you see 4 links.  You’ll have anywhere from 1 to perhaps 8 such links you can put into your Blackboard course.  /
	8. Choose one or all of these links and then click Submit./
	9. After you click Submit the links will appear like this in your Blackboard course:/
	Important: remember that these links will take your students to the major sections in your MyLab & Mastering course - Pearson does not currently offer links to specific sections of any MyLabs.  You cannot, for example, create a link that will take students to a specific quiz or homework.
	MODULE 1: INTEGRATING BLACKBOARD WITH MYLAB AND MASTERING
	LESSON 4: CREATE A QUICK MYLAB LINK FOR YOUR STUDENTS 

	Students can access your connected MyLab by clicking on the Blackboard Tools link, and then on the link called Pearson’s MyLab and Mastering as shown below:/This will lead to the Pearson’s MyLab and Mastering page within Blackboard which contains whatever links your lab makes available to students.  In some cases this includes only a link to the MyLab and Mastering homepage, but other links may be included:/
	However, some Blackboard courses do not have a Tools link for students.  Here’s how to create a link in your Blackboard navigation that will lead students to your MyLab.
	1. Make sure you are in Edit mode in your Blackboard course.
	2. From the homepage of your Blackboard course, click the small plus sign at the top left of the navigation bar:/
	3. From the pop-up menu that appears, scroll down and click the Tool Link option./
	4. In the pop-up, give the link you’re about to create a name, such as Pearson MyLab or simply MyLab:/
	5. Click on the drop-down menu to the right of Type: and choose Pearson’s MyLab and Mastering (Tools):/
	6. Then click the checkbox to make sure that this new link will be available to users (students):/
	7. After clicking the Submit button you will see that you have a new link that your students can click which will show them whatever links they have that can take them to your MyLab./
	MODULE 1: INTEGRATING BLACKBOARD WITH MYLAB AND MASTERING
	LESSON 5: HOW TO RESET THE CONNECTION BETWEEN BLACKBOARD AND MYLAB & MASTERING 

	1. Go into the area of your Blackboard course that contains the Pearson MyLab & Mastering Building Block.  Typically this is found in the Tools area or under Course Tools./
	2. Scroll down until you see the Reset MyLab and Mastering Course Association and click it./
	3. Be certain that you want to reset this connection.  Any student data you may have associated with your Blackboard course and MyLab & Mastering will be lost.  If you are certain, click Ok. /
	MODULE 1: INTEGRATING BLACKBOARD WITH MYLAB AND MASTERING
	LESSON 6: HOW TO COPY AN INTEGRATED COURSE FOR USE IN FUTURE SEMESTERS

	1. When you copy a Blackboard course for use in another term, you’ll notice that any links you created to a MyLab in this previous course are present in the new Blackboard course.
	2. When you click any of the links to a MyLab from a previous semester, the links WILL NOT lead to a previous MyLab.  
	3. Instead, you will begin the registration process again.  Please see Module 1, Lesson 1 for detailed steps.
	4. You’ll see the privacy page after you click any MyLab & Mastering.  Please review and click I Accept.
	5. You will then be allowed to make a copy of your previous MyLab (you will not be asked to re-link your Blackboard and Pearson instructor credentials).
	6. Give the newly copied course a name.
	7. Leave the start date at today – as always, do not change the start date no matter when your course begins.
	8. Give the course an end date.
	9. Click Copy.
	10. When you receive your confirmation email, you can now click any of the links you created in the previous semester and they will lead to the newly copied MyLab & Mastering.
	LESSON 7: HOW STUDENTS CONNECT FROM BLACKBOARD TO MYLAB & MASTERING 

