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Grade Center Overview  
 

¢ƘŜ !ŎŀŘŜƳƛŎ {ǳƛǘŜ DǊŀŘŜ /ŜƴǘŜǊ ƛǎ ƳƻǊŜ ǘƘŀƴ Ƨǳǎǘ ŀ ǿŀȅ ǘƻ ǊŜŎƻǊŘ ǎǘǳŘŜƴǘǎΩ grades, it is a dynamic and interactive 
tool. The Grade Center can record data, monitor student progress, and communicate information to students. It is 
also a valuable tool to assist with making informed decisions to take action to promote student and institutional 
progress. 
 
The Grade Center provides extraordinary flexibility to meet the needs of basic and advanced users, institutional 
requirements, and a diverse student population. It contains all student grades associated with content items such 
as Tests and Assignments. The Grade Center also accommodates scores for essay questions, file response, 
discussion board threads and grades for work completed outside of Blackboard. Tests and Assignments made 
available through a Content Area may be viewed and graded in the Grade Center. All tests created in Blackboard 
have the option of being automatically entered into the Blackboard Grade Center. If an assignment or assessment 
is created outside of Blackboard, Grade Center can still tract student progress by manually adding these to the 
Grade Center.  
 
The following table explains Grade Center and its interaction with other Academic Suite systems 
and features:  
 

Area  Interaction 
Course Content Assignments, Assessments, and Discussion Board items 

that have been marked for a grade each generate 
Columns in the Grade Center automatically. Items that 
have a due date can be assigned a Grading Period 
automatically based on that date. For more information 
on adding graded items automatically to the Grade 
Center see Adding Columns to the Grade Center. For 
more information on Grading Periods see Creating 
Grading Periods. 

Early Warning System The Early Warning System is a rule driven 
communication feature that can send email messages 
to students and their observers when criteria of the rule 
are met. For example, a rule can be set to send email to 
any student who scores below a 60 on an exam. The 
score entered into the Grade Center, whether 
automatically or manually, spawns the message. 

View Grades Tool When faculty release grades to students for viewing, 
students can access the Grade Center using the View 
Grades tool from the My Institution tab. A list of 
courses the students are enrolled in will appear. When 
students click the name of the course, they are taken to 
ǘƘŜ ŎƻǳǊǎŜΩǎ ±ƛŜǿ DǊŀŘŜǎ ǇŀƎŜ ƻŦ ǘƘŜ DǊŀŘŜ /ŜƴǘŜǊΦ 

My Grades Course Tool When faculty release grades to students for viewing, 
students can click the My Grades tool within their 
course to access the View Grades page of the Grade 
Center. 
 

Performance Dashboard Faculty ŀƴŘ ¢ŜŀŎƘŜǊΩǎ !ǎǎƛǎǘŀƴǘǎ Ŏŀƴ ŀŎŎŜǎǎ ǘƘŜ 
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Grade Center through the Performance Dashboard, 
where grades can be viewed and updated. 

Email Email can be sent to selected students, all students, 
selected observers, or all observers directly from the 
Grade Center. The Email link goes to the Send Email 
page.  

External data from other 
grading systems (i.e. Excel) 

Data can be imported and exported to the Grade Center 
by uploading and downloading delimited files. For more 
information on importing data to and exporting data 
from the Grade Center see Uploading External Grade 
Center Items.(need to add this section) 

Communication and Informed Decision Making 

The Grade Center offers faculty help to stay on track and keep students informed of their progress. Grade Center 
data can be used to identify students and direct them to appropriate instructional activity such as remediation or 
enrichment. The communication tools help students become more fully engaged in academic studies and get 
needed help by alerting them to areas of poor performance. The reporting features facilitate more comprehensive 
student and institutional assessment by displaying student data that is meaningful to evaluating outcomes. 
 
Interaction with other Systems 

The Grade Center interacts with many systems in the Blackboard Academic Suite. Understanding how and where 
these interactions happen provides a comprehensive view of the Grade Center and offers information to help 
users take full advantage of the functionality and features of this tool. 
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Exploring Grade Center 
 
The Grade Center is made up of rows and columns of student information and gradable items. Cells in the grid 
contain data specific to corresponding students. All cells and column headings contain menus for various actions. 
The user can access information, or navigate to other pages to interact with the Grade Center. 
 
The Grade Center page contains the following areas, which display from the top of the page downward and from 
left to right: 
 

ω Action Bar ς Row containing a set of tools with their respective options. 

ω Grade Centerς Columns, rows, and cells that make up the current view of the Grade center data. 

ω Grade Information Bar ς Row of information about a selected Column. 

ω Icon Legend ς Information on the meaning of icons that appear in spreadsheet cells. 

 

Action Bar  
The following icons are displayed in the toolbar of the Grade Center page: 

 
ω Add Grade Column ς An icon used to create a Grade Column in the 
Grade Center. For more information on creating Columns, see Adding 
Grade Columns to the Grade Center. 
 
ω Add Calculated Columnς a drop-down menu with options for 
creating Calculated 
Columns in the Grade Center. For more information on creating 
Calculated Columns, 
see Calculating Grades. 

 
ω Manage ς Displays the Grade Center 
management options when the action link is 
triggered. Selections include options for: 

ü Uploading data into the Grade 
Center from an external source file. 

ü Downloading data from the Grade 
Center in a delimited file format. 

ü Categories classifications of 
Columns of gradable items such as 
"Test" or "Assignment". 

ü Smart Views custom made views of Grade Center data created by Instructors and saved for continued 
use. 

ü Grading Periods user-defined segments within the Grade Center that can be defined as Terms, Semesters, 
Quarters, Years, and so on. 

ü Grading Schemas map scored gradable items into a user-facing display. 
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ü Show/Hide Users determines whether a student's record is visible in the Grade Center. 
ü Organize Grade Center allows Instructors to change the order and visibility of Columns as well as assign 

Columns to Grading Periods and Categories. 
ü Showing and Hiding Users allows Instructors to hide or show users in the Grade Center views. 

 
 

Icon Legend 
The Icon Legend, located at the bottom right of the Grade 
Center area, displaces the definition of the icons viewed in the 
Grade Center cells. 
 
 

 

 

 

 

 

Customizing the Grade Center  
 
All the Grade Center functions are initiated from the Grade Center page. This view is customizable, giving faculty 
the ability to sort items in ways to maximize efficiency and to view student information with a minimum of 
scrolling. 
 
Columns can selectively be revealed and hidden from the Grade Center to reduce scrolling. Columns can be 
categorized in order to filter or sort them together. Columns can also be assigned a Grading Period to sort them 
together. Defining Categories and Grading Periods is discussed in Setting Up the Grade Center and Planning 
Assessment. 
 
¢ƘŜ DǊŀŘŜ /ŜƴǘŜǊΣ ōȅ ŘŜŦŀǳƭǘΣ ƭƛǎǘǎ {ǘǳŘŜƴǘǎΩ CƛǊǎǘ ŀƴŘ [ŀǎǘ bŀƳŜǎ ŦƛǊǎǘΦ {ǘǳŘŜƴǘǎ Ƴŀȅ ōŜ ƭƛǎǘŜŘ by username or 
Student ID as well, depending on how the Grade Center has been organized. Columns for gradable items and 
calculations of sets of graded items appear across the page. Icons display in cells to signify the availability of 
students, the visibility of items to students, and the status of Gradable Items, providing a current view of the state 
of the Grade Center. 
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Show & Hide Users 
Users can be hidden from the Grade Center View, reducing the number of rows in the grid. 
Hidden users are not removed from the 
Grade Center, and can be revealed at any 
time. To hide users follow these steps: 
Step 1 Click Manage in the Action Bar of the 
Grade Center.  
Step 2 Select Show/Hide Users from the 
Action Link menu. 
Step 3 Check the users to be hidden. 
Step 4 Click Hide Users. 
Step 5 Click Submit. 
 
Users that are hidden will appear grayed out 
on the Users page and will not appear in the 
Grade Center View. To show hidden users 
follow these steps: 
Step 1. Click Manage in the Action Bar of the Grade Center. 
Step 2. Select Show/Hide Users from the Action Link menu. 
Step 3. Check the users to be shown. 
Step 4. Click Show Users. 
Step 5. Click Submit. 
 
Note:  Users that are shown will appear in black text on the Users page and will appear in the Grade Center View. 

Organizing the Grade Center  
The Organize Grade Center page aids in configuring the Grade Center display. The Grade Center display can be 
customized to: 
ü Freeze or unfreeze columns. If a column is frozen, when scrolling through the Grade Center view, that 

column will remain stationary. 
ü Hide or show columns. 
ü Modify the Categories of columns. 
ü Modify the Grading Periods of columns. 

 
Some of these changes can be implemented through the drag-and-drop capabilities of the page. 
 
To change the display of the Grade Center, follow these steps:  

Step 1. Click Manage in the Action Bar of the 
Grade Center. 
Step 2. Select Organize Grade Center from 
the Action Link menu, 
Step 3. Select the Grade Center column 
(displayed on the screen as a row) to be 
moved by 
clicking and holding any part of the row. 
Step 4. Drag and Drop the row to the desired 
location. 
Step 5. Click Submit to save changes. 
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Once the display order of the columns has been changed, all new 
columns added to the Grade Center are added at the end of the display 
order, unless associated to a particular Grading Period. If a Grading Period 
is associated to a column, then the column will display in the Grade Center 
within the Grading Period range. 
 

