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Getting Started with MyAccountingLab

If you do not already have a MyAccountingLab account, you must register as an instructor to create a
unique login name and password.
Getting Registered
Go to myaccountinglab.com.
• Click on Instructor under the Register heading.
• If you have an access code, choose I have an access code and I am
ready to register. Follow the on-screen instructions to create your
account.
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• If you don’t have an access code, click I need help getting access.
Follow the steps on screen to request an access code.
Logging In
Go to myaccountinglab.com and enter your login name and password and click Log In.
Note: Instructors using the CourseCompass version of MyAccountingLab should log in at:
coursecompass.com. The CourseCompass Getting Started Guide can be accessed at:
coursecompass.com/html/educator_getting_started.html
A welcome screen will open; please click Enter MyAccountingLab. This will open
MyAccountingLab in a new window.
The My Courses homepage will appear next.
• The My Courses homepage allows you to access your existing courses or create
new courses. See next topic.
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Note: Make sure you register as an instructor. If you need an Instructor
Access Code or help getting registered, please contact your Pearson
Sales Rep: pearsonhighered.com/educator/replocator or Pearson
MyAccountingLab Tech Support at 1-888-762-7032.

System Requirements
For current System Requirements, please go to:
http://myaccountinglab.com/support/system-requirements/.
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Note: If you use a pop-up blocker, you will be asked to enable myaccountinglab.com.
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Creating Your MyAccountingLab Course

The first time you log in, you will be taken to the My Courses page. From this page you
can set up your first course.
The course wizard lets you set up a new course, either by creating a course from
scratch or by editing a copy of an existing course.

You can access the course wizard in two ways:
• After you log in, click Create or copy a course at the top right of your
welcome page.
• From within a course, click Course Manager in the left menu and then
click Create or copy a course at the top of the Course Manager page.
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Step 1: Start
In step 1 of the wizard, you define your course and decide whether to create a new course or
copy an existing course.
To Create a New Course:
Course Type: Select the type of course you want to create:
• Standard courses are standalone courses that are not associated with
any other course or instructor. Changes made to a Standard course
do not affect any other course within your MyAccountingLab account.
This course type should be chosen when you are teaching only one
section of a specific course.
• Coordinator and Member courses make up a course group. The
Coordinator course serves as the template for its Member courses,
and all changes made in the Coordinator course will appear in all
Member courses. You would use a Coordinator course to manage
multiple sections or multiple instructors. For example, when using
a Coordinator course, make changes such as the addition of
homework assignments or quizzes only in the Coordinator course.
Member instructors, however, can edit or change their course or
assignments without affecting any other course in the group.
Enter the name of your course.
• Click on Create a new course.
• Choose the text you are using from the drop-down menu.
• Click Next.
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Step 2: Availability
In step 2 of the wizard, set the start and end dates of your course.
Note: Students can’t enroll until the start date and can’t access your course after the end
date.
• To select the start date, click the calendar icon and choose the date on
which you want students to be able to enroll in your course.
• To select the end date, click the calendar icon and choose the last date
on which you want students to access your course.
• To select your time zone, click on the arrow next to Time Zone to see
the drop-down menu options. Check or uncheck the box for daylight
saving time as needed.
Note: If you are creating a Coordinator course or if you wish to allow others to copy your
template, check the box under Copying.

• Click Next.
Step 3: Course Access
If you plan to add section instructors (teaching assistants, graduate assistants) to your course,
you can set their level of access.
If you will not have any section instructors, you can use the default settings.
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Note: If you are creating a
Coordinator course, you can
use the Group Admin screen
to view Member courses within
the Coordinator/Member group.
After the course is created, you
can return to this screen to
remove group members.
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Note: Make sure you set the
time zone for your course.
Notify students in online
sections about which time zone
you have selected because this
is the time zone that will be
applied to their assignments’
due dates.
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Note: If you are creating a
Coordinator course you will
not set a start and end date.
This course is not available to
students. See Step 6: Course
Settings Summary for further
information on how Coordinator
courses handle enrollment.
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Step 4: Coverage
In step 4 of the wizard, you choose the textbook chapters and learning objectives you want to
include in your course. By default, all the content available for your textbook is selected.
You can remove any chapter or learning objective you do not want to include in your course.
You can do this by removing either the entire chapter or the learning objectives within the
chapter.
• To see all the content available, click Expand All.
• You can also look at the chapters individually by clicking the ( + ) sign
next to each chapter.
If you find chapters or learning objectives that you do not want included in your course, click
the box next to the content to remove the check mark.
Note: Chapters that are removed from your course will not appear in Study Plans or
assignment sections for students.