	1. Important: Students NO NOT use a course ID when your Blackboard course is integrated with MyLab and Mastering.  You may have provided students with your MyLab & Mastering course ID in the past, but when you are integrating Blackboard with MyLab and Mastering, the course ID plays no part in the process and could make things more difficult for students.  Bottom line: even if you know your MyLab and Mastering course ID don’t give it to students – tell them to go into your Blackboard course and connect to Pearson’s MyLab & Mastering from there as shown below./
	2. Students log in to your Blackboard course and click one of the links to Pearson’s MyLab and Mastering. This is very similar to what instructors do when they create their link to MyLab & Mastering.  Typically the link is found inside the Tools or Course Tools area of your Blackboard course. An example is shown below:/
	3. In this example, the instructor has created a Tools Link for students called MyLab Links./
	4. The first time a student clicks a link like the ones above to MyLab & Mastering, they will first be asked to agree to our Privacy Policy:/
	5. On the next screen, students will be asked to either sign in with a Pearson student account, or create a new Pearson student account.  Important: students should use the “Forgot your username or password” tool before they create a new account.  Creating multiple Pearson accounts can create confusion in the future./
	6. On the next screen students can: a) redeem an access code they purchased in the bookstore, b) purchase access using a credit card or PayPal account, or c) use temporary access and then pay for access at a later time. /
	7. If students chose temporary access they will receive email reminders that they need to purchase access before the expiration date expires.  A best practice is to wait until the 14-day temporary access period has ended before upgrading to permanent access.  If students wait until the 14 days have ended, they can enter their Blackboard course and click a MyLab link to go through the above registration process.
	8. When the purchase process is complete, students will see this screen and can click the Go to your course button.
	9. The new MyLab & Mastering will open in a new browser tab./
	MODULE 2: MOVING GRADES FROM MYLAB & MASTERING TO BLACKBOARD  
	You can get your grades from MyLab & Mastering to Blackboard in two ways.Grade Transfer: the transfer process involves going into your MyLab & Mastering course gradebook and exporting your grades in MyLab & Mastering format to a .csv file.  You then go into the Full Grade Center in your Blackboard course and upload this file into your Blackboard gradebook.Grade Sync: some MyLab & Mastering courses are enabled for grade sync, which means that you can set them up so that grades from your MyLab & Mastering gradebook will be sent over to Blackboard;  from there you can decide which grades to have the system integrate into your Blackboard gradebook. Which option is available to you?  The best way to determine this is to go into your MyLab & Mastering gradebook.  Match up the look of your gradebook to the images that follow and you’ll know what options are available to you.
	Gradebook 1 – Capable of Grade Transfer and Grade Sync: The gradebook shown in the image below is based on what we call the Mastering platform and is used for Mastering products such as: MasteringBiology, MasteringPhysics, MasteringAstronomy, MasteringEngineering, MasteringChemistry, MasteringGenetics,  Mastering EnvironmentalScience, MasteringHealthandNutrition, MasteringGeology, MasteringGeography,  MasteringOceanography, MasteringA&P, and MasteringMicrobiology.Click the question mark to go to a page with a full listing of MyLab and Mastering product names and their platforms./Turn to the module in this manual called Grade Transfer and Grade Sync on the Mastering Platform to see how these processes are done. 
	Gradebook 2 – Capable of Grade Transfer and Grade Sync: The gradebook shown in the image below is based on what we call the Pegasus platform and is used for MyLab products such as: MyPsychLab, MyITLab 2010, MyITLab 2013, MyNursingLab for Community, LPN/LVN, Drug Dosage Calculations, Hogan Reviews and Rationales, NCLEX Review, and MyLanguageLabs (only select titles of MySpanishLab and MyFrenchLab).  Click the question mark to go to a page with a full listing of MyLab and Mastering product names and their platforms. 
	/Turn to the module in this manual called Grade Transfer and Grade Sync on the Pegasus Platform to see how these processes are done.
	Gradebook 3 - Capable of Grade Transfer and Grade Sync: The gradebook shown below is based on what we call the XL platform and it is used for MyLab products such as: MyEconLab, MyAccountingLab, MyOmLab, MyFinanceLab, MyEngineeringLab, MyWritingLab, MyReadingLab, MySkillsLab, MyFoundationsLab, MyStudentSuccessLab, MyMathLab, MyStatLab, MyReadinessTest and MyLiteratureLab.Click the question mark to go to a page with a full listing of MyLab and Mastering product names and their platforms./
	Turn to the module in this manual called Grade Transfer and Grade Sync on the XL Platform to see how these processes are done.
	Gradebook 4 – Capable only of Grade Transfer: the gradebook shown is based on what we call the Native platform and it is used for MyLab products such as the MyEducationLabs. Other MyLabs using this platform are: MyEducationLabs, MyMISLab, MyManagementLab, MyMarketingLab, MyBizLab, MyBCommLab, MyNursingLab, RealEHRPrep, Neighborhood 2.0, MyCJLab, MyBradyLab, NCCERConnect, MyMedicalTerminologyLab, MyHealthProfessionsLab, MyCulinaryLab, MyHospitalityLab, MyHVACLab, MyLegalStudiesLab and MyServSafeLab.This gradebook can utilize the grade transfer process.  /Turn to the module in this manual called Grade Transfer on the Native Platform to see how these processes are done.
	MODULE 3: GRADE TRANSFER AND GRADE SYNC FOR MASTERING
	LESSON 1: HOW TO TRANSFER GRADES TO BLACKBOARD FROM MASTERING

	1. Go into your Mastering gradebook.  You can enter your Mastering gradebook starting from your Blackboard course or by logging in at the pearsonmylab.com site.
	2. Follow the steps below to export your Mastering grades: Manage>Export Gradebook Data>Export Scores Select a Format for Your Export>Formatted for Blackboard-MyLab/Mastering.  
	3. Make sure to select Formatted for Blackboard-MyLab & Mastering./
	4. Download the .csv file to your desktop.
	5. Close Mastering if you wish.
	6. Return to your Blackboard course.
	7. In Blackboard, navigate to the Full Grade Center./
	8. In the Full Grade Center, click the Manage tab and then select Upload Pearson’s MyLab and Mastering Grades./
	9. On the next screen, click the Browse My Computer button and select the file you downloaded from Mastering. Click the Submit button./
	10. On the next screen you can choose all or only some of the grades from Mastering to import to Blackboard. /
	11.  Blackboard will create new columns in your Blackboard gradebook to contain any new assignments and it will simply update any existing Mastering columns with new grades if there are any. 
	12. Your grades have been transferred from Mastering to Blackboard:/
	MODULE 3: GRADE TRANSFER AND GRADE SYNC FOR MASTERING
	LESSON 2: HOW TO SYNC GRADES WITH BLACKBOARD AND MASTERING

	You do not need to alter or create any settings in your Mastering gradebook in order to have it send grades to a linked Blackboard course.
	1. We recommend that as soon as you link to a Mastering course you should create a new assignment.  Doing so will allow you to see when you return to the Blackboard gradebook that this assignment is ready to be sync’d.
	2. Return to your Blackboard course and click Pearson’s MyLab and Mastering link./
	3. On the next page scroll down to the Support Tools area and click Manage Pearson MyLab / Mastering Grades./
	Section 1: Grade Synchronization Settings

	1. Start the grade sync setup process by clicking the second link on the left side – Grade Synchronization Settings:/
	2. You may see an error message like the one below, but there’s no need to worry – it will go away once the setup process is complete./
	3. Important: your goal in this first step of the setup process is to create a folder in Blackboard that will hold the grades that come over from Pearson.  Throughout the semester you’ll be checking that folder to see what new grades have come in, and you’ll be deciding which of these grades you actually want included in your Blackboard gradebook.
	4. To create this folder, click the Browse button. You’ll get a small popup window.  You can create this folder anywhere in your Blackboard course, and if you already have a section in Blackboard called Content you can select this folder, as shown in the image below:/
	5. If you have a Content folder and have selected it as shown here, then proceed to step 11; , if you don’t have a Content folder you can easily create an area in Blackboard to hold your Pearson grades.  Here’s how to do this.
	6. Close the pop-up window.
	7. Click the + sign at the top of the left navigation area in Blackboard (if you don’t see the + sign, then go over the right side of the screen and make sure you are in Edit mode)./
	8. As the image above shows:
	a) Add a Content Area.
	b) Call it something like Mastering Grades
	c) DO NOT make it available to users.
	d) Click Submit.
	9. This will create a new hidden folder in your navigation area.
	10. Click the Grade Synchronization Settings link again in the Pearson Building Block, as in step 1 above.
	11. Click the Browse button.
	Section 2: Settings