Hiding and Showing Grade Center Columns within the 
Grade Center 
Faculty have the ability to hide any columns from displaying within the 
Grade Center. Hiding a column from displaying maintains all existing 
information associated with the column, but prevents it from being seen within the Grade Center. Hiding columns 
that are not currently being used reduces the length of the grid, thus reducing the need for continuous scrolling. 
To hide a column, there are two options. For Option 1 follow these steps from the Grade Center page:  
 
(Option 1) 
 
Step 1. Move the cursor over the column to be 
hidden. 

Step 2. Click the Action Link to display the contextual 
menu. 

Step 3. Select Hide Column.   

 
 
Or (Option 2): Utilize this option to affect global 
modifications quickly. 
Step 1. Click Manage in the Action Bar of the Grade 

Cente
r. 
Step 
2. Select Organize Grade Center from the Action Link menu 
Step 3. Select the check boxes of the Grade Center columns to be 
hidden. 
Step 4. Click Show/Hide. 

Step 5. Select Hide column from the Action Link menu. Hidden 
columns will appear grayed out in the Grade Center view. 

Step 6. Click Submit to save changes.  
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Faculty are able to reveal hidden columns along with all the associated data, restoring the display in the Grade 
Center. To show columns, follow these steps: 
 
Step 1. Click Manage in the Action Bar of the Grade Center. 

Step 2. Select Organize Grade Center from the Action Link 
menu. 

Step 3. Select the check boxes of the Grade Center columns to 
be revealed. 

Step 4. Click Show/Hide. 

Step 5:  From the Action Link menu, select Show Column  

Step 6:  Click Submit to save changes. 

 
 



LINCOLN MEMORIAL UNIVERSITY  

CENTER FOR TEACHING &  LEARNING 
BB GRADE CENTER 

 

  Bb Grade Center 10 July 2009 

 

Making Columns Visible to all Views of the Grade Center  
 
Grade Center Views can be customized using different criteria, one of which is Grading Periods (see Creating 
Grading Periods for more information about creating Grading Periods). To maintain consistency among different 
views of the Grade Center, some columns such as a final grade column can be selected, appear in every view of the 
Grade Center. 
 
Columns listed under Shown in all views of the Grade Center appear in all views. To make columns visible in all 
views, follow these steps: 

Step 1. Click Manage in the Action Bar of the 
Grade Center. 
Step 2. Select Organize Grade Center from the 
Action Link menu. 
Step 3. Select the Grade Center Column 
(displayed on the screen as a row) to be moved 
into the Shown in all views of the Grade Center 
table by clicking and holding any part of that 
row. 
Step 4. Drag and Drop the row into the Shown 
in all views of the Grade Center table. 

Step 5. Click Submit to save changes. 
 
To remove columns from the Shown in all views of the Grade Center section, follow these 
steps: 
Step 1. Click Manage in the Action Bar of the Grade Center. 

Step 2. Select Organize Grade Center from the Action Link menu. 

Step 3. Select the Grade Center column (displayed on the screen as a row) to be moved from the Shown in all 
views of the Grade Center table by clicking and holding any part of that row. 

Step 4. Drag and Drop the row from the Shown in all views of the Grade Center table to a table below. 

Step 5. Click Submit to save changes. 

Freezing and Unfreezing Panes  
Grade Center columns can be frozen in place so they do not move while scrolling through the other data. The 
ŎƻƭǳƳƴǎ ŎƻƴǘŀƛƴƛƴƎ ǎǘǳŘŜƴǘǎΩ ŦƛǊǎǘ ŀƴŘ ƭŀǎǘ ƴŀƳŜǎ ŀǊŜ frozen by default. Frozen columns remain in position on the 
left side of the Grade Center while the rest of the columns can be scrolled through. This feature can be used for 
example to easily match up individual students with 
their data across the length of the Grade Center. 
Faculty can freeze and unfreeze any of the columns 
on the Organize Grade Center page. To freeze or 
unfreeze a column in any of the Grade Center views 
follow these steps: 
Step 1. Click Manage in the Action Bar of the Grade 
Center.  
Step 2. Select Organize Grade Center from the 
Action Link menu. 
Step 3. To freeze a column: 
Drag the dark gray bar down below the desired row. 
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Drag a row above the dark gray bar. 
Step 4. To unfreeze columns: 
Drag the dark gray bar above the desired row. Drag a row below the dark gray bar. 
Step 5. Click Submit to save changes. 

Modifying Column Categories  
From the Organize Grade Center page, it is possible to change the Grade Categories of existing columns. A Grade 
Center Category is a classification of a Grade Center column for a course. For ƛƴǎǘŀƴŎŜΣ άIƻƳŜǿƻǊƪΣέ ά¢ŜǎǘΣέ ƻǊ 
άvǳƛȊέ ŀǊŜ ǇƻǎǎƛōƭŜ /ŀǘŜƎƻǊƛŜǎ ǘƘŀǘ Ŏŀƴ ƘŀǾŜ DǊŀŘŜ /ŜƴǘŜǊ columns associated to them. 
To change a Grade Category through the Organize Grade Center page, follow these steps: 
Step 1. Click Manage in the Action Bar of the Grade Center. 

Step 2. Select Organize Grade Center from the Action Link menu. 

Step 3. Select the desired columns to change by selecting the corresponding check boxes. 

Step 4. Select the new category from the list displayed under Modify Category. 

Step 5. Select the Category to which to change the column or columns. 

Step 6. Click Submit to save changes. 

 

Modifying Grading Periods through the Organize Grade Center Page  
 
In the Organize Grade Center page, it is possible to change the Grading Periods to which columns are associated. 
Grading Periods are segments that can help manage the Grade Center. Grading Periods, for example, can be 
defined as Terms, Semesters, Quarters, Years, and so on, and can have date ranges that further define them. 
Grading Periods are not created by default. They must be defined by Instructors, if desired. 
 
To modify the Grading Period of a column, follow these steps: 
Step 1. Click Manage in the Action Bar of the Grade Center. 

Step 2. Select Organize Grade Center from the Action Link menu. 

Step 3. Select the desired columns to change by selecting the corresponding check boxes. 

Step 4. From the Action Link Menu under Modify Grading Period select the Grading Period for 

the column. 

To create a new Grading Period follow the Manage Grading Periods link at the top of the page. 

Step 5. Click Submit to save changes. 

Or 
Step 1. Click Manage in the Action Bar of the Grade Center. 

Step 2. Select Organize Grade Center from the Action Link menu. 

Step 3. Open up the Grading Period destination by clicking the + box. 

Step 4. Drag and Drop the column to the desired Grading Period section. Only one column can be moved at a time. 

Step 5. Click Submit to save changes. 
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Creating Smart Views in the Grade Center  
Smart Views are views of the Grade Center based on a variety of student criteria. This enables faculty to create 
certain views of the Grade Centerτbased on performance criteria for gradable items such as Assessments or 
Assignmentsτthat quickly track Students. There are four different Types of Smart Views that specify the Student 
information: 

ω Group allows the instructors to select a Group, which was created in the course Groups are 
subsections created in the User Management Area of the Control Panel. They are a collection of 
students selected by faculty. 
ω Benchmark allows the Instructor to select Students based on performance 
ω Focus allows the Instructor to select individual Students 
ω Investigate allows the Instructor to select from a full list of Student attributes; this is a combination of 
the options of the other three Smart Views. 

 
Once built and saved, Smart Views become a selectable list item on the Current View drop-down menu of the 
Grade Center page, enabling easy navigation from one view to another. Any Smart View can be saved as the 
default view of the Grade Center. The current default view can be changed at any time. 

Add a Group Smart View 

Smart Views of Grade Center data can be based on Groups that have been created in a Course. 
 
Adding a Calculated Grade ColumnBuilding a 
Smart View based on Group Membership: 
Step 1. Click Manage in the Action Bar of the 
Grade Center.  
Step 2. Select Smart Views from the Action Link 
menu. 
Step 3. Click Add Smart View.  
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Step 4. Enter a Name for the Smart 
View. This is a required field and will 
appear in the Current View Action Link 
menu on the Grade Center page. It will 
also appear as a link to the Smart View 
on the Manage Smart Views page. 
Step 5. Enter a Description of the Smart 
View. The description will appear on the 
Manage Smart Views page. 
Step 6. Select the Search Type Group by 
selecting the corresponding radio 
button. 
Step 7. Select the Condition for the 
Group. Selections include: 
Equal to or Not equal to 
Step 8. Select the value of the Group, 
which would be the Group name. 
 
 
 

Step 9. Select the Filter Results by picking which Columns to Display in Results from the dropdown menu. The 
following choices are possible: 

ω !ƭƭ columns 
ω bƻƴŜ !ƭƭ DǊŀŘŜ /ŜƴǘŜǊ ŎƻƭǳƳƴǎ ǿƘƛŎƘ ŀǊŜ ǾƛǎƛōƭŜ ǘƻ {ǘǳŘŜƴǘǎ 
ω !ƭƭ /ƻƭǳƳƴǎ ǿƘƛŎƘ ŀǊŜ bh¢ ǾƛǎƛōƭŜ ǘƻ {ǘǳŘŜƴǘǎ 
ω {ŜƭŜŎǘŜŘ ŎƻƭǳƳƴǎ ƻƴƭȅΣ ǘƘŜƴ ǎŜƭŜŎǘ ǘƘŜ ŘŜǎƛǊŜŘ ŎƻƭǳƳƴǎ ŦǊƻƳ ǘƘŜ ǎŜƭŜŎǘƛƻƴ ƭƛǎǘ ƻǊ ƭƛǎǘ ƻŦ 
columns. 
ω {ŜƭŜŎǘŜŘ /ŀǘŜƎƻǊƛŜǎ ƻƴƭȅΣ ǘƘŜƴ ǎŜƭŜct the desired Categories from the list of 
Categories 
ω {ŜƭŜŎǘŜŘ DǊŀŘƛƴƎ tŜǊƛƻŘǎ ƻƴƭȅΣ ǘƘŜƴ ǎŜƭŜŎǘ ŘŜǎƛǊŜŘ DǊŀŘƛƴƎ tŜǊƛƻŘǎ ŦǊƻƳ ǘƘŜ ƭƛǎǘ ƻŦ 
Grading Periods 

Step 10. To include hidden columns, click the check box to Include hidden information. 
Step 11. Click Submit to save the Smart View. 
 