• Click Next once you have completed your selections.
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Step 5: Learning Aids
In step 5 of the wizard, select learning aids for your students. Learning aids are resources
available to your students when they are working in the Study Plan. Most instructors will
leave all learning aids available so their students can benefit from the tutorial. By default,
no learning aids are available for tests or quizzes.
Note: You have the additional option of turning individual learning aids on or off when you
create specific assignments.
• Click View Sample to see an example of the learning aid.
You can uncheck the box next to individual learning aids if you want to exclude them from
assignments and Study Plan work.
Note: The Ask Your Instructor learning aid allows students to email a question, including a
link to the problem or exercise they are working on, to their instructor. If you choose to use
this learning aid, you can edit the email address they use.

• Click the email link to change the default email address.
• Click Save.
• Click OK to accept the warning.
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When you remove content from your course, you will receive a warning that you
are about to make parts of your course unavailable.

Gradebook

Note: You can update or remove your email address or other learning aids at any
time by accessing the Course Settings. Please see Step 6: Course Settings
Summary for further details.

Study Plans
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Step 6: Course Settings Summary
You are now on the Course Settings Summary page. This page lets you view and edit the settings
for your course.
You can change your course settings at any time by accessing the Course Settings Summary page:
• Click on Course Manager and find your course in the table of courses.
• From the Actions drop-down list, select Change Settings and click Go.
- Take note of the Course ID.
When you create a course, a Course ID is automatically generated. Your students will need this
Course ID to register and enroll in your course.
If this is a Standard or Member course, you can click on the Course ID to create and print
registration directions for your students. To copy the document, highlight the text on this
screen, and copy (Ctrl+C) and paste (Ctrl+V) it into your syllabus or email.
If you created a Coordinator course, you are now ready to create the Member courses, one for
each section. These will be the courses in which your students enroll. Repeat steps 1 through 6
to create your Member courses.
• To edit the settings of your course, click Edit to the right of the setting
you would like to change.
• When you have finished editing, click OK to exit and return to the
Course Manager screen.
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Navigating Your MyAccountingLab Course

Using the Course Home Page
The Course Home page provides information about your online course. This is the first page
students see when they log into their course.
• To access this page at any time, click Course Home on the course menu
to the left or click the Home link at the top right of your window.

Note: My Courses on the course menu opens the My Courses page. For instructors, this
page lists the courses you are teaching. The page also contains links, on the right side of
the page, to create and manage courses or get help and support information. For further
information on help and support, please see MyAccountingLab Training and Support.
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The Course Menu
The course menu gives you and your students easy access to the features available in your course.
The course menu is divided into two sections: a menu for students and a menu for instructors.
The menu at the top of the page provides access to student pages. You can use this menu to work
as a student.
• Course Home opens to the dashboard; students can view what’s coming up
in assignments, current announcements, and how they are performing in
the course.
• Calendar opens the Calendar, where students can see when assignments,
quizzes, and tests are posted and due (once you have made them available).
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• Do Homework and Take a Test buttons open the Homework and Tests page,
which lists student homework, tests, and quizzes.
• Results opens the Results page, where students can see results on
assigned work, overall score, and review assignments.
• Study Plan opens the Study Plan page, which indicates the sections where
students need extra study, and provides practice questions. Suggested
study topics are offered based on completed homework, quizzes, and tests.
• Chapter Resources links to the multimedia resources available for each
chapter.
The menu at the bottom of the page provides access to instructor tools and pages. This menu is not
visible to students:
• Course Manager