	1. In the Settings area, click the button next to Automatically Assign Gradable Items to the Default Folder Location from the Off to the On position.
	2. Click Yes to the right of Include these Gradable Items in Grade Center Calculations.
	3. Email Notifications: enter your email address if you wish to receive an email every time the sync system creates a new grade column in your Blackboard gradebook.
	4. Category: decide whether you want to use any categories you may have set up in Mastering in your Blackboard gradebook.
	5. See the image below for a summary of these suggested settings:/
	6. “Automatically Assign Gradable Items to the Default Folder Location”: ON 
	7. “Include these Gradable Items in Grade Center Calculations”: YES
	8. Email Notifications: you might want to fill in your email address so that you get a notification whenever a new grade column is created in your gradebook.  You can return here and remove your email address at a later point if you wish.
	9. After you have made these selections, click Submit.You have completed the key processes in the grade sync setup process.  From here on you shouldn’t need to return to this page unless you want to enter (or remove) your email address in the Email Notifications area.The next part of the grade sync process is to go to the Set Up Grade Synchronization Settings area.  You may return to this area several times throughout your  course to indicate to the system exactly which grades you want sync’d with your Blackboard gradebook.
	Section 3: Setting Up Grade Synchronization

	Your goal in this part of the sync process: 
	1. Return to the Pearson Building Block and then to Manage Pearson MyLab and Mastering Grades.  Click the first link in the upper left, Set Up Grade Synchronization, as shown below:/
	2. If you see the No Components Found message on The Add Gradable Items page, it means that: a) you have yet not set up an assignment for your students in Mastering, or b) you recently set up an assignment, but the system has not yet received any information that the assignment exists.  /
	3. If you receive the No components found error, please return to this part of the sync setup process at a later time.  You could also speak with your campus Blackboard administrator to ask how often the Pearson Building Block has been set up to check for new assignments available to sync.  
	4. When items from Mastering appear on the Gradable Items page, you are ready to choose which ones you wish to sync with your Blackboard gradebook.  You can choose all or only some of the items from Mastering./
	5. After you have made your selections, click Submit.
	6. This process will send these assignments to your Blackboard gradebook.  If the assignment is new, then a new column will be created.  If the assignment has previously been sync’d, then the column previously created will be updated with any new grades.
	7. You may choose to do a “forced refresh” of the grades by clicking the Refresh Pearson Grades link./
	8. On this page you may see some assignments listed.  Choose the ones you want to force a refresh of, and click Submit./
	Section 4: Viewing Your Newly Synched Grades

	1. To see the newly synched grades, go to the Full Grade Center in Blackboard:/
	2. You may need to drag over to the right to see the new columns that were created by the sync process./
	MODULE 3: GRADE TRANSFER AND GRADE SYNC FOR MASTERING
	LESSON 3: TROUBLESHOOTING THE GRADE SYNC AND TRANSFER PROCESS

	Q1: I’m still getting the “no components found” error. 
	This error indicates that the system can’t find any assignments from Mastering that are set to sync with Blackboard.  Make sure that you have dated assignments set up in Mastering for your students to take.  If you have these assignments set up but are still getting this message, check Q2.
	Q2: It seems to be taking a long time for grades to sync.                           
	Speak to your campus Blackboard administrator to find out if an automatic sync schedule has been set up for your campus.  Sync schedules can be set by the admin such that the servers check anywhere from every 30 minutes to perhaps every 2 hours.  They can also be set to never check for new grades (in order to reduce the load on the servers).  If the admin has set the sync schedule to “never”, then instructors will need to manually refresh the grades themselves as shown above every time they want to see new grades.
	Q3: How can I get help from Pearson if my Blackboard admin says that the Pearson Building Block is set up correctly?
	In order to get the fastest help possible, please use the Send Us A Message form.  This will create an incident report number we can use to quickly resolve the issue. 
	Q4: I have more than one column in my gradebook for the same assignment.
	Unfortunately, columns in the Blackboard gradebook cannot be deleted – but they can be hidden.  We suggest that you hide one of the columns.  You might also want to move these hidden columns to the end of the gradebook just to get them out of your way.  If you wish, you could also ask your on-campus Blackboard admin to see if that person can delete the column(s) for you.  
	Q5: How do I disable the sync process?
	Navigate to the Grade Synchronization Settings area of your course and click the button from On to Off.
	Q6: When I do a grade transfer, I’m getting an “Unenrolled User” error from Blackboard.
	An “unenrolled user” is a student who is listed in the MyLab gradebook export but who is not listed as being a student in your course.  This typically occurs when a student was able to gain access to your MyLab without having gone through your Blackboard course.  Students who have previously used a MyLab may be familiar with the process of obtaining a Course ID from their instructor.  Remember not to give students your MyLab course ID.  If students get your course ID and then go to: www.PearsonMyLab.com they could register and gain access to your MyLab and begin doing any tests you may have created there.If students log in through the Pearson site and not through your Blackboard course, then Blackboard will not know who they are and will not be able to add their grades from the MyLab to the Blackboard gradebook.
	How to fix this?
	Students who are “unenrolled” need to go into your Blackboard course and click a link such as the All Assignments link. Clicking the Course Home link will NOT resolve this issue. After clicking All Assignments, students will be asked to log into their Pearson account.  After this is done, the Blackboard system will be able to recognize the student on the next grade import and “unenrolled user” will not appear.
	Q7: I want to create a create a new column in my gradebook by combining several assignments – should I do that in MyLab and Mastering or in Blackboard?“Calculated columns” will not at this time sync with Blackboard.  We recommend that you create such grade columns in your Blackboard gradebook.
	MODULE 4: GRADE TRANSFER AND GRADE SYNC FOR XL-BASED MYLABS
	LESSON 1: HOW TO TRANSFER GRADES TO BLACKBOARD 