Click Cancel to discard the query and return to the Manage Smart Views page. 
 

Add a Benchmark Smart View  
 
A Benchmark Smart View is a view of the Grade Center based on students' performance on a single gradable item 
such as a mid-tern exam. To build a Benchmark Smart View, follow these steps: 
 
Step 1. Click Manage in the Action Bar of the Grade Center. 

Step 2. Select Smart Views from the Action Link menu. 

Step 3. Click Add Smart View. 

Step 4. Enter a Name for the Smart View. This is a required field and will appear in the Current View drop-down 
menu on the Grade Center page. It will also appear as a link to the Smart View on the Manage Smart Views page. 

Step 5. Enter a Description of the Smart View. The description will appear on the Manage Smart Views page. 
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Step 6. Select the radio button corresponding to the Search Type Benchmark. 

Step 7. Select the Student Criteria (columns from the Grade Center) from the drop-down menu (See marked area 
below). 

Step 8. Select the Condition for the criteria. Possible conditions include the following: 

ω Equal to  
ω Greater than  
ω Greater than or equal to  
ω Less than Less than or equal to  
ω Between 
ω Status equals 

Step 9. Select the Value for the Condition. All Conditions require a number except Between, which requires two 
numbers, and Status equals, which requires a selection for the status of the grade. 
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Step 10. Select the Filter Results by picking which Columns to Display in Results from the dropdown menu. The 
following choices are possible: 

 

Step 11. To include hidden columns, select the check box to Include hidden information. 

Step 12. Click Submit to save the Smart View. 

 
Click Cancel to discard the query and return to the Manage Smart Views page. 

Add a Focus Smart View  
 
Smart Views of Grade Center data can be based on a simple selection of Students or Student and columns of 
Gradable Items. To build a Focus Smart View, follow these steps: 
 
Step 1. Click Manage in the Action Bar of the Grade Center. 

Step 2. Select Smart Views from the Action Link menu. 

Step 3. Click Add Smart View. 

Step 4. Enter a Name for the Smart View. This is a required field and will appear in the Current View drop-down 
menu on the Grade Center page. It will also appear as a link to the Smart View on the Manage Smart Views page. 

Step 5. Enter a Description of the Smart View. The description will appear on the Manage Smart Views page. 

Step 6. Select the Search Type Focus by selecting the corresponding radio button.  

Step 7. Use the radio button to Select Criteria for All Students or Selected Students. If Selected Students is picked, 
hold the Control Key down and click the Students to include from the selection box. 
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Step 8. Select the Filter Results by picking which Columns to Display in Results from the dropdown menu. The 
following choices are possible: 

 

Step 9. To include hidden columns, select the check box to Include hidden information. 

Step 10. Click Submit to save the Smart View. 

 
Click Cancel to discard the query and return to the Manage Smart Views page. 

Add an Investigate Smart View  
 
Smart Views of Grade Center data can be based on a complex query of student and column attributes. To build an 
Investigate Smart View, follow these steps: 
 
Step 1. Click Manage in the Action Bar of the Grade Center. 

Step 2. Select Smart Views from the Action Link menu. 

Step 3. Click Add Smart View. 

Step 4. Enter a Name for the Smart View. This is a required field and will appear in the Current View drop-down 
menu on the Grade Center page. It will also appear as a link to the Smart View on the Manage Smart Views page. 

Step 5. Enter a 
Description of the 
Smart View. The 
description will 
appear on the 
Manage Smart Views 
page. 

Step 6. Select the 
Search Type 
Investigate by 
selecting the 
corresponding radio 
button. 

Step 7. Select 
Student Criteria from 
the drop-down 
menu. For example, 
άDǊŀŘŜ ƻƴ aƛŘǘŜǊƳέ 
A full set of available 
criteria is listed. 
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Step 8. Select a Condition from the drop-down menu.  

 Note:  The possible selections differ with each type of item. 

V For Names, the condition must be set to either Begins with or Contains. 
V For Dates, the condition must be set as either Before or After. 
V For Scores or Percentages, the condition must be one of a number of options, such as Equal to, 

Less than, Greater than, etc. 

Step 9. Enter a Value for the condition. The value entry depends upon the criterion selected. Date criteria require 
specific Date values; Name entries require specific letter or name entries. A Value entry will specify the Student 
Criteria for the Smart View.  

For example, ŜƴǘŜǊƛƴƎ άслέ ŀǎ ŀ ǾŀƭǳŜ ŦƻǊ ŀ aƛŘǘŜǊƳ ǘŜǎǘ ǿƻǳƭŘ Ǉǳƭƭ ŀƭƭ ǎǘǳŘŜƴǘǎ ǿƘƻ ǎŎƻǊŜŘ сл ƻǊ ƭŜǎǎ on the 
Midterm test. For more information on manually entering and editing queries, see Manually Modifying Search 
Criteria Formula. 

Step 10. To add a second Student Criterion, click Add Student Criteria, and make additional selections. Criteria are 
always added as AND statements. The formula for the query is displayed in the Formula Preview box. To edit the 
formula manually, click Manually Modify and enter a new formula. For more information on manually entering and 
editing queries, see Manually Modifying Search Criteria Formula. 

 

Step 11. Select the Filter Results by picking which Columns to Display in Results from the dropdown menu. The 
following choices are possible:  

 
Step 12. To include hidden columns, select the check box to Include hidden information. 

Step 13. Click Submit to save the Smart View. 
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Manually Modifying Search Criteria Formula  
To build complex search queries in order to create Smart Views of Grade Center data, Instructors can edit the 
selection formula in the in the Formula Editor text box. To edit the formula, follow these steps: 
Step 1. Select Student Criteria from the drop-down menu. Available criteria appear in the table below. 
Step 2. Select a Condition from the drop-down menu. Available conditions appear in the table below. 

 
Step 3. Enter a Value for 
the condition. (See table 
below for allowable 
entries.) 
Step 4. As data is 
selected, a query 
formula is built in the 
Formula Preview text 
box. The first set of 
Student Criteria is 
ƭŀōŜƭŜŘ ά1έΦ 
Step 5. To add a second 
set of Student Criteria, 
click Add Student 
Criteria, and make 
additional selections. 
The second set of 
Student Criteria is 
ƭŀōŜƭŜŘ άнέ ŀƴŘ ǎƻ on, as 
criteria are added. 
 

Step 6. Click Manually Modify to change the operators and insert parentheses to edit the formula. 
Step 7. Filter Results in order to display only the desired information and columns. 
Step 8. Click Submit to save the Smart View. 

Allowable User Criteria, Conditions, and Allowed Entries 

Criteria Conditions Allowed Entries 
Availability Status Equal to Choose from Available or Not 

Available 
Username Begins with; contains; or is equal to Text entries 
First Name Begins with; contains; or is equal to Text Entries 
Last Name Begins with; contains; or is equal to Text Entries 
Student ID Begins with; contains; or is equal to Text Entries 
Last Course Access Equal to: before; after Date entries 
Group Membership Equal to; not equal to Choose from all created Groups 
Grade on Item (text) Equal to; Not Equal to Null; Exempt; In Progress; needs 

Grading; User defined 
Grade on Item (Complete/Inc) Equal to: Not Equal to In Progress; Complete; Incomplete; 

Needs Grading 
Grade on Item (all other display 
types) 

Less than; Less than or equal to: 
Greater than; Greater than or equal 
to:  Equal to: Between 

Values in the Primary Display of the 
column, such as Scores or 
Percentages; numbers entries, or 
letter or symbol entries based on 
Grading Schema. 
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Organizing the Grade Center & Planning Assessment  
 
Faculty invest a great deal of time planning and creating lessons, matching lessons with learning objectives and 
then assessing whether those objectives have been met. Assessing learning objectives is done in many different 
ways, through exams, projects, papers, participation and more. Assigning value to those individual assessments 
and configuring a grading schema to display grades to students for a marking period or course is unique for every 
course. 
 
Individual grades, Grade Columns and Calculated Columns can always be added, modified or removed within the 
Grade Center during an ongoing Course; though by planning all assessments, attributing value to them, and using 
those values to create a Grading Schema beforehand, faculty will spend less time editing and reconfiguring 
individual grades, and Students will receive consistent grading information. 

Creating Grading Schemas 
A Grading Schema is a diagram based on percentage ranges that matches scores to specific grade displays. For 
exaƳǇƭŜΣ ŀ ǎǘǳŘŜƴǘΩǎ Ǌŀǿ ƴǳƳŜǊƛŎ ǎŎƻǊŜ ƻƴ ŀ ǉǳƛȊ ǘƘŀǘ Ƙŀǎ млл ǇƻǎǎƛōƭŜ points is an 88. In a Grading Schema in 
which a percentage of 87.5 to 89.5 equals a B+, this score results in a B+. If the grade display Letter option is 
chosen, the B+ will display to the Student. Grading Schemas may be edited or added to an ongoing Course and 
grades will be updated to reflect the changes. 
 

Add a Grading Schema 
When a Grading Schema is employed, and depending on the grade display option, the Grade Center will translate 
the entry according to the Grading Schema and display the corresponding value. For example, if a column is 
configured to display Pass for all percentages above 70%, then, when the Instructor enters 89%, the Grade Center 
will display Pass. There is no limit to the number of Grading Schemas faculty can create. 
 