• Study Plan Manager

• Home Page Manager

• Gradebook

• Homework Manager

• Instructor Resources

• Test/Quiz Manager
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Note: On or after the available date, students can click a homework, test or quiz
link in the calendar to go directly to that assignment and begin work.
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Using the Course Manager
The Course Manager allows you to manage existing courses and create new courses. From
this page, you can divide your course list into current courses and other courses you are
not currently teaching.
• To access the Course Manager from within a course, click Course
Manager in the left menu.
• To learn how to create a course, see Creating Your MyAccountingLab
Course.
Upload Course Documents
Instructors can use the Upload Course Documents tool to add a syllabus, PowerPoint file or
other course documents to their course. Students can access the course documents from
their course dashboard.
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Note: For more detailed information on how to manage your course list, please
consult the Help feature within MyAccountingLab.
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Home Page Manager
The Home Page Manager allows you to customize course announcements and choose what
elements display on the student dashboard.
Using the Announcement Manager:
• Click Create Announcement, then enter a title in the Announcement area
and create a message in the Body area.
• Click Save to post the message to your course.
• Click Save and Email to post the message and send an email of the
message to all students enrolled in your course.
To Edit an Existing Announcement:
• Go to the Home Page Manager and choose Edit from the Action drop-down
list for the announcement you want to edit. You can hide the publisher
“Welcome to MyAccountingLab” announcement that appears on your
Course Home page and create your own by clicking on Change next
to Publisher Announcement.
To Edit the Appearance of the Dashboard:
• Go to the Home Page Settings and choose Show or Hide for each
available element of the page.
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Creating Assignments

The Homework/Test/Quiz Managers allow you to create and manage your online homework,
tests and quizzes, and offline items that represent work your students do for you outside
MyAccountingLab. Students’ results from these assignments appear in the Gradebook.

Using Assignment Management Tools
The toolbar at the top of the page lets you create assignments.
The Create Assignment menu presents a drop-down list from which you can select one of the
following assignment creation options:
• Create Homework
• Create Quiz
• Create Test
• Create Media Assignment
• Add Offline Item
• Import/Copy Assignments from Another Course
• Copy and Assign Sample Assignments
• Create Custom Question
Step 1: Defining Your Assignment
• From the Create Assignment menu, select Create Homework.
• You are now in the Assignment Creation wizard, which allows
you to create new homework, quizzes, and tests.
• Enter a name for your homework—remember that students will
see the assignment name in their homework section. Using a
descriptive name helps students keep homework organized.
• Click Next to continue.
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Step 2: Adding and Removing Content from Your Assignment
Defining Your Content:
In step 2 of the wizard, you select questions to add to your assignment or you can review and make
changes to existing content. At the top of this page, you will see the name of the active assignment
and of your textbook.
• Click the arrow for the drop-down list next to Chapter. Select the chapter you
wish to include in your assignment.
• Click the arrow for the drop-down list next to Sections/Learning Objective
where you can select the section objectives for the chapter you want to cover.
By default, all section objectives in your chapter are selected.
Note: Leave Availability showing ALL questions so you have the widest set of algorithmic and
static questions from which to choose for your assignment.
• To the right of the drop-down lists are two or three Question Source options:
- Show publisher questions: displays all the pre-made questions
available for your textbook for the chapter, section, and/or objective
you selected.
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- Show static alternate questions: (where available) displays
alternate static versions of textbook questions.
- Show additional test bank questions: displays test bank questions.
• Click the checkbox next to the Question Sources you want to include.
• The questions associated with all your selections are then displayed in the Available
Questions list on the left side of the page. The questions automatically update to
reflect your changes.
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Note: Show Publisher Questions is checked by default.
Study Plans