	1. Go into your MyLab gradebook.  You can enter your MyLab gradebook starting from your Blackboard course or by logging in at the pearsonmylab.com site.
	2. Follow these steps to export your MyLab grades: Gradebook>Export Data>Advanced Export>Give your export a name (perhaps using today’s date), select an Export Type (in this example it’s the often-used “Student Assignment Results”) and for Spreadsheet Layout choose>Formatted for Blackboard-MyLab/Mastering.  
	3. The image below may be helpful:/
	4. You can leave the other options at their default values.
	5. After clicking the Submit Request button at the bottom of the page, you’ll see an Export Confirmation pop-up box indicating that a file will be sent to you shortly.
	6. You will receive an email with a .csv file attached, typically within an hour. During high load times (e.g., midterm and finals week) it may take up to 24 hours for the exported grades file to arrive.
	7. You can close your MyLab if you wish.
	8. When the email arrives, download the .csv file to your computer.
	9. With the.csv file ready to upload, return to your Blackboard course and navigate to the Full Grade Center./
	10. In the Full Grade Center, click the Manage tab and then select Upload Pearson’s MyLab and Mastering Grades./
	11. On the next screen, click the Browse My Computer button and select the file you downloaded from Mastering. Click the Submit button./
	12. On the next screen, you can choose all or only some of the grades from Mastering to import to Blackboard. /
	13. Blackboard will create new columns in your Blackboard gradebook to contain any new assignments, and it will simply update any existing Mastering columns with new grades if there are any. 
	14. Your grades have been transferred from Mastering to Blackboard:/
	If the transfer process does not go as shown here, check lesson 3 in this section on troubleshooting.
	MODULE 4: GRADE TRANSFER AND GRADE SYNC FOR XL-BASED MYLABS
	LESSON 2: HOW TO SYNC GRADES WITH BLACKBOARD
	Section 1: Setting Up Your MyLab for Grade Sync


	1. The first step in setting up the sync process is to go into your MyLab and indicate that you wish to have the grades sent to your LMS – in this case Blackboard.
	2. You can go into your MyLab starting in Blackboard or by logging in at www.pearsonmylab.com
	3. From the homepage of the MyLab, click Course Settings and then Edit Settings or (Edit MML Settings) as shown below:/
	4. In the pop-up box that appears, click the Edit text link on the far right of the General Settings section:/
	5. After clicking the Edit link, you will see these options:/
	6. You have two options at this point: a) you can have all of your assignments sent to Blackboard or b) you can click Cancel and select only some of your grades to be sent to Blackboard.  
	7. If you check the box next to Manage results in the Blackboard gradebook and click Save (and then OK in the next box) and return to Blackboard, you will see all the MyLab assignment titles listed (whether you actually required student to take them or not), and you must decide which assignments you actually want included in your Blackboard gradebook.
	Note: Checking this box means that you do not have to decide on an assignment-by-assignment basis whether to sync to Blackboard or not.  One possible disadvantage is that if your MyLab contains a hundred (or more) possible assignments, then all of them will be listed in our Blackboard sync area and you must go through all of them and check whether to send grades from that assignment to your Blackboard gradebook.  
	8. Your other option is to click the Cancel button in this pop-up and decide on an assignment-by-assignment basis whether to sync the grade to Blackboard.  Let’s see how that’s done.
	9. First, create one assignment. This can be an assignment which you delete later if you wish.
	10. After creating the assignment, go into your Assignment Manager tool and find the assignment.  
	11. Click the Modify link in the upper right corner and then click Manage in the sub-menu./
	12.  On the next screen, click the More Assignment Tools drop down and select Change Assignment Settings./
	13. This will reveal a new column called Send to Blackboard.  Checking the box next to any assignment will send the grades for this assignment to Blackboard./
	14. Those are your two synchronization options for these MyLabs.  After choosing one or the other you can now return to your Blackboard course to complete the synchronization setup there.
	Section 2: Setting Up Your Blackboard Course for Grade Sync

	1. Return to your Blackboard course and click the Pearson Building Block./
	2. On the next page scroll down to the Support Tools area and click Manage Pearson MyLab / Mastering Grades./
	Section 3: Grade Synchronization Settings

	1. Start the grade sync setup process by clicking the second link on the left side – Grade Synchronization Settings:/
	2. You may see an error message like the one below, but there’s no need to worry – it will go away once the setup process is complete./
	3. Important: your goal in this first step of the setup process is to create a folder in Blackboard that will hold the grades that come over from Pearson.  Throughout the semester, you’ll be checking that folder to see what new grades have come in and you’ll be deciding which of these grades you actually want included in your Blackboard gradebook.
	4. To create this folder, click the Browse button. You’ll get a small popup window.  You can create this folder anywhere in your Blackboard course and if you already have a section in Blackboard called Content, you can select this folder as shown in the image below:/
	5. If you have a Content folder and have selected it as shown here, then proceed to step 1 in Section 4 to configure the Settings.  If you don’t have a Content folder you can easily create an area in Blackboard to hold your Pearson grades.  Here’s how to do this.
	6. Close the pop-up window.
	7. Click the + sign at the top of the left navigation area in Blackboard (if you don’t see the + sign, then go over the right side of the screen and make sure you are in Edit mode)./
	8. As the image above shows: 
	a) Add a Content Area.
	b) Call it something like MyLab Grades.
	c) DO NOT make it available to users.
	d) Click Submit.
	9. This will create a new hidden folder in your navigation area.
	10. Click the Grade Synchronization Settings link again in the Pearson Building Block, as in step 1 above.
	11. Click the Browse button and select this new folder.  You may not need to look in this folder, but the Blackboard system will check it to see if Pearson has sent any new grades into the folder.
	12. You may now proceed to Section 4: Settings.
	Section 4: Settings

	1. In the Settings area, click the button next to Automatically Assign Gradable Items to the Default Folder Location from the Off to the On position.
	2. Click Yes to the right of Include these Gradable Items in Grade Center Calculations.
	3. Email Notifications: enter your email address if you wish to receive an email every time the sync system creates a new grade column in your Blackboard gradebook.
	4. Category: decide whether you want to use any categories you may have set up in MyLab in your Blackboard gradebook.
	5. See the image below for a summary of these suggested settings:/
	6. “Automatically Assign Gradable Items to the Default Folder Location”: ON 
	7. “Include these Gradable Items in Grade Center Calculations”: YES
	8. Email Notifications: you might want to fill in your email address so that you get a notification whenever a new grade column is created in your gradebook.  You can return here and remove your email address at a later point if you wish.
	9. After you have made these selections, click Submit.You have completed the key processes in the grade sync setup process.  From here on you shouldn’t need to return to this page unless you want to enter (or remove) your email address in the Email Notifications area.The next part of the grade sync process is to go to the Set Up Grade Synchronization Settings area.  You may return to this area several times throughout your course to indicate to the system exactly which grades you want sync’d with your Blackboard gradebook.
	Section 5: Setting Up Grade Synchronization