Upon creation, a Grading Schema is included as an option in the Primary and Secondary Display option in creating 
a Grade Column or Calculated item. For more information on creating a Grade Column or Calculated Column, see 
Adding Grade Columns to the Grade Center or Calculating Grades. To add a Grading Schema to the Grade Center, 
follow these steps: 
 
Step 1. Click Manage in the 
Action Bar of the Grade Center. 
Step 2. Select Grading Schema 
from the Action Link menu. 
Step 3. Click Add Grading 

Schema.  
Step 4. Enter a Name for the 
Grading Schema. The name will 
appear in the drop-down menu 
for Primary Display and 
Secondary Display when adding 
an item to the Grade Center as 
well as on the Manage Grading 
Schema page. 
Step 5. Enter a Description for 
the Grading Schema. The description will appear on the Manage Grading Schema page and can assist with 
identifying the Grading Schema. 
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Step 6. Enter the Schema Mapping information. By default, any new grading schema will have two ranges of 
percentiles from 50% to 100% and from 0% (zero) to less than 50%. 
Step 7. Click the arrow to insert a new row into the schema to enter additional display values to the schema.  
Note:  ¢ƘŜ ŘŀǎƘ ǎȅƳōƻƭ άτάŎŀƴƴƻǘ ōŜ ǳǎŜŘ ŀǎ ŀƴ ŜƴǘǊȅ ŀǎ ƛǘ ǊŜǇǊŜǎŜƴǘǎ ŀ bǳƭƭ ǾŀƭǳŜΦ 
The percentage range given for each grade value must begin with the lesser value listed first. The values must also 
overlap.  
For example: A = 90 ς 100%; B = 80 ς 90%; C = 70 ς 80% and so on. Ranges must be set up in this way to avoid gaps 
that could occur when a score falls in between numbers in the range. The range of 80 ς 90% includes all grades up 
to but no including 90%. The top range does include 100%. Click Remove Row to remove a value range (row) form 
the schema. 
Step 8. Click Submit to save the Grading Schema. 

Modify a Grading Schema 
 
Grading Schemas can be modified. To modify a Grading Schema, follow these steps: 
Step 1. Click Manage in the Action Bar of the Grade Center. 

Step 2. Select Grading Schema from the Action Link menu. 

Step 3. Find the Grading Schema to modify and click Modify. 

Step 4. Make any changes to Name, Description or Display Symbols and their corresponding percentages. 

Step 5. Click Submit. Once submitted, all columns using the Grading Schema are updated to reflect the changes. 

Copy a Grading Schema 
 
Once created, Grading Schemas can be copied and used again. Upon Copy, the new Grading Schema name is 
ǇǊŜŦƛȄŜŘ ǿƛǘƘ ά/ƻǇȅ ƻŦέ ŦƻƭƭƻǿŜŘ ōȅ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ƻǊƛƎƛƴŀƭ ǎŎƘŜƳŀΦ ¢ƻ ŎƻǇȅ ŀ Grading Schema, follow these 
steps: 
Step 1. Click Manage in the Action Bar of the Grade Center. 

Step 2. Select Grading Schema from the Action Link menu. 

Step 3. Find the Grading Schema to copy and click Copy. 

Note: Copied Grading Schemas may be modified by using the steps in the sub-section above, Modify a Grading 
Schema. 

Remove a Grading Schema 
 
Instructors may remove the default Grading Schema only if they have made modifications to it.  Instructors may 
remove any Grading Schemas they created as long as the schemas are not in use. Grading Schemas currently in use 
do not have a Remove button. Removing a Grading Schema cannot be undone. To remove a Grading Schema, 
follow these steps: 
Step 1. Click Manage in the Action Bar of the Grade Center. 

Step 2. Select Grading Schema from the Action Link menu. 

Step 3. Find the Grading Schema to delete and click Remove. 

Step 4. Click OK. 
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Creating Categories 
A Grade Center Category is a classification of a Grade Center column of a Course. For instance, άIƻƳŜǿƻǊƪΣέ 
ά¢ŜǎǘΣέ ƻǊ άvǳƛȊέ ŀǊŜ ǇƻǎǎƛōƭŜ /ŀǘŜƎƻǊƛŜǎ ǘƘŀǘ Ƴŀȅ ƘŀǾŜ DǊŀŘŜ /ŜƴǘŜǊ ŎƻƭǳƳƴǎ associated with them. 
Categories are helpful in organizing and utilizing the Grade Center. Faculty may sort the Grade Center by a specific 
Category to compare how all the Students scored in the "Homework" Category, for example. Categories may also 
be used when creating Smart Views (a saved view of Grade Center data) comprised of columns associated with 
specific Category or Categories.  
 
Categories can integrate with Grade Center columns such as Weighted Grade Column, Total Points Column, or 
Average Grade Column. For example, an Average Grade Column is created to calculate statistics for all Columns 
that are in the "Homework" category. Gradable items added to the course that are categorized as "Homework" will 
automatically be included in the average calculation.  
 
Categories can also be used in the creation of a Report. Faculty may create a printable Report that displays 
Statistics of performance for all of the columns in a certain Category. This information can be used by faculty 
members to make decisions about instruction, planning, and assessment. For more information on Reports, see 
Creating Reports. 
 

Creating New Categories 
New Categories are created using the Manage Categories page. The Manage Categories page displays the default 
Categories and any other Categories that have been created. Each Category displays the Grade Center columns 
associated with that particular Category. The Default Grade Center categories are: 
V Assignment 
V Discussion 
V Survey 
V Test 

 
To create a new Category, follow these steps: 
Step 1. Click Manage in the Action Bar of the Grade Center. 

Step 2. Select Categories from the Action Link menu. 

Step 3. Click Add Category. 

Step 4. Enter a Name for the Category. 

Step 5. Enter a Description. The Description field can help differentiate Categories, and explain ŀ /ŀǘŜƎƻǊȅΩǎ 
purpose. 

Step 6. Click Submit. 

Note: Columns associated with a Category are listed on the Manage Categories page. To associate a column with a 
Category, see Adding Grade Columns to the Grade Center. 

 
Tip: Grade Center items that are not assigned a Category upon creation are automatically assigned to "No 
Category". To avoid this event, create Categories before creating Grade Center Items. Having Grade Center Items 
associated with Categories is helpful when creating Smart Views. For more on Smart Views, see Creating Smart 
Views in the Grade Center. 
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Modifying a Category  
 
Default Categories cannot be modified. However, any Categories the user creates can be modified. To modify an 
existing Category, follow these steps: 
 
Step 1. In the Grade Center page, in the Action Bar, click Manage. 

Step 2. Select Categories from the Action Link menu. 

Step 3. Find the Category to change and click Modify. 

Step 4. Change the Category Name or Description. 

Step 5. Click Submit. 

Removing a Category 
 
Default Categories cannot be removed from the Grade Center. Only Categories that have been created by a user 
and that are not in use in a course may be removed. To remove a Category, follow these steps: 
Step 1. In the Grade Center page, in the Action Bar, click Manage. 

Step 2. Select Categories from the Action Link menu. 

Step 3. Find the Category to change and click Remove. 

Note: The Remove button will only appear for Categories that can be removed from the Grade Center. 

Step 4. Click Submit. 
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Creating Grading Periods  
 
Grading Periods are faculty created segments that can help manage the Grade Center. Grading Periods, for 
example, can be defined as Terms, Semesters, Quarters, Years, and so on, and can have date ranges that further 
define them. Grading Periods are not created by default. If desired, they must be defined by faculty. 
Defining Grading Periods and associating Grade Center columns to a Grading Period allows faculty to effectively 
organize and report on Grade Center data. Faculty can filter the Grade Center by Grading Period to display only the 
columns in the segment. For example, a faculty member may configure the Grade Center to display the First 
Quarter columns, reducing searching and scrolling. 
 
Grading Periods can also be used to: 

V View the performance of students in a certain Grading Period 
V Create a Report that displays the performance for a Grading Period 
V Calculate a Grade column for a Grading Period 

 
While an optional element within all areas, Grading Periods can greatly assist with the organization and 
management of the following tasks: 

V Viewing and Modifying the Grade Center 
V Creating Smart Views of the Grade Center 
V Creating a Report 
V Adding a Grade Center column 
V Creating a grade calculation, such as a Weighted Grade or Total Points Grade 

 

Creating a Grading Period  
To create a Grading Period, follow these steps: 
Step 1. Click Manage in the Action Bar of the Grade 
Center.  
Step 2. Select Grading Periods from the Action Link 
menu. 
Step 3. Click Add Grading Period. 

 
Step 4. Enter a Name for the Grading Period. This will 
appear on the Manage Grading Periods page. 
Step 5. Enter a Description. 
Adding a description to the Grading Period helps to 
identify and organize different Grading Periods. 
Step 6. Select the Grading Period Dates. 
 
Note:  Select None or set a Range based on Start Date and End Date, including the month, day, and year. 
If a date range has been specified, checking Associate Existing Items will associate all Grade Columns and 
Calculated Columns that were previously created with Due Dates to the corresponding Grading Period. 
 
Step 6. Click Submit. 
 
Caution:  Grade Center items cannot be associated with more than one Grading Period.  A newly created Grading 
Period with the same or an overlapping date range will override the settings of an existing Grading Period. All items 
associated with the existing Grading Period will become associated with the new one. 
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Modifying a Grading Period  
 
To modify an existing Grading Period, follow these steps: 
Step 1. In the Grade Center page, in the Action Bar, click Manage. 

Step 2. Select Grading Periods from the Action Link menu. 