Note: You view and add questions to your assignments one chapter at a time. To
create assignments that include questions from multiple chapters, select a chapter,
add questions from that chapter, then select and add questions from a new chapter.
Repeat the process until all necessary questions have been added.
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Adding Questions to Your Assignment:
The questions you can choose from are listed in the Available Questions table on the left and are
based on your selected options in step 2.
The questions you add to your assignment will be listed in the My Selections table on the right.
Accounting questions can be one of the following types:
• QC or SS—Quick Check or Self-Starter: Multiple-choice questions that
check a student’s knowledge of accounting concepts from the textbook.
• S—Starter: Short exercise questions that cover the basic building-blocks
of a concept.
• E—Exercise: Questions that cover one or two learning goals.
• P—Problem: Complex questions that cover multiple learning goals.
To Add Questions:
• Click on the box next to the individual questions you want to include in
your assignment
or
• Click the All Question ID box to select all the questions in the list.
• When you have selected your desired questions, click Add to move them
to the My Selections list for your assignment.
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Previewing Questions in Your Assignment:
To preview questions before adding them:
• Select one or more of the questions in the Available Question list.
• Click Preview and Add at the bottom left of the screen.
The top section of the Preview and Add page gives you information about each question and
the assignment:
• Learning Objective tells you what part of the textbook the question
matches.
• Origin displays the original source of the question.
• Availability indicates where a question can be used.
• # items on the top right displays how many questions are already
in the assignment.
• Preview Item displays the question number as it appears in the
sequence.
• Item # displays the question ID number as it appears in your textbook.
Some questions (for example, custom exercises and TestGen exercises)
list other properties, such as difficulty and format.
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Note: If none of the questions in the Available Questions list are
selected, you can click the Preview and Add button to preview
the entire list; otherwise, check only the questions you want to
preview before clicking Preview and Add.
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• At the bottom left of the screen, choose Show the completed problem
or select Work the problem as a student to see and work through the
problem as your students will.
When previewing and adding questions, you can adjust point values by entering the
number of points you want to assign in the Question points box on the bottom right
of the screen. The assigned points value can be from 1 to 99.
• Click Add to add the question to your homework or Next to move on
to the next question.
• Once you have reviewed all questions, click on the “X” in the upper
right corner to close the Preview and Add window. The questions
that you added will appear in the My Selections list.
• Click Next at the bottom right of the screen to move to the assignment
settings.
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Step 3: Choose Your Assignment Settings
Each assignment can have unique assignment settings.
Availability Options:
Select the time and date you want to make the assignment available. If you set an
available date, students will not be able to open your assignment until that date.
Chapter Association displays the last chapter in a multi-chapter assignment.
• Click Change... to select all associated chapters.
Scoring Options:
Scoring Options give you the ability to allow students to work on the assignment after
the due date. You can require a password, set an absolute due date, and impose a
penalty for late work.
• Deduct late submission penalty: Check this option to automatically
reduce the score for a late assignment. Use the drop-down menu to
choose whether to deduct once from the final score or to deduct an
amount for each day that the assignment is overdue. In either case,
in the Penalty box, enter the amount to deduct and select whether to
deduct points or a percentage.
• Partial Credit allows students to receive a partial score on multi-part
questions.
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Access Control:
You can select a prerequisite for the current assignment from the Prerequisite drop-down
menu. In the Min. score box, specify a minimum score that students must achieve on the
prerequisite assignment.
Attempts Per Question:
• Attempts Per Question: Check this option to specify how many times
students complete a homework question. After the student completes
a question, a Similar Exercise or Try Again button appears that allows
them to generate the question again. The Similar Exercise button
generates the same question with different values; Try Again refreshes
the same version of the question. For example, if you specify two
attempts, students can work the question twice; then, the Similar
Exercise or Try Again button is no longer available.
o If the Attempts Per Question option is unchecked, students
can generate a new version of the question as many times
as they want.
o Students use one of their attempts when they fully complete
a question within the Help Me Solve This feature.
Tries Within a Question:
You can choose the number of times students can work on each answer field within a
question by changing the default from three tries to any number between 1 and 99. You can
do this either at the question level from the Preview & Add or Remove window, or at the
assignment level from the View Question Details section.