	Your goal in this part of the sync process: 
	1. Return to the Pearson Building Block and then to Manage Pearson MyLab and Mastering Grades.  Click the first link in the upper left, Set Up Grade Synchronization, as shown below:/
	2. If you see the No Components Found message on The Add Gradable Items page, it means that: a) you have yet not set up an assignment for your students in Mastering or b) you recently set up an assignment, but the system has not yet received any information that the assignment exists.  /
	3. If you receive the No components found error, please return to this part of the sync setup process at a later time.  You could also speak with your campus Blackboard administrator to ask how often the Pearson Building Block has been set up to check for new assignments available to sync.  
	4. When items from Mastering appear on the Gradable Items page, you are ready to choose which ones you wish to sync with your Blackboard gradebook.  You can choose all or only some of the items from Mastering./
	5. After you have made your selections, click Submit.
	6. This process will send these assignments to your Blackboard gradebook.  If the assignment is new, then a new column will be created.  If the assignment has previously been sync’d, then the column previously created will be updated with any new grades.
	7. You may choose to do a “forced refresh” of the grades by clicking the Refresh Pearson Grades link./
	8. On this page you may see some assignments listed.  Choose the ones you want to force a refresh of, and click Submit./
	Section 6: Viewing Your Newly Sync’d Grades

	1. To see the newly sync’d grades, go to the Full Grade Center in Blackboard:/
	2. You may need to drag over to the right to see the new columns that were created by the sync process./
	MODULE 4: GRADE TRANSFER AND GRADE SYNC FOR XL-BASED MYLABS
	LESSON 3: TROUBLESHOOTING THE GRADE SYNC AND TRANSFER PROCESS

	Q1: I’m still getting the “no components found” error. 
	This error indicates that the system can’t find any assignments from MyLab that are set to sync with Blackboard.  Make sure that you have dated assignments set up in your MyLab for your students to take.  If you have these assignments set up but are still getting this message, check Q2.
	Q2: It seems to be taking a long time for grades to sync.    
	Speak to your campus Blackboard administrator to find out if an automatic sync schedule has been set up for your campus.  Sync schedules can be set by the admin such that the servers check anywhere from every 30 minutes to perhaps every 2 hours.  They can also be set to never check for new grades (in order to reduce the load on the servers).  If the admin has set the sync schedule to “never”, then instructors will need to manually refresh the grades themselves as shown above every time they want to see new grades.
	Q3: How can I get help from Pearson if my Blackboard admin says that the Pearson Building Block is set up correctly?
	In order to get the fastest help possible, please use the Send Us A Message form.  This will create an incident report number we can use to quickly resolve the issue. 
	Q4: I have more than one column in my gradebook for the same assignment.
	Unfortunately, columns in the Blackboard gradebook cannot be deleted – but they can be hidden.  We suggest that you hide one of the columns.  You might also want to move these hidden columns to the end of the gradebook just to get them out of your way.  If you wish, you could also ask your on-campus Blackboard admin to see if that person can delete the column(s) for you. 
	Q5: How do I disable the sync process?
	Navigate to the Grade Synchronization Settings area of your course and click the button from On to Off.
	Q6: When I do a grade transfer, I’m getting an “Unenrolled User” error from Blackboard.
	An “unenrolled user” is a student who is listed in the MyLab gradebook export but who is not listed as being a student in your course.  This typically occurs when a student was able to gain access to your MyLab without having gone through your Blackboard course.  Students who have previously used a MyLab may be familiar with the process of obtaining a Course ID from their instructor.  Remember not to give students your MyLab course ID.  If students get your course ID and then go to: www.PearsonMyLab.com they could register and gain access to your MyLab and begin doing any tests you may have created there.If students log in through the Pearson site and not through your Blackboard course then Blackboard will not know who they are and will not be able to add their grades from the MyLab to the Blackboard gradebook.
	How to fix this?
	Students who are “unenrolled” need to go into your Blackboard course and click a link such as the All Assignments link. Clicking the Course Home link will NOT resolve this issue. After clicking All Assignments, students will be asked to log into their Pearson account.  After this is done, the Blackboard system will be able to recognize the student on the next grade import and “unenrolled user” will not appear.
	Q7: I want to create a create a new column in my gradebook by combining several assignments – should I do that in MyLab and Mastering or in Blackboard?“Calculated columns” will not at this time sync with Blackboard.  We recommend that you create such grade columns in your Blackboard gradebook.
	MODULE 5: GRADE TRANSFER AND GRADE SYNC FOR PEGASUS-BASED MYLABS
	LESSON 1: HOW TO TRANSFER GRADES TO BLACKBOARD 

	1. Go into your MyLab gradebook.  You can enter your MyLab gradebook starting from your Blackboard course or by logging in at the pearsonmylab.com site.
	2. Follow these steps to export your MyLab grades:
	a) Navigate to the name of the assignment you wish to transfer into Blackboard.
	b) At the bottom of your gradebook you’ll see a bar that contains Export>select Current Display to export the grades from the assignment.
	c) Next to “as”, select Blackboard-MyLab& Mastering.
	3. Click the Download button and your browser will download a .csv file to your computer.  
	4. The image below may be helpful:/
	5. You can close your MyLab now if you wish.
	6. With the.csv file ready to upload, return to your Blackboard course and navigate to the Full Grade Center./
	7. In the Full Grade Center, click the Manage tab and then select Upload Pearson’s MyLab and Mastering Grades./
	8. On the next screen, click the Browse My Computer button and select the file you downloaded from the MyLab. Click the Submit button./
	9. On the next screen, you can choose all or only some of the grades from the MyLab to import to Blackboard. /
	10. Blackboard will create new columns in your Blackboard gradebook to contain any new assignments, and it will simply update any existing MyLab columns with new grades if there are any. 
	11. Your grades have been transferred from your MyLab to Blackboard:/
	MODULE 5: GRADE TRANSFER AND GRADE SYNC FOR PEGASUS-BASED MYLABS
	LESSON 2: HOW TO SYNC GRADES TO BLACKBOARD
	Section 1: Setting Up Assignments in the MyLab for Sync’ing