Step 3. Find the Grading Period to change and click Modify. 

Step 4. Enter the changes. 

Step 5. Click Submit. 

Removing a Grading Period 
 
To remove a Grading Period, follow these steps: 
Step 1. Click Manage in the Action Bar of the Grade Center. 

Step 2. Select Grading Periods from the Action Link menu. 

Step 3. Find the Grading Period to change and click Remove. All Grade Center Items associated to this Grading 
Period wƛƭƭ ōŜ ǊŜǎŜǘ ǘƻ άbƻǘ ƛƴ ŀ DǊŀŘƛƴƎ tŜǊƛƻŘΦέ 

Step 4. Click OK. 

Viewing a Grading Period and its Associated Grade Center Columns  
 
To view the columns associated with a Grading Period, from the Current View drop-down menu, select the desired 
Grading Period and click Go. To maintain the Grading Period view as the default view, click Set as Default. The 
default view can be changed as often as desired, allowing the user to set which view to open first. For example, an 
Instructor can change the default view from First Quarter to Second Quarter when the second quarter begins. 
 

Grading Periods and Organize Grade Center  
 
In the Organize Grade Center page, all Grade Columns and Calculated Columns are displayed in tables. The top 
table displays all the columns that are Shown in all views of the Grade Center. A table for each Grading Period 
appears next. Any Grade Columns and Calculated Columns not associated with a Grading Period appear in the last 
table Not in a Grading Period. 
 
Columns can be associated with Grading Periods from the Organize Grade Center page. To 
associate columns to Grading Periods, to move them to other Grading Periods, or to disassociate 
them from any Grading Period, follow these steps: 
 
Step 1. Click Manage in the Action Bar of the Grade Center. 

Step 2. Select Organize Grade Center from the Action Link menu. 

Step 3. Select the items to be associated or disassociated. 

Step 4. Click Modify Grading Period. 

Step 5. Select the Grading Period to which to associate the column. 

Step 6. Click Submit. 
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Grading Periods and Grade Calculations  
 
Grading Periods can be used when calculating grades for a course. First, associate Grade Columns with a Grading 
Period. Next, create a Calculated Column that includes all the Grade Columns in that Grading Period. For example, 
all homework assignments that occur within a particular date range are associated with Term 1. Then, create a 
Calculated Column that uses a Total Point calculation and that includes all homework for in the Grading Period 
Term 1. Thus, this Total Points column will display the grade based on a relationship of points possible to points 
given for all homework assignments. It is not possible to associate a column to more than one Grading Period. For 
example, a column cannot be included in Quarter 1 and Semester 1 Grading Periods. 

Viewing Grades and Adding Items  
 

Faculty can add gradable items to the Grade Center automatically, manually, or through uploading. For more 
information on uploading, see Uploading External Grade Center Items. Gradable items that are added to the 
Course Content such as an exam or test automatically generate a column in the Grade Center. Gradable items that 
are not added from the Course Content need to have a column created manually in Grade Center. Instructors can 
manually create Tests, Quizzes, and Class Participation columns, for example. These columns then may be 
displayed to the Students and Observers. Once created, columns and their parameters can be modified by faculty. 
For example, columns can be renamed, be associated with a different Grading Period or a different Grading 
Schema. Faculty also control whether columns are displayed to Students and Observers. 
 

Sharing the Grade Center with Students 
Faculty control what Grade Center data is released to Students and when it is released. Any Grade Center column 
can be shown or not shown to Students. Columns that are available are displayed in the View Grades tool, the My 
Grades course tool, and can be displayed individually in the Report Card module. Columns that are not available 
will not display in any of these places. Grade Center statistics can also be made available to users or unavailable to 
users. If statistics are available with a column, they will be displayed when the column is displayed. There are 
multiple ways to make Grade Center columns available or unavailable to users depending on the task or workflow 
the Instructor is engaged in. Follow any of these sets of these steps below to control the availability of Grade 
Center columns. 

When adding a new Grade Center column: 
 
Step 1. Under Options, Show this column in My Grades, select Yes to allow students to view the column in My 
Grades, or No to make the column unavailable. 
Step 2. To Include this column in Grade Center calculations, select Yes. 
Step 3. Click Submit to save selections. 

 



LINCOLN MEMORIAL UNIVERSITY  

CENTER FOR TEACHING &  LEARNING 
BB GRADE CENTER 

 

  Bb Grade Center 26 July 2009 

 

 

When viewing the Grade Center page: 
 
Step 1. Click the Action Link in the desired column header to open the contextual 
menu. 

Step 2. Select Modify Column. 

Step 3. Change the availability options for the Column. 

Step 4. Click Submit to save changes. 

 
 
 
 

Automatically Generated Grade Center Columns 
All gradable items created for a Course through the Blackboard Learning System automatically generate columns in 
ǘƘŜ /ƻǳǊǎŜΩǎ DǊŀŘŜ /ŜƴǘŜǊΦ ¢ƘŜǎŜ ŎƻƭǳƳƴǎ ŀǊŜ ŜƭƛƎƛōƭŜ ŦƻǊ ǳǎŜ ƛƴ ŀƭƭ ƻŦ ǘƘŜ Grade Center operations. The following 
gradable items automatically generate a column:  
 

ω Discussion Boards ς Must have the forum settings set to grade the forum or forum 
thread. 
ω Assignments ς Assignments are added to Course Content and are graded manually. 

ω Surveys ς Surveys are automatically scored. Surveys can be included or excluded in 
summary Grade Center calculations. 

ω Assessments ς Assessments can be automatically scored online, in which case the 
grade is automatically entered in the Grade Center column. Assessments may also 
contain questions that need to be scored manually, such as an essay question, and 
require the grade to be entered manually. 
 

Manually Add  a Column in Grade Center 
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Follow these steps from the Grade Center page:

 
1. Click Add Grade Column in the Action Bar of the Grade Center. 
 
2. Enter a Column Name. This is a formal name for the column, and is displayed in the Grade 
Center if no Grade Center Display Name is entered. This field will only accept 15 characters. 
 
3. Enter a Grade Center Display Name. This appears as the column header in the Grade Center. 
This field will accept 15 characters in the column header. The Grade Center is the only area where 
this name is used. 
 
4. Enter a Description. A description will help Instructors and other graders identify the column. 
 
5. Select a Primary Display option from the drop-down menu. The default choice is Score. The 
format chosen is the primary or only (if no Secondary Grade is selected) format displayed for this 
Grade Item in the Grade Center. The selections are based on the Grading Schema, and there are 
default selections. For more information on Grading Schema, see Creating Grading Schemas. The 
following is the list of default selections: 
 

Score Percentage Text Complete/Incomplete Default Schema (Letter) 
 

6. Select a Secondary Display from the drop-down menu. This selection displays the secondary format for this 
Grade Item in the Grade Center. The Secondary Display is denoted by parentheses. The options, including the 
default or the options created by Grading Schema, are the same as the primary display choices. 
 
7. Select a Category from the drop-down menu. This associates the column to a Category. The default choice is No 
Category. 
 
8. Enter Points Possible. Denote the number of points assigned to this column. Nonnumeric entries are not 
accepted. 
 
9. Select a Grading Period. This will associate the column to a Grading Period. For more information on Grading 
Periods, see Creating Grading Periods. 
 
10. Creation Date This system-added field displays the date the Grade Item was created and cannot be edited. 
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11. Enter a Due Date. Select from the following: 
ω None ς there will be no due date for the Grade Item. 
ω Due On ςspecify the due date for the Grade Item, including month, day, and year. 
 

12. Set additional Options for the column by selecting the Yes or No radio button for the following: 
ω Include Column in Grade Center calculations ς the column is included in the 
possible selections of items when creating Calculated Columns, such as Weighted 
Grades Columns or Total Point Columns. 
ω Show this Column in My Grades ς Grades will appear in My Grades, View Grades, 
and the Report Card module when available. 
ω Show Statistics (average and mean) for this column in My Grades ς Includes 
statistical information with the grade value when shown to students. 
 

13. Click Submit to save. 

Adding a Calculated Grade Column 

In the Grade Center, an Instructor can calculate grades by combining multiple columns to attain performance 
results, such as class averages, final grades that are based on a weighted scale, or total points, and so on. 
Calculated Grade columns display performance results which can be displayed to students or remain accessible to 
only the Instructor, TA, or Grader. The possible Calculated Columns include the following: 

Weighted Grade Average Total Minimum/Maximum 

¢ƘŜǎŜ Ŏŀƴ ōŜ ǳǎŜŘ ŀǘ ǘƘŜ LƴǎǘǊǳŎǘƻǊΩǎ ŘƛǎŎǊŜǘƛƻƴ ǘƻ ŎǊŜŀǘŜ ŀƴȅ ŎŀƭŎǳƭŀǘƛƻƴ ǘƘŀǘ Ƴŀȅ ŦŀŎƛƭƛǘŀǘŜ ǘƘŜ LƴǎǘǊǳŎǘƻǊΩǎ 
organization, measurement, or vigilance of a Course. 

About Weighted Grades 

A Weighted Grade is a Calculated Column displays the calculated result of quantities and their respective 
percentages. A Weighted Grade can be displayed as a column in the Grade Center. Instructors control the visibility 
of the column in the Grade Center as well as controlling the release of the column to students and other users. 

For example, an Instructor may create a Weighted Grade column that calculates a midterm grade, in which each 
Category, such as Test, Survey, and Assignment are given a certain percentage of the final quarter's grade. 
Alternatively, the Instructor may create a Weighted Grade that is the final grade for a course, with the midterm 
and exams included in the Weighted Grade. 