Note: When you limit the number of attempts, students see a warning about the limit on the
Homework Overview page before and after they work on the assignment. They also see a
warning before their last attempt at the question.
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Presentation Options:
Select options that determine how questions are shown to students:
• Lock Correct Answers: Check this option to preserve students' correct
answers when they work on a multiple-input question. When you select
this option, students can click Check Answer to find out which answers
are correct and then try again on the incorrect answers without losing
their correct answers. This feature is especially useful when your
assignment includes questions with multiple answer fields.
• Save Values: The save values option should always be checked to
preserve algorithmic values.
• Printing: Check this option to allow students to print this assignment.
• Learning Aids: Select the learning aids that will be available to students
when they work on the assignment. Click Change… to open a window
and uncheck any learning aids that you wish to hide from students.
- Show in Review mode only makes selected learning
aids appear only when students are reviewing their
work on the assignment.
• Study Plan: Check this option to allow the results from this assignment
to update students' mastery status in the Study Plan. See Using the
Study Plan for details on working with the Study Plan.
Other:
Check the Importing option to allow other instructors to import this assignment.
When you have finished your assignment settings, click Save to save the assignment (it
will not be available to students) or click Save & Assign to save the assignment and make
it available to students.
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Question Pooling
To ensure that every student taking your course is receiving different quiz and/or test questions,
you can use Question Pooling to select several different questions covering each learning
objective. Every student will receive only one question from that selection.
This is particularly useful when you are assigning questions from the Test Bank, since these
questions tend to be multiple choice and are static.
• Click on Test/Quiz Manager to create a new test or quiz.
• Click the Create Assignment drop-down menu. Select Create Quiz.
• Enter an appropriate name for the quiz into the Quiz Name text box. Click Next.
• Choose the appropriate chapter, section, and/or question source you would normally
choose when creating a quiz.
• Click on the link Pooling Options near the center of the page.
• In the pop-up box, click the circle next to Enable Question Pooling. Click OK.
There should now be two new buttons, Pool and Unpool.
• To pool questions in the quiz, determine which questions are similar enough or cover
the same objective by looking at the Test Bank or clicking on the question. Filtering by
section might be helpful. Select all the similar questions and click Pool.
Only one of these pooled questions will be given to each student as Question 1 of the quiz.
To pool more questions, simply follow the steps above again for each desired question.
• Click Next to continue to Settings and assign the quiz.
For further information on how to create an assignment, click here.
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Learning Aids
You have the option to provide students with access to learning aids to use while working on
an assignment or in the study plan. The inclusion of the learning aids is at your discretion. They
are typically available on homework, but not for quizzes and tests. The learning aids available
may differ by text and question type.
.
• Demo Docs Examples are guided solutions that provide students with extra help
and feedback on incorrect answers.
• Assigned Media opens up any multimedia aids you have assigned.
• View Instructor Tip shows a tip that was manually added by you.
• Help Me Solve This provides step-by-step assistance to solving a problem similar
the one your student is working on.
• Video opens a video.
• Textbook Pages opens the online textbook to the section your students are working
on. Students can then scroll to the information they need.
• Calculator opens an online calculator.
• Ask My Instructor lets students send an email to their instructor about the question
they are working on and includes a link to the current question in progress.
• Print…lets students print their current problem.
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Creating Test and Quiz Settings