	1. Begin the sync process by going into your MyLab gradebook.  You will be indicating, on an assignment-by-assignment basis, whether you want each assignment to sync with Blackboard.
	2. Click Instructor Grades & Assignments and then Gradebook./
	3. First, create an assignment (you can delete it later if you wish).
	4. After creating an assignment, navigate to that assignment in the gradebook.  In this example, we have created an assignment called “Take the Chapter 01 Test”. 
	5. To the left of every assignment you will see an arrow pointing downward.  Click that arrow and you will see a list of options:/
	6. Click Synchronize with LMS.  After a moment you’ll see two back-and-forth arrows next to the down arrow and a message in green in the upper left indicating that the assignment is set to sync with Blackboard./
	7. You’ll need to create the above settings for every assignment you wish to sync with Blackboard.
	Section 2: Setting Up Your Blackboard Course for Grade Sync

	1. Return to your Blackboard course and click the Pearson Building Block./
	2. On the next page scroll down to the Support Tools area and click Manage Pearson MyLab / Mastering Grades./
	Section 3: Grade Synchronization Settings

	13. Start the grade sync setup process by clicking the second link on the left side – Grade Synchronization Settings:/
	14. You may see an error message like the one below, but there’s no need to worry – it will go away once the setup process is complete./
	15. Important: your goal in this first step of the setup process is to create a folder in Blackboard that will hold the grades that come over from Pearson.  Throughout the semester, you’ll be checking that folder to see what new grades have come in and you’ll be deciding which of these grades you actually want included in your Blackboard gradebook.
	16. To create this folder, click the Browse button. You’ll get a small popup window.  You can create this folder anywhere in your Blackboard course and if you already have a section in Blackboard called Content, you can select this folder as shown in the image below:/
	17. If you have a Content folder and have selected it as shown here, then proceed to step 1 in Section 4 to configure the Settings.  If you don’t have a Content folder you can easily create an area in Blackboard to hold your Pearson grades.  Here’s how to do this.
	18. Close the pop-up window.
	19. Click the + sign at the top of the left navigation area in Blackboard (if you don’t see the + sign, then go over the right side of the screen and make sure you are in Edit mode)./
	20. As the image above shows: 
	a) Add a Content Area.
	b) Call it something like MyLab Grades.
	c) DO NOT make it available to users.
	d) Click Submit.
	21. This will create a new hidden folder in your navigation area.
	22. Click the Grade Synchronization Settings link again in the Pearson Building Block, as in step 1 above.
	23. Click the Browse button and select this new folder.  You may not need to look in this folder, but the Blackboard system will check it to see if Pearson has sent any new grades into the folder.
	24. You may now proceed to Section 4: Settings.
	Section 4: Settings

	10. In the Settings area, click the button next to Automatically Assign Gradable Items to the Default Folder Location from the Off to the On position.
	11. Click Yes to the right of Include these Gradable Items in Grade Center Calculations.
	12. Email Notifications: enter your email address if you wish to receive an email every time the sync system creates a new grade column in your Blackboard gradebook.
	13. Category: decide whether you want to use any categories you may have set up in MyLab in your Blackboard gradebook.
	14. See the image below for a summary of these suggested settings:/
	15. “Automatically Assign Gradable Items to the Default Folder Location”: ON 
	16. “Include these Gradable Items in Grade Center Calculations”: YES
	17. Email Notifications: you might want to fill in your email address so that you get a notification whenever a new grade column is created in your gradebook.  You can return here and remove your email address at a later point if you wish.
	18. After you have made these selections, click Submit.You have completed the key processes in the grade sync setup process.  From here on you shouldn’t need to return to this page unless you want to enter (or remove) your email address in the Email Notifications area.The next part of the grade sync process is to go to the Set Up Grade Synchronization Settings area.  You may return to this area several times throughout your course to indicate to the system exactly which grades you want sync’d with your Blackboard gradebook.
	Section 5: Setting Up Grade Synchronization

	Your goal in this part of the sync process: 
	9. Return to the Pearson Building Block and then to Manage Pearson MyLab and Mastering Grades.  Click the first link in the upper left, Set Up Grade Synchronization, as shown below:/
	10. If you see the No Components Found message on The Add Gradable Items page, it means that: a) you have yet not set up an assignment for your students in Mastering or b) you recently set up an assignment, but the system has not yet received any information that the assignment exists.  /
	11. If you receive the No components found error, please return to this part of the sync setup process at a later time.  You could also speak with your campus Blackboard administrator to ask how often the Pearson Building Block has been set up to check for new assignments available to sync.  
	12. When items from Mastering appear on the Gradable Items page, you are ready to choose which ones you wish to sync with your Blackboard gradebook.  You can choose all or only some of the items from Mastering./
	13. After you have made your selections, click Submit.
	14. This process will send these assignments to your Blackboard gradebook.  If the assignment is new, then a new column will be created.  If the assignment has previously been sync’d, then the column previously created will be updated with any new grades.
	15. You may choose to do a “forced refresh” of the grades by clicking the Refresh Pearson Grades link./
	16. On this page you may see some assignments listed.  Choose the ones you want to force a refresh of, and click Submit./
	Section 6: Viewing Your Newly Sync’d Grades

	3. To see the newly sync’d grades, go to the Full Grade Center in Blackboard:/
	4. You may need to drag over to the right to see the new columns that were created by the sync process./
	5. This completes the instructions on the grade sync process.
	MODULE 5: GRADE TRANSFER AND GRADE SYNC FOR PEGASUS-BASED MYLABS
	LESSON 3: TROUBLESHOOTING THE GRADE SYNC AND TRANSFER PROCESS