Faculty can create any number of Weighted Grade columns, including Weighted Grade columns that include other 
Weighted Grade columns. For example (Quiz = 20%) + (Homework = 10%) + (Participation = 20%) + (Exam = 50%) = 
(Quarter Grade) (Quarter 1 = 25%) + (Quarter 2 = 25%) + (Quarter 3 = 25%) + (Quarter 4 = 25%) = (Year Grade) 
Instructors can create a Weighted Grade based on any column, or any Category in the Grade Center. 

Note:  Each Weighted Grade columns percentages must total 100%. 

Adding a Weighted Grade Column 

To create a Weighted Grade column in the Grade Center, follow these steps from the Grade 

Center View Spreadsheet: 

Step 1. Move the cursor over the Add Calculated Column icon in the Action Bar of the Grade Center.  
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Step 2. Select Weighted from the Action Link menu. Enter an 
Column Name. A required field, Column Name is formal name for 
the Item, and is displayed in the Grade Center if no Grade Center 
Display Name is entered. 

This field will only display the first 15 characters in the column 
header. 

Step 3. Enter a Grade Center Display Name. This appears as the 
column header in the Grade Center. This field displays 15 
characters in the column header. The Grade Center is the only area 
where this name is used. 

Step 4. Enter a Description. A description will help Instructors and 
other graders identify the Column. 

Step 5. Select a Primary Display option from the drop-down menu. 
The format chosen is the primary or only (if no Secondary Display 
is selected) format displayed for this Weighted Grade Item in the Grade Center. 

Step 6. Select a Secondary Display from the drop-down menu. This selection displays the secondary format for this 
Weighted Grade column in the Grade Center. The Secondary Display is denoted by parentheses. 

Step 7 . Select a Grading Period from the drop-down menu. This will designate to what Grading Period the column 
is associated. 

Step 8. Select the items to be included in the Weighted Grade Column, and enter the percentages for each column 
or Category to be included in the Weighted Grade. 

ω Columns to Select ς A list of all columns in the Grade Center. Select the Column and 
click the arrow to add it to the Weighted Grade column. 

ω Categories to Select ς A list of all Categories in the Grade Center. Select the category 
and click the arrow to add it to the Weighted Grade column. 

Step 9. After all columns and Categories have been selected, enter the percentage for each selection. When a 
Category has been selected, several other options appear: 

ω Select a Grading Period for the Category using the drop-down menu. This will only 
appear if a Grading Period has been created. Only columns within the selected 
Grading Period will be included in the Weighted Grade. 

ω Select how to weigh columns within the Category Equally or Proportionally. Choosing 
Equally applies equal value to all Columns within a Category. Choosing Proportionally 
applies the appropriate value to a Grade Item based on its points compared to other 
columns in the Category. 

ω Decide whether to drop high or low grades within the Category or use the lowest or 
highest value in the category. 

Note: To remove a selected Grade Item or Category from consideration, click the red άȄέΦ  A Grade column that is 
set to "no" for the Include in Grade Center Score. Calculations setting will not display in the selection list. 

Step 10. Calculate as a running total 

 ς Select Yes to calculate the weight as a running total to include only the Columns that have been graded.   

 ς Select No to include all items. 
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Step 11. Share Weighted Grade column with users. The following permissions can be selected to add the column 
to My Grades: 

ω LƴŎƭǳŘŜ /ƻƭǳƳƴ ƛƴ ǘƘŜ DǊŀŘŜ Center calculations ς Makes the Column available for use 
in other calculations. 

ω {Ƙƻǿ /ƻƭǳƳƴ ƛƴ aȅ DǊŀŘŜǎ ς Shows the column in My Grades. 

ω {Ƙƻǿ Statistics (average and median) to Studentsς Shows the Weighted Grade column 
statistics in My Grades. 

Step 12. Click Submit to save. 
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About Total Points Calculations  
A Grade Center Total Points column is a grade based on the cumulative points received, related to the points 
allowed. The following items can be selected to create a Total Points calculation and its column: 

ω All Grade Columns ς All individual Grade Columns added to the Grade Center. 
ω Grade Columns in a Grading Period ς All Grade Columns that have been added to a 
Grading Period. 
ω Selected Gradable Columns and Categories ς Any grade Columns and any or all 
Categories. 
 

For example, a faculty member may create a column to determine the a midterm grade by creating a Grade Center 
Total Points column that includes all of the columns in the first part of a Grading Period. Alternatively, an Instructor 
can create a Grade Center Total Points column that displays the percentages of a particular Grade Center column , 
or a Category or Categories. 

Creating a Total Points Column 
To create a Total Points column in the Grade Center, 
follow these steps:  
Step 1. Move the cursor over the Add Calculated Column 
icon in the Action Bar of the Grade Center. 

Step 2. Select Total from the Action Link menu. 

Step 3. Enter a Column Name. A required field, Column 
Name is formal name for the Item, and is displayed in the 
Grade Center if no Grade Center Display Name is entered. 
This field displays 15 characters in the column header. 

Step 4. Enter a Grade Center Display Name. This appears 
as the column header in the Grade Center. This field will 
only display the first 15 characters in the column header. 
The Grade Center is the only area where this name is 
used. 

Step 5. Enter a Description. A description will help 
Instructors and other graders identify the Column. 

Step 6. Select a Primary Display option from the drop-down menu. The format chosen is the primary or only (if no 
Secondary Display is selected) format displayed for this Total Points Item in the Grade Center. 

Step 7. Select a Secondary Display from the drop-down menu. This selection displays the secondary format for this 
Total Points column in the Grade Center. The Secondary Display is denoted by parentheses. 

Step 8. Select a Grading Period from the drop-down menu. This will designate to what Grading Period the column 
is associated. 

Step 9. Select the items to be included in the Total Points column. Possible selections include the following: 

ω !ƭƭ DǊŀŘŀōƭŜ /ƻƭǳƳƴǎ 

ω !ƭƭ DǊŀŘŀōƭe Columns in a Grading Period and select a Grading Period from the dropdown 
menu. This will not display unless a Grading Period has been created. 

ω {ŜƭŜŎǘŜŘ DǊŀŘŀōƭŜ /ƻƭǳƳƴǎ ŀƴŘ /ŀǘŜƎƻǊƛŜǎ {ŜƭŜŎǘ ǘƘŜ LǘŜƳǎ ŦǊƻƳ ǘƘŜ ǘŜȄǘ ōƻȄ ŀƴŘ click on the 
arrow. Select the Categories from the text box and click on the arrow. 
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Note:  ¢ƻ ǊŜƳƻǾŜ ŀ ǎŜƭŜŎǘŜŘ ƛǘŜƳ ŦǊƻƳ ŎƻƴǎƛŘŜǊŀǘƛƻƴΣ ŎƭƛŎƪ ǘƘŜ ǊŜŘ άȄέΦ 

Step 10. Calculate as a running total ς Select Yes to calculate the weight as a running total to include only the 
Columns that have been graded. Select No to include all items. 

Step 11. Share Total Points column with users. The following selections can be made to share column information 
with users: 

 Include Column in the Grade Center score calculations ς Makes the column available for use in 
other calculations 

 Show Column in My Grades ς Shows the column in My Grades 

 Show Statistics (average and median) for this column in My Grades ς Shows the Total Points 
column statistics in My Grades 

Step 12. Click Submit to save. 

About Average Grade Columns 
An Average Grade column displays the average for any number of quantities. An Average Grade Column can 
include any the following non-text columns: 

ω !ƭƭ DǊŀŘŜ /ƻƭǳƳƴǎ ς All individual Grade columns added to the Grade Center. 
ω DǊŀŘŜ /ƻƭǳƳƴǎ ƛƴ a Grading Period ς All Grade columns that have been added to a Grading Period. 
ω {ŜƭŜŎǘŜŘ DǊŀŘŀōƭŜ /ƻƭǳƳƴǎ ŀƴŘ /ŀǘŜƎƻǊƛŜǎ ς Any Grade columns and any or all Categories. 

 
For example, the faculty member can display the average 
for all Tests, or display the average grade for each Student 
for a grading period. Any Categories that contain items 
that are set to No for the Include in Grade Center 
calculations setting will ignore those items when figuring 
the Average Grade. 

Creating an Average Grade Column 
To create an Average Grade and its column in the Grade 
Center, follow these steps from the Grade Center View 
Spreadsheet. 
 
Step 1. Move the cursor over the Add Calculated Column 
icon in the Action Bar of the Grade Center. 

Step 2. Select Average from the Action Link menu. Enter 
an Column Name. A required field, Column Name is formal 
name for the Item, and is displayed in the Grade Center if 
no Grade Center Display Name is entered. This field will 
only display the first 15 characters in the Column header. 

Step 3. Enter a Grade Center Display Name. This appears as the column header in the Grade Center. This field will 
display 15 characters in the column header. The Grade Center is the only area where this name is used. 

Step 4. Enter a Description. A description will help Instructors and other graders identify the column. 

Step 5. Select a Primary Display option from the drop-down menu. The format chosen is the primary or only (if no 
Secondary Display is selected) format displayed for this Average Grade column in the Grade Center. 

Step 6. Select a Secondary Display from the drop-down menu. This selection displays the 

secondary format for this Average Grade column in the Grade Center. The Secondary 
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Display is denoted by parentheses. 

Step 7. Select a Grading Period from the drop-down menu. This will designate to what Grading 

Period the column is attributed. 

Step 8. Select the columns to be included in the Average Grade column. Possible selections 
include:  

 All Gradable Columns 

 All Gradable Columns in a Grading Period and select a Grading Period from the 
dropdown menu; this will only display if a Grading Period has been created. 

 Selected Gradable Columns and Categories Select the Items from the text box and click 
on the arrow. 