Creating quizzes and tests uses the same process as creating homework. See Creating Assignments
for information on how to create an assignment. In addition to the options mentioned in Creating
Assignments, the test and quiz settings page offers these features:
Availability Options
Set options that determine when students can access the test:
• Available and Due: Allow you to set the date and time when the test or quiz
will become available to students, and when students can no longer enter or
continue taking the test or quiz.
• Time Zone: Time zone settings affect when students can access tests. Make
sure the time zone is correct.
- To change the time zone, click Change... (next to the current time
zone) and select a new time zone from the drop-down list (the
list will appear in a pop-up window). The time zone chosen is
applied to the entire course.
- Click Save to save the new setting for the course.
• Chapter Associations: The test is automatically associated with chapters based
on the questions it contains. For more detailed information on adjusting chapter
association and tests, consult the Help feature within MyAccountingLab.
- Click Change… to open a checklist of chapters in the course. Check
the chapters to be listed with the assignment and click OK to save.
- The assignment is now linked with the selected chapters. For example,
if you selected Chapters 1-3, the assignment will be associated with
all three chapters when filtered.
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Scoring Options:
Partial Credit allows students to receive a partial score on multi-part questions.
Access Controls:
Set options for how and when students can access the test:
• Password: Check this option to require students to enter a password to gain access
to the test. Specify the password in the text box provided. This option is useful when
tests are taken in a proctored setting.
• Prerequisite: Specify a prerequisite assignment if you want students to complete
another assignment before starting this test. You can also specify a minimum score
for the prerequisite assignment.
• Number of Attempts: Check this option if you want to limit the number of times
students can take this test before the due date. Then enter the number of test
attempts you want to allow. If you do not check the option, students can take the
test an unlimited number of times before the due date.
• Incomplete Attempt: This option determines how students can resume an
interrupted test.
- Students can access and continue: Select this option if you want students to
resume taking the test on their own.
- Instructor must enable access: Select this option if you want more control
over student access to the interrupted test. Then, select one of these two
additional options:
o Restricted Access requires students to get permission to re-enter the test.
o Blocked Access prevents students from accessing any other assignments
or questions in the course while taking the test. If the test is interrupted,
you must explicitly permit students to re-enter the test. Until you allow
them back into the test, students have no access to any other assignments
or questions.
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Presentation Options:
Select options that determine whether the test is timed and how questions are shown to students:
• Time Limit: Check this option and specify the time limit (in minutes) to control
the amount of time students have to complete the test.
- Show time remaining during test: Check this option to display the
elapsed time in the test player during the test.
• Question Display: Check any of these options:
- Scramble question order for each student randomly orders the
questions each time the test is taken.
- Shuffle answer options randomly orders the options in multiple
choice questions. This option applies to test bank questions only.
- Randomize variables substitutes different values for questions
each time the test is opened. This option applies to TestGen tests
only. The online Similar to questions are algorithmically generated
by default.
• Learning Aids: Select the learning aids you want to be available to students
when they work on the test or quiz. Click Change to open a window where
you can check any learning aid that you want to display to students. The
available learning aids are determined by the course settings.
- Check Show in Review mode only to make the selected
learning aids appear only when students are reviewing their
work on the assignment.
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Review Options:
Select conditions for test review:
• Reviewing Test: Select one of these reviewing options:
- Student can review test any time after submitting allows
students to review the test any time after it is complete.
- Student can review test only immediately after submitting
allows students to review the test immediately after taking it.
Students cannot review the test again at a later time.
- Student can review submitted test any time after due date
allows students to review the test after it is no longer available
as an assigned item.
- Student can never review submitted test prevents students
from reviewing the test at any time.
• Print: Check this option to allow students to print the test questions and answers
when reviewing. This option is not available in certain courses.
Scoring Options:
• Partial Credit allows students to receive partial credit on multi-part questions.
Other:
• Check the Importing option to allow other instructors to import this assignment.
• When you have finished your assignment settings, click Save to save the assignment
(it will not be available to students) or click Save & Assign to save the assignment and
make it available to students.
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6

Study Plans

Students can access a personalized Study Plan to establish their mastery of course material. They can
clearly see which topics they have mastered and, more importantly, which need additional study. The
Study Plan provides practice questions for every available section in the textbook.
Choosing Study Plan Coverage
The Select Coverage page lets you choose which practice questions are offered in your students’
Study Plans.
To Access the Select Coverage Page:
• Click Select Coverage in the Study Plan Manager.
The table on the Select Coverage page lists all the chapters covered in your course. To select the
questions that students will see in their study plans:
• Use the plus icon ( + ) to expand the chapter contents and the minus icon ( - )
to condense the contents again.
• Expand a chapter to view its sections, objectives (if any), and individual
questions.
• Click on a chapter, section, objective or question to preview the contents.
• Clicking on a chapter, section or objective opens the Study Plan Question
Details page. This page allows you to preview and select the questions in
that part of the textbook. Click on an individual question to open it in
Preview mode in the player window.
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• Uncheck the box for any chapter, section or objective to exclude the questions
it contains. Check or uncheck individual questions to include or exclude them.
At the top of the table, click Select All to select all the questions for all the
chapters available in the course.
Note: When you exclude questions from a chapter, section or objective, students’ Study Plans
will still contain an entry for that part of the textbook, with mastery icons, but the number of
available questions will be zero.

• The Covered in Assignments column indicates whether questions from the
chapter, section or objective are included in assignments. The test, quiz or
homework icons will tell you what types of assignments include the questions.
Expand the chapter contents list down to the question level to see which individual
questions are included in assignments.
• Click Update to save your changes.
The Study Plan Manager allows instructors to choose the questions included in students’ Study
Plans and set the overall score used to determine mastery on a section or objective.
To View Students’ Study Plans:
• Go to the Gradebook and select the Study Plan view.
• Click a student’s name to view his or her Study Plan. Click Next Student or
Previous Student at the top of the page to move from one student’s Study
Plan to another.
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Gradebook