	Q1: I’m still getting the “no components found” error. 
	This error indicates that the system can’t find any assignments from MyLab that are set to sync with Blackboard.  Make sure that you have dated assignments set up in your MyLab for your students to take.  If you have these assignments set up but are still getting this message, check Q2.
	Q2: It seems to be taking a long time for grades to sync.    
	Speak to your campus Blackboard administrator to find out if an automatic sync schedule has been set up for your campus.  Sync schedules can be set by the admin such that the servers check anywhere from every 30 minutes to perhaps every 2 hours.  They can also be set to never check for new grades (in order to reduce the load on the servers).  If the admin has set the sync schedule to “never”, then instructors will need to manually refresh the grades themselves as shown above every time they want to see new grades.
	Q3: How can I get help from Pearson if my Blackboard admin says that the Pearson Building Block is set up correctly?
	In order to get the fastest help possible, please use the Send Us A Message form.  This will create an incident report number we can use to quickly resolve the issue. 
	Q4: I have more than one column in my gradebook for the same assignment.
	Unfortunately, columns in the Blackboard gradebook cannot be deleted – but they can be hidden.  We suggest that you hide one of the columns.  You might also want to move these hidden columns to the end of the gradebook just to get them out of your way.  If you wish, you could also ask your on-campus Blackboard admin to see if that person can delete the column(s) for you. 
	Q5: How do I disable the sync process?
	Navigate to the Grade Synchronization Settings area of your course and click the button from On to Off.
	Q6: When I do a grade transfer, I’m getting an “Unenrolled User” error from Blackboard.
	An “unenrolled user” is a student who is listed in the MyLab gradebook export but who is not listed as being a student in your course.  This typically occurs when a student was able to gain access to your MyLab without having gone through your Blackboard course.  Students who have previously used a MyLab may be familiar with the process of obtaining a Course ID from their instructor.  Remember not to give students your MyLab course ID.  If students get your course ID and then go to: www.PearsonMyLab.com they could register and gain access to your MyLab and begin doing any tests you may have created there.If students log in through the Pearson site and not through your Blackboard course then Blackboard will not know who they are and will not be able to add their grades from the MyLab to the Blackboard gradebook.
	How to fix this?
	Students who are “unenrolled” need to go into your Blackboard course and click a link such as the All Assignments link. Clicking the Course Home link will NOT resolve this issue. After clicking All Assignments, students will be asked to log into their Pearson account.  After this is done, the Blackboard system will be able to recognize the student on the next grade import and “unenrolled user” will not appear.
	Q7: I want to create a create a new column in my gradebook by combining several assignments – should I do that in MyLab and Mastering or in Blackboard?
	“Calculated columns” will not at this time sync with Blackboard.  We recommend that you create such grade columns in your Blackboard gradebook
	MODULE 6: GRADE TRANSFER FOR NATIVE-BASED MYLABS
	LESSON 1: HOW TO TRANSFER GRADES TO BLACKBOARD

	1. Go into your MyLab gradebook.  You can enter your MyLab gradebook starting from your Blackboard course or by logging in at the pearsonmylab.com site.
	2. Follow these steps to export your MyLab grades: Go into your Gradebook>click the Export Gradebook button>choose Blackboard-MyLab & Mastering.csv. 
	3. Download the .csv file to your computer.
	4. The image below may be helpful:/
	5. You can now close your MyLab if you wish.
	6. With the.csv file ready to upload, return to your Blackboard course and navigate to the Full Grade Center./
	7. In the Full Grade Center, click the Manage tab and then select Upload Pearson’s MyLab & Mastering Grades./
	8. On the next screen, click the Browse My Computer button and select the file you downloaded from your MyLab. Click the Submit button./
	9. On the next screen, you can choose all or only some of the grades from your MyLab to import to Blackboard. /
	10. Blackboard will create new columns in your Blackboard gradebook to contain any new assignments and it will simply update any existing Mastering columns with new grades if there are any. 
	11. Your grades have been transferred from Mastering to Blackboard:/
	If the transfer process does not go as shown here, check lesson 2 in this section on troubleshooting.
	MODULE 6: GRADE TRANSFER FOR NATIVE-BASED MYLABS
	LESSON 2: TROUBLESHOOTING THE GRADE TRANSFER PROCESS

	Q1: When I do a grade transfer, I’m getting a message an “Unenrolled User” error from Blackboard.
	An “unenrolled user” is a student who is listed in the MyLab gradebook export but who is not listed as being a student in your course.  This typically occurs when a student was able to gain access to your MyLab without having gone through your Blackboard course.  Students who have previously used a MyLab may be familiar with the process of obtaining a Course ID from their instructor.  Remember not to give students your MyLab course ID.  If students get your course ID and then go to: www.PearsonMyLab.com they could register and gain access to your MyLab and begin doing any tests you may have created there.If students log in through the Pearson site and not through your Blackboard course then Blackboard will not know who they are and will not be able to add their grades from the MyLab to the Blackboard gradebook.
	How to fix this?
	What you need to do is to find the Blackboard Student ID for each of these “unenrolled students” and add it to the .csv file that was exported from the MyLab.  Once each student has a Blackboard Student ID in this .csv file, the file can successfully be uploaded to your Blackboard gradebook.The steps for finding a student’s Blackboard student ID are:
	1. In your Blackboard course, navigate into the Pearson MyLab & Mastering Building Block area.
	2. Scroll down to the Support Tools section.
	3. Click the Roster Information link.
	4. On the next page you’ll see a list of all the students in your Blackboard course and their Blackboard Student IDs:/
	5. Select and copy this number.
	6. Open the .csv file you exported from the MyLab in Excel.
	7. In this spreadsheet you’ll find a column entitled Blackboard Student ID.  Find the student(s) for whom this cell is blank and paste in their Blackboard student ID.
	8. Do this for every student who has a blank cell for Blackboard Student ID.
	9. Save this Excel file.  You can now successfully import it into your Blackboard grade book.
	We recommend that you keep this saved Excel file for future use.  Every time you conduct a grade export from your MyLab, you should open the new file and this older Excel file.  Copy the column with all the Blackboard Student IDs and paste it into the newly exported grade file, making sure, of course, that the students are in the same order as the previous export so that the IDs line up with the correct student.
	MODULE 7: CREATING COORDINATOR AND MEMBER COURSES
	                                                                                                                                 XL-MyLabs allow for situations where you want to have a course coordinator create a “master” (or “shell”) course that other instructors/adjuncts make copies of and use in their classes.
	Course coordinators can make changes to these master courses prior to them being copied, and the instructors who copy them will “inherit” these modified MyLabs.  Essentially, the process is this:
	The coordinator does the following:
	1.  Creates a new MyLab course in the Pearson portal: www.pearsonmylab.com
	2.  During the creation of this course, the coordinator makes sure the new course is available for copy.
	3.  In XL labs, the coordinator changes one setting to make this a coordinator course.
	4.  The coordinator can then customize this master course if desired. 
	5.  The coordinator copies down the course ID and gives it to the other instructors (but NEVER gives the course ID to students).
	The instructors who are going to use this master/coordinator course:
	1.  Go into their Blackboard course and go to the Pearson Building Block. 
	2.  On the Select MyLab & Mastering page, instructors click the "Or copy from another instructor" text link.
	3.  Instructors enter the course ID of the master course.
	4.  These instructors also DO NOT give out the course ID to their students.Coordinators have the ability to enter and view each member course and to look at the grades of all students enrolled in one of their member courses.
	MODULE 7: CREATING COORDINATOR AND MEMBER COURSES
	Section A: Creating the Coordinator Course

	1. Begin the process of creating a coordinator course NOT in Blackboard, but rather by going to www.pearsonmylab.com and logging in with your instructor credentials./
	2. On your MyLab & Mastering homepage, click the Create/Copy Course button (the example below contains only one previous course – your account may contain no courses or perhaps many)./
	3. Create the course you will soon modify to be your coordinator course by searching for the course materials you wish to use./
	4. /
	5. On the next screen, in addition to creating a name and start and end dates, two things are very important: a) leave the Course Start Date set to today, and b) make sure to check the circle next to Make Available for Copy./
	6. After clicking the Create Course Now button, you will be told that the new course is being created and you will receive an email when it is ready for you.
	7. When the course is created, click the course name and go into the new course. You’ll now set it up so that it is designated in our system as a coordinator course.
	8. From the new MyLab homepage, click the Course Settings text link (this link might also say Edit MML Settings):/
	9. In the pop-up box, click the Edit link in the General Settings area:/
	10. Click the drop-down list to the right of Type of Course to Create and select Coordinator:/
	11.  You may now make any modifications to this course that you wish.  These modifications will appear in the member courses.
	12.  You need to copy or write down the course ID to give to the instructors who will be copying this course (not to be given to students):/Section 2: How You and Other Instructors Can Use the Coordinator Course ID to Create Member Courses
	1. Instructors begin by logging into their Blackboard course and going to the Pearson MyLab and Mastering link:/
	2. These instructors should follow the linking to Pearson and the course creation process in much the same way that any course is created through Blackboard.  The privacy policy is accepted (this appears only if this is the first time this instructor has connected a Blackboard course to a MyLab)…/
	3. …and the instructor logs in using his/her Pearson instructor account./
	4. On the Select MyLab & Mastering page, the instructor clicks on the text link that says Or copy from another instructor:/
	5. On the next page the instructor types in the course ID he/she received from the coordinator:/
	6. A new member course is created.  Instructors should a) give the new course their own name, b) leave the start date set to today, and c) leave the option to copy the course at No./
	7. That’s it!  There are a few more things to know.
	8. Coordinators can create a member course from their coordinator course that they themselves can use:/
	9. To do this, coordinators can use either the course ID as other instructors do, or simply select the coordinator course from their list of MyLab courses:/
	10. From their MyLab homepage list of courses, coordinator courses will be designated with the letters “Coord” in front of the title the coordinator gave the course, and a link icon with the words Linked Course Materials will appear:/
	11.  Coordinators can see the gradebooks for all member courses either by going into those courses, or by simply going into their master course, then into the gradebook area and clicking the drop-down list at the top of the page:/
	12.  And that’s all you need to do to create coordinator and member courses.
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	LESSON 1: INTEGRATED COURSES: NO COURSE IDS USED

	Do Not Give Your Students a Course ID: if you have previously used a Pearson MyLab or Mastering product as a standalone product, then part of the student enrollment process involves sending the students the courses ID.  This is not done for integrated MyLab courses.
	Students who have taken a Pearson MyLab & Mastering course in the past may be familiar with the need for a course ID and may ask you for one.  Tell them that it is not needed and that they are to go to your Blackboard course, click the link you have made available to them to enter your MyLab, and follow the onscreen directions to register and gain access to the lab.  
	Students only need the following to register for your MyLab:
	1. A Pearson student ID: if students have ever created a Pearson student id in the past, they should be ready to log in with that ID.  If they don’t have it, then they should use the “Forgot your username or password?” tool.  If they have never created a Pearson student ID, then they can create one at the beginning of the registration process.  
	2. An Access Code or Payment Method: after logging in (or creating a new Pearson student ID), students will be asked to pay for access to the MyLab using either an access code they typically buy in the bookstore, or through the use of a credit card or PayPal account.
	3. Temporary Access: students can get 14-day temporary access to your MyLab and then pay for access at a later time.
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	LESSON 2: THE DIAGNOSTICS REPORT & 24/7 SUPPORT

	If you ever need to contact Pearson support: http://247pearsoned.custhelp.com you may be asked to provide us with your Diagnostics report.  This little bit of information can help us to more quickly resolve your issue.  
	Here’s how to find your Diagnostics report:
	1. Go into your Blackboard course.
	2. Navigate to the Pearson Building Block and click it:/
	3. On the next page you’ll see the links to your MyLab:/
	4. Scroll down to the bottom of this page and click the Diagnostics link:/
	5. On the next page, click the Export File button if you have one.  This will download a .txt file to your computer.  Send this or have it ready when you contact support./
	6.  If you don’t have the Export File button, just drag your mouse across all the information on this page and copy that text into an email or support ticket.
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	LESSON 3: ADDITIONAL SUPPORT RESOURCES

	Our Troubleshooting Page: click the question mark to go to the Troubleshooting page, which contains frequently asked questions about various aspects of the integration process. 
	Educator Support Page: The most up-to-date list of educator support resources can be found on our “Use with Your Local LMS” educator support page.  You’ll find:
	 Links to our live online webinar training that covers many of the same topics that are in this guide
	 A link to our YouTube video playlist
	 A Getting Started PDF guide for your studentsClick below to visit this page.  /
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