 Columns to Select ς A list of all Columns in the Grade Center. Select the Column and 
click the arrow to add it to the Average Grade column. 

 Categories to Select ς A list of all Categories in the Grade Center. Select the category 
and click the arrow to add it to the Average Grade column. 

 
When a Category has been selected, several other options appear: 

 Select a Grading Period for the Category using the drop-down menu. This will only be available if a 
Grading Period has been created. 

 Select how to weigh Columns within the Category Equally or Proportionally. Choosing Equally applies 
equal value to all gradable items within a Category. Choosing Proportionally applies the appropriate value 
to a Grade Item based on its points compared to other Columns in the Category. 

 Decide whether to drop high or low grades within the Category or use the lowest or highest value 

 in the category. 
 
Note: ¢ƻ ǊŜƳƻǾŜ ŀ ǎŜƭŜŎǘŜŘ ƛǘŜƳ ŦǊƻƳ ŎƻƴǎƛŘŜǊŀǘƛƻƴΣ ŎƭƛŎƪ ǘƘŜ ǊŜŘ άȄέΦ 
 
Step 10. Select to Calculate Average as a running total. Selecting to calculate the average as a running total will 
only include the Grade Columns that have been graded. Select Yes or No. 

Step 11. Share Average Grade column with users. The following selections can be made to share 

column information with users: 

Include Column in the Grade Center score calculations ς Makes the column available for use in other calculations 

 Show Column in My Grades ς Shows the column in My Grades 

 Show Statistics (average and median) for this column in My Grades ς Shows the Average Grade column 
statistics in My Grades 

Step 12. Click Submit to save. 

About Minimum/Maximum Columns  
A Minimum or Maximum Grade column displays either the minimum or maximum grade for a selection of 
Columns. This column can be displayed to the Students or just the Instructor. In creating a Minimum/Maximum 
Grade column, the Instructor can select from the following:  

ω !ƭƭ DǊŀŘŜ /ƻƭǳƳƴǎ ς All individual Grade Columns added to the Grade Center. 
ω DǊŀŘŜ /ƻƭǳƳƴǎ ƛƴ ŀ DǊŀŘƛƴƎ tŜǊƛƻŘ ς All Grade Columns that have been added to a Grading 
Period. 
ω {ŜƭŜŎǘŜŘ DǊŀŘŀōƭŜ Columns and Categories ς Any Grade Columns and any or all Categories. 

 
For example, the faculty member may choose to find the minimum scores of all the Tests from a Grading Period 
and display it only to the Instructor. 
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Creating a Minimum/Maximum Column  
To create a Minimum/Maximum Grade Column, follow 
these steps: 
 
Step 1. Move the cursor over the Add Calculated 
Column icon in the Action Bar of the Grade Center. 

Step 2. Select Minimum/Maximum from the Action 
Link menu. Enter an Column Name. A required field, 
Column Name is formal name for the Item, and is 
displayed in the Grade Center if no Grade Center 
Display Name is entered. This field will display 15 
characters in the Column header. 

Step 3. Enter a Grade Center Display Name. This 
appears as the column header in the Grade Center. 
This field will only display the first 15 characters in the 
column header. The Grade Center is the only area 
where this name is used. 

Step 4. Enter a Description. A description will help 
Instructors and other graders identify the column. 

Step 5. Select a Primary Display option from the drop-down menu. The format chosen is the primary or only (if no 
Secondary Display is selected) format displayed for this Minimum/Maximum Grade in the Grade Center. 

Step 6. Select a Secondary Display from the drop-down menu. This selection displays the secondary format for this 
Minimum/Maximum Grade column in the Grade Center. The Secondary Display is denoted by parentheses. 

Step 7. Select a Grading Period from the drop-down menu. This will designate to what Grading Period the column 
is associated. 

Step 8. Select the Calculation Type Minimum or Maximum. 

Step 9. Select the items to be included in the Minimum/Maximum Grade Column. Possible selections include: 
ω !ƭƭ DǊŀŘŀōƭŜ /ƻƭǳƳƴǎ 
ω !ƭƭ DǊŀŘŀōƭŜ /ƻƭǳmns in a Grading Period and select a Grading Period from the dropdown 
menu. This will not display unless a Grading Period has been created. 
ω {ŜƭŜŎǘŜŘ DǊŀŘŀōƭŜ /ƻƭǳƳƴǎ ŀƴŘ /ŀǘŜƎƻǊƛŜǎ {ŜƭŜŎǘ ǘƘŜ LǘŜƳǎ ŦǊƻƳ ǘƘŜ ǘŜȄǘ ōƻȄ ŀƴŘ 
click on the arrow. Select the Categories from the text box and click on the arrow. 

Note: ¢ƻ ǊŜƳƻǾŜ ŀ ǎŜƭŜŎǘŜŘ ƛǘŜƳ ŦǊƻƳ ŎƻƴǎƛŘŜǊŀǘƛƻƴΣ ŎƭƛŎƪ ǘƘŜ ǊŜŘ άȄέΦ 

Step 10. Calculate as a running total ς Select Yes to calculate the weight as a running total to include only the 
Columns that have been graded. Select No to include all Columns. 

Step 11. Share Minimum/Maximum Grade column with users. The following selections can be made to share 
column information with users: 

Include Column in the Grade Center score calculations ς Makes the column available for use in other calculations 

ω {Ƙƻǿ /ƻƭǳƳƴ ƛƴ aȅ DǊŀŘŜǎ ς Shows the column in My Grades 

ω {Ƙƻǿ Statistics (average and median) for this column in My Gradesς Shows the 
Minimum/Maximum Grade Column statistics in My Grades. 

Step 12. Click Submit to save. 
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Creating Reports  
 
Reports can be created for Courses and Students. For example a faculty member can create a Report, like a 
progress report, that contains all of the grades from a particular marking period for a defined group of Students in 
a class, such as transfer students. This Report can then be printed, given to each student, advisor, or dean. 
 
Reports can display all or a number of students or groups; Grade Columns or Calculated Columns, a Grading 
Period, or all of the columns in a Category. 
 
Reports can be customized in a variety of ways, including Report header and footer information. 
 
Reports can also include a signature line, date, Course Information, and so on. 
 
Reports print one Student per page. 

Creating a Report  
To create and print a read-only Report, follow these steps: 

Step 1. In the Grade Center, in the Action Bar, click Reports.  
Step 2. Select from the following possibilities to be included in 
the Header Information of the report: 
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Header Information Description 

Report Name* Displays a title for the Report 

Date* Displays the Date of the Report creation on the 
Report 

Institution Name* Displays the default Institution Name on the Report 

Course Information* Displays the Course Name and Course ID 

 

Instructor Names Displays the Instructor Name on the Report 

TA Names Displays the TA names on the report 

Custom Text* Entered any desired text into the textbox 

*Identifies where text may be edited or modified. 

Step 3. Select the Students to be included in the Report:  

ω All Users This will include all students in the Course on the 
Report. 

ω Selected Users Select one or more students in the course. Note: 
To choose more than one students, press and hold Ctrl + click the 
names. 

ω All Students in Group Select a Group to be included in the 
report. Note: A Group must be created before It will appear and 
be an option when creating a Report. 

 
Step 4. Select from the following possibilities for the Student 
Information to be included in the 
report:  
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Step 5. Select the Grade Column or Calculated Column to be included in the Report. The 

following selections are possible: 

Column Description 

All Grade Center 
Columns 

Select to include all of the Grade Center columns in the 
Report. 

All Columns in 
Grading 
Period 

 

Select to display all of the columns of a particular 
Grading Period in the Report. 

All Columns in 
Category 

Select to display all of the columns of a particular 
Category. Select a Category to display the Categoryôs 
columns. 

Selected Columns 
Select the desired columns to be displayed in the 
Report. 

Include hidden 
Columns 
in Report 
 

This displays any column that was hidden from the 
Grade Center view. 

 
 

Step 6 . Select the column information to be included in the Report. This is the information that is 
associated with a particular Grade Column or Calculated Column. This information was 
created during the creation of a column.  
 
Note: The Column Name and Current Grade will display automatically in the Report, and these cannot be 
removed. 

 
ω Description -- Select to display the 
ŎƻƭǳƳƴΩǎ ŘŜǎŎǊƛǇǘƛƻƴ ƛƴ ǘƘŜ wŜǇƻǊǘΦ 

ω Due Date -- Select to display the 
ŎƻƭǳƳƴΩǎ 5ǳŜ 5ŀǘŜ ƛƴ ǘƘŜ wŜǇƻǊǘΦ 

ω Statistics -- Click and then select to 
display the class Average, Median, 
or Both for each Calculated Column 
of Grade Column included in the 
Report. 
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Step 7. Select the Footer Information to be included in the footer of the report. It includes the following: 

 ω /ǳǎǘƻƳ ¢ŜȄǘ {ŜƭŜŎǘ ŀƴŘ ǘƘŜƴ 
enter any desired text to be 
displayed in the footer section of 
the Report 

ω {ƛƎƴŀǘǳǊŜ [ƛƴŜ {ŜƭŜŎǘ ǘƻ display a 
signature line on the report. 

ω 5ŀǘŜ {ŜƭŜŎǘ ǘƻ ŘƛǎǇƭŀȅ ǘƘŜ wŜǇƻǊǘ 
creation date on the Report. This 
can be edited. 

ω /ƻǳǊǎŜ LƴŦƻǊƳŀǘƛƻƴ {ŜƭŜŎǘ ǘƻ 
display the Course Name and 
Course ID on the Report. 

Step 8. Click Preview to open the Report in a new browser window, leaving the Report creation browser open as 
well. 

Step 9. Click Submit. This will display the report in a new browser window, but the Report creation browser will 
return to the Grade Center page. 

Step 10. Print the report using the ōǊƻǿǎŜǊ ǿƛƴŘƻǿΩǎ ǇǊƛƴǘ ŦǳƴŎǘƛƻƴ. 
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Manage Items  

The Manage Items option allows the instructor to modify Grade Center items and select the order for them to 
appear in the Grade Center.  

 

Once created, Grade Center columns can be modified to reflect any desired changes. Columns 
added to the Grade Center from an external file must be modified from a text column to another 
type and have the number of points possible entered in order to be used to calculate grades. 
 

Follow these steps to modify a column: 
 

1. Click on the Action Link   in the desired 
column header (see red highlighted area 
above). 

2. Click Modify Column.  

3. Make desired changes (Any item shown in 
the figure to the right may be modified.) 

4. Click Submit to save changes. 
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ü Set Order  
1. Click dropdown menu to the left of the item.  

2. Choose the order in which the item is to appear, 
 with 1 appearing at the top of the list.  

3. Click submit. 
 

ü Modify Grade Center Item  
1. Identify the item you wish to modify.  

2. Click the Modify button to the far right of the  

page.  

3. Change information in an area.  

4. Click Submit.  
 

ü Remove Grade Center Item  
1. Identify the item you wish to modify (in the manage items screen).  

2. Click the Remove button to the far right of the page.  

3. WARNING: You cannot retrieve an item once it is removed.  

4. Click Submit.  

Notes:   
1) Items that are currently deployed in a content area (whether available to students or not) will not have a 
άǊŜƳƻǾŜέ ōǳǘǘƻƴΦ ¢ƘŜ ƛǘŜƳ Ƴǳǎǘ ŦƛǊǎǘ ōŜ ǊŜƳƻǾŜŘ ŦǊƻƳ ǘƘŜ ŎƻƴǘŜƴǘ ŀǊŜŀΣ ǘƘŜƴ ǊŜǘǳǊƴ ǘƻ ǘƘŜ ƳŀƴŀƎŜ ƛǘŜƳ ǿƘŜǊŜ 
the remove button will now be present which will allow the item to be removed from the Grade Center. 

2) Only Grade Center Items that were added in the Grade Center can be removed on this page.  
 
Sending Email from the Grade Center 
Overview 
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Instructors can communicate using Email with Students, their Observers, and others from within 
the Grade Center. This form of direct contact allows instructors to actively communicate with 
relevant parties while engaged in grading in the Grade Center. Such immediate feedback can 
quickly lead to intervention if required, promoting positive outcomes for students. 
Sending Email from the Grade Center 
Email can be sent from the Grade Center in two different ways, depending on whom the 
Instructor would like to contact. 
To send mail to a group of selected students, the students and their observers, or just the 
observers for the selected students, follow these steps: 
1. From the Grade Center page, select Students in the Grade Center by checking the box 
adjacent to their names. 
2. Click Email in the Action Bar. 
3. From the Action Link menu, select the type of recipients, Selected Students, Selected 
Students and their Observers, Observers for Selected Students, or Other. 
4. Fill in the Subject and Message fields on the Send Mail page. 
5. If a Return Receipt is desired, select the check box. 
6. Click Attach a file to include an attachment to the message. 
7. Click Submit. 

Grade Center Settings  

 

The Grade Center settings page allows the instructor to: 

V change the way student grades are displayed,  
V set the values for the grades, and  
V control the way grades are displayed.  
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Items in the Grade Center are categorized, allowing you to: 
ω {ƻǊǘ ŀƴŘ CƛƭǘŜǊ LǘŜƳǎ ōȅ ŎŀǘŜƎƻǊȅ 
ω ²ŜƛƎƘǘ ŎŀǘŜƎƻǊƛŜǎ ŘƛŦŦŜǊŜƴǘƭȅ 
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Column Settings 

 
1. Click Column Settings from the Grade Center Settings area,  

 
2. Choose one of the spreadsheet display 
options:  
Á Name: Last, First (this is the default 

display)  

Á Name: First, Last  

Á Username  

Á Student ID  
  
3. Click Submit.  
 

You can also Manage Grade Center 
Categories (Add new categories) and 
Manage Display Options (Letter, Score, 
etc.) from the Grade Center Settings area.  

Weight by Category  

When weighting by category, the category 
weight is divided equally among all items in 

that category. If an item has been excluded from calculations, it will not be included in the Weighted Total for 
Weight by Item or Weight by Category. If Running Weighted Total is used, then items which need Grading or have 
not yet been attempted will not be included in calculations. 

Select Weight by Category to weight 
grades by the category they are 
assigned. For example, all 
Assignments will have the same 
weight and all Quizzes will have the 
same weight. Enter the percentage 
to weight each category in the 
boxes to the left. This is the 
recommended method of weighting 
grades.  
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Weight by Item  

Select Weight by Item to weight grades by name as they are defined in the Grade Center. For example, the mid-
term exam can be weighted differently than the final exam. Enter the percentage to weight each item in the boxes 
to the left.  

 

Weight Grades  

Instructors can set a weight for each Grade Center item to determine a final grade. For example, a final exam may 
ōŜ ǿƻǊǘƘ нр ǇŜǊŎŜƴǘ ƻŦ ŀ {ǘǳŘŜƴǘΩǎ ƎǊŀŘŜ ǿƘƛƭŜ ŀ ǊŜŀŘƛƴƎ ǉǳƛȊ Ƴŀȅ ōŜ ǿƻǊǘƘ ƻƴƭȅ мл ǇŜǊŎŜƴǘΦ LƴǎǘǊǳŎǘƻǊǎ Ŏŀƴ ŀŘƧǳǎǘ 
Grade Center weights according to category or item  

1. Click Control Panel.  

2. Click Grade Center.  

3. Click Weight Grades.  
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Download Grades 

 

Faculty can download and save a Grade Center for use in a spreadsheet program or as a comma-delimited file. This 
file, or Grade Center items in this file, can be uploaded to a Grade Center at a later date. It is recommended that 
the instructor keep the permanent record of student grades outside of Blackboard as well in case there is a 
problem with the Blackboard server.  

Step 1:  Click Download Grades.  
Step 2:  Select the delimiter type for the downloaded file  TAB (Note: Microsoft Excel files are tab delimited. XLS 
tab-delimited files can be opened directly in Excel).  
Step 3:  Click Submit. 

 
Step 1:  Click the Download button to begin the download.  
Step 2:  Select the Save button to save the file to your local computer C: drive or jumpdrive. Suggested file names 
would include the course name, semester and date (e.g., FIN200SP09MAR30).   

 
NOTE:  It is recommended that you save your Grade Center ǊŜƎǳƭŀǊƭȅ ŀǎ ŀ ōŀŎƪǳǇ ŀƴŘ ǊŜŎƻǊŘ ƻŦ ǎǘǳŘŜƴǘǎΩ 
progress within your course as a precautionary measure against server failure. 
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To view the downloaded Excel file  
 
Step 1:  Open Microsoft Excel. 
Step 2:  Click the Office Button, Open File. 
Step 3:  Locate the saved Grade Center file that you saved either on your computer or jumpdrive. 
Step 4:  Select the saved Grade Center file.  
 

NOTE: The Total and Weighted Total 
columns are included in a Grade Center 
download. However, these columns will 
not be included in a Grade Center upload, 
because they are generated by calculations 
within the Grade Center. The instructor 
cannot manipulate the date for these 
areas. 

Entering Student Grades  

 
Step 1:  Click on Grade Center Views.  

Step 2:  Click on the Title of the Grade Center item (the 
column heading).  

Step 3: Click on Item Grade List.  

Step 4: Enter the students' grades into the blanks provided. 
Tip: Press the TAB key to move from one blank to the next.  

Step 5:  Click Submit.  
 
Note: Instructors can also enter grades for individual students by clickiƴƎ ƻƴ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƴŀƳŜ ƛƴ ǘƘŜ Grade 
Center and selecting User Grade List link.  
 

Dropping the Lowest Grade  
 
By using the weighted totals feature in the Grade Center, you can drop the lowest grade and Blackboard excludes 
that grade from the final running total. Unfortunately, Blackboard does not automatically drop the lowest grade. 
You will have to go in and "reset" the lowest grade so Blackboard thinks that that grade has not been submitted. 
This is a two phase process the first of which is setting up the Running Weighted Totals Column and the second is 
to drop the lowest grade. 

Phase 1: Set up the Running Weighted Totals Column 
 
Step 1. From the Grade Center, click on the column "Weighted Total" link at the far right side of the Grade Center. 

 
Step 2. Click on Item Information. 
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Step 3. /ƭƛŎƪ ǘƘŜ ¸Ŝǎ ōǳǘǘƻƴ ƴŜȄǘ ǘƻ ά9ȄŜƳǇǘ ƛǘŜƳǎ ǘƘŀǘ ƘŀǾŜ ƴƻǘ ōŜŜƴ ƎǊŀŘŜŘΦέ 

 

 
 
Step 4. Click Submit. 
 

Step 5. Return to the Grade Center. Your last column should now show:  (Running Weighted Total). 

Phase 2: Drop the Grade 
 
Step 1. Starting with the first student, determine which grade is the lowest and then click on the grade (it should 
be a link). 

 

Step 2. The Modify Grade page appears. On the far right side, click on the  button. 
 

The grade is cleared. Do not put a zero in the Grade Center. A zero will tell the Grade 
Center that the score was zero and include that zero in the final grade. Clearing the 
attempt tells the Grade Center that this grade has not been entered and therefore 
ignores it. 
 

Step 3. If you are dropping the two lowest grades, repeat this process for each grade. 

  