The Gradebook displays student results on assignments and Study Plan work. View results
for the entire class or for individual students. All MyAccountingLab online assignments are
automatically entered into the Gradebook.
To Access the Gradebook:
• Click on Gradebook on the instructor course menu.
On the opening page of the Gradebook there are several options available for students’ scores:
• Click All Assignments on the top left of the screen to view all assignments
at a glance
or
• Click the arrow next to All Assignments (on the top left) to access the
drop-down menu, which will allow you to filter the list.
- You can filter the spreadsheet list to show only homework
assignments, tests, quizzes, and other assignments.
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Changing Scores for an Individual Student
From the All Assignments page of the Gradebook:
• Click on a student’s name to adjust their grade.
The Results page will be displayed. The student’s results for each of his or her assignments
will appear.
• Locate the assignment you want to change; this may require scrolling
through the page by using the scrollbar on the right side of the screen.
• On the desired assignment line, click the arrow next to Choose in
the Actions column on the right side of the screen. This will display a
drop-down menu.
• Select Change Score, then click Go on the right side of the selection.
The Change Score/Submit Score page will appear in a pop-up window with the name of the
assignment, and of the student, shown at the top of the page.
• In the Points Correct box, enter a new score to overwrite the existing
one.
• In the Points Total box, enter a new total points value.
• Click OK to change the score and return to the Results page.

Note: When you change or submit a score, an asterisk ( * ) appears next to the score on the
student and instructor views of the Results page.
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Changing Scores for Multiple Students
The Change Score page also allows you to change scores for multiple students.
To Access the Change Scores Page:
• Click on Gradebook in the instructor’s menu and click All
Assignments.
• Locate the assignment to be changed and click Change
Scores at the top of the column.
The Change Scores page will display. The name of the assignment and the due date are at
the top of the screen.
• From the Type of change drop-down list, select Increase or
Decrease.
• From the Amount of change drop-down list, select whether
the amount will be applied in points or as a percentage.
• To select students to be affected by the change, click the
checkboxes next to their names in the table; to select all the
students, click the checkbox in the column header.
• Click Apply to Selected, located at the top middle of your
screen, to refresh the table and show your adjusted scores.
• Click Update to make your changes.

Getting
Started
Creating
Your Course
Navigating
Your Course
Creating
Assignments
Test & Quiz
Settings
Gradebook

Note: If you click Cancel/Done without first clicking Update,
your changes will not be saved.

Study Plans

Note: The due date is displayed in red type if it has passed
and at least one student has not submitted the assignment.

Training
& Support

Exporting Grades
The Exporting Grades feature exports information from the Gradebook into spreadsheet format. The
spreadsheet grade information can be customized to include students’ names, login information,
email addresses, and student ID (if you have elected to use ID). Students with no results appear in
the export file, but inactive students do not. This spreadsheet can then be imported into a course
management system.
To Export Grades:
• Access the Gradebook by clicking on Gradebook under the Instructor’s
Course menu.
• On the top left of the screen, click on the Export Date button to open
the drop-down menu.
• Select Quick Export.
• On the Quick Export page, click on the arrow next to Data Set and select
the Gradebook category you wish to export:
- Homework scores
- Quiz scores
- Test scores
- Sample test scores
- Other item scores (exports data on offline items)
- Study Plan
- Overview of student averages (exports each student’s
average in each Gradebook category)
Once you have selected your Gradebook category, additional data set options will automatically load
on the screen.
For Assignments, you can select All Assignments or, to select specific assignments, click Choose
to bring up a pop-up window and select the assignments to be included in your report.
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Retrieve Advanced Exports takes you to the Retrieve Advanced Exports
page, where you can download advanced exports when they are ready.
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Note: Advanced Exports takes you to the Advanced Exports page, where
you can generate complex reports that can include raw scores in points, Study
Plan results, time spent on assignments, the date worked, the last login
dates, and so on. You can also export data for all categories at once. Because
advanced exports can take some time to generate, they are compiled offline
and you are emailed when they are ready to download.
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For Chapters, you can select All Chapters or, to select a specific chapter, click Choose to
bring up a pop-up window and select the chapter to be included in the report.
Note: If an assignment includes more than one chapter, it will not be included in the report.

Quizzes and tests have additional functionality that include customization of the exported
data.
For Scores, you can select Scores from all attempts or Included attempt only (includes
only the test attempt you have set). This option shows your current setting for the number of
attempts to include.
• Click Score Settings to open the Set Scoring Options page if you want to
change the attempt to include.
• Score Format: You can select the format for your scores.
• Extras: You can select:
- Date/Time Worked: Check this box to export the date and
time when a test or quiz was submitted.

Note: The Date and Time option is available only if you select the All Attempts score option.

• Click Download Data to download the spreadsheet file that
contains the exported data
or
• Click Cancel to leave the page without exporting data and return to the Gradebook.
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MyAccountingLab Training and Support

MyAccountingLab Frequently Asked Questions
How can I help students that are experiencing problems logging into MyAccountingLab?
If students have forgotten their login information, they can select Forgot your Login/Password? on
the MyAccountingLab login page and follow the prompts. If they are still experiencing problems, they
can contact technical support at http://247pearsoned.custhelp.com.
How do I add a TA to my course?
You will need a Student Access Code so that your TA can enroll in your course as a student. Then,
change their settings to “TA” via the Edit Roster tab in the Gradebook.
Can my students take two MyAccountingLab courses at the same time?
Yes, they will just need to have an additional access code, create another username and password,
and keep their existing email address.
My Pearson account has expired—what do I do?
You must re-register for MyAccountingLab with a new Instructor Access Code. See page 3 of
this guide.
My student is enrolled in the incorrect course or would like to change from one course to
another in MyAccountingLab—can they do that?
Students will need to enroll in another course. First, they will need the correct course ID (not an
additional access code). Then, on the student's course listing page, they can select Enroll in a
Course. Once they have enrolled in the correct MyAccountingLab course, they will be automatically
un-enrolled from the other course.
If a student has already completed assignments in the incorrect course, how can I add those
results to the correct course?
On the Gradebook page, select Import Previous Results from the More Gradebook Tools drop-down
menu. Then, select Import Results next to the student's name.
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How do I remove a question from an assignment that a student has already started?
Once students have accessed the assignment, instructors are prevented from editing the questions
in the assignment. You can either delete all results associated with the assignment and then edit the
assignment, or copy the assignment, edit the questions, and assign the new assignment to your
students.
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I do not understand the “incomplete test” setting in MyAccountingLab – can you explain?
To allow students to continue a test after an Internet disruption or another issue, select Students
can access and continue on his or her own. The system will save their answers up to the point of
disruption and they can re-enter the test on their own. If you want more control over student access
to an interrupted test, select Instructor must enable access and one of two options: restricted
access or blocked access. For more information on the incomplete test setting, go to:
Creating Quizzes and Tests in MyAccountingLab.
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How do I report a content error in MyAccountingLab?
The easiest way for an instructor to report a content error in MyAccountingLab is to access the
question with the error and click the Ask the Publisher button. Complete the form and click Submit.
For more on reporting a content error, watch this quick video tutorial: Reporting a Content
Error in MyAccountingLab.
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How do I request additional Student Access Codes?
You can send an email to accessrequests@pearson.com with your name and the reason for your
request. All requests go through an approval process.
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Online Documentation
The most complete set of documentation on MyAccountingLab can be found inside your course.
At the top of every page, you will find links to Home, Help, Support, Browser Check, and Log
Out. Much of this user’s manual was taken from this searchable and indexed help system.
Technical Support
The Support button found at the top of the page will bring you to the instructor support section of
MyAccountingLab. Here you will find information about contacting our support team.
Support options include:
- Instructor Phone Support
- 24/7 Chat
- Email
Live, Online Training!
Please visit myaccountinglab.com for a complete list of online training sessions. Training is
frequently peer-led. Faculty Advocates can provide answers to program questions and also share
tips and best practices. Each online training session is small (typically no more than six attendees)
to allow for full participation.
Self-Paced Training
Please visit myaccountinglab.com for self-paced training materials, such as video modules and
brief tours.
We strive to make your experience with Pearson and MyAccountingLab the best it can be. Please
contact the MyAccountingLab Customer Experience Team any time you have suggestions:
CustomerExperience@pearson.com
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Gradebook

Please join us at
myaccountinglabcommunity.com
to share ideas and best practices with other MyAccountingLab users.

Study Plans

Community:

