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Grade Center
Introduction



Where is the Grade Center?

As an instructor in any 
Blackboard course, 
you can access the 
Grade Center by going 
to Control Panel 
Grade Center  Full 
Grade Center. 



Quick Tour

A large majority of the functionality in the grade center is 
controlled by the Tool Bar across the top. 



Quick Tour

What can be done from this tool bar?
• Create Manual Grade Center Columns
• Create Calculated Columns (Average, Min, 

Max, Total, Weighted)
• Manage Organization of Columns
• Manage Categories/Grading Periods
• Create Grade Reports
• View Grade History
• Download Your Grade Center



Quick Tour

The Grade Center is set up in a basic “spreadsheet” type 
format. Assignment columns are listed horizontally across the 
top of the grid, student names are listed vertically down the 
left side of the grid. 

Assignment Names

Student Names

TIP: Clicking on the column heading of any column in the Grade Center 
will sort the grade center by that column. 



Quick Tour

Here are some symbols you are 
likely to see in the Grade Center 
and what they mean. 

The one that you will likely see 
most often will be the “Needs 
Grading” symbol. 



What You See  (Instructor)

(Basically…. Everything!)



What They See  (Student)

Want to see EXACTLY 
what students see? Turn 
on Student Preview 
mode and click on the 
MY GRADES link from 
the main course menu.



Hidden Columns?

Please DO NOT hide columns in your grade center unless you 
absolutely just have to! If you want to hide a column, ask yourself if 
you really need to keep it in the grade center or not. 



Hidden: Instructor vs. Student

If you absolutely must hide a column, 
make sure you do it in the correct 
order!  Hide the column from 
students FIRST. Then hide it from 
instructor view.   If you just hide the 
column from instructor view, 
STUDENTS CAN STILL SEE IT ON THEIR 
END! 

(1)

(2)



Column Creation
& Management



Grade Center Columns

There are three different types of columns that you can have in a 
Blackboard Grade Center: 

• Automatic columns – these are created automatically by 
blackboard assessment tools. Tests, Assignments, and 
Surveys automatically create columns when they are 
created/deployed.  Discussion Boards, Journals, Blogs, and 
Wikis have the option to have a column created only if 
grading is turned on. 

• Manual Columns – these columns are created by the user 
and have no link to any BB tool. These columns should only 
be used when necessary. 

• Calculated Columns – these columns create calculated 
numbers in Blackboard and cannot be manually overriden. 



Organize the Order!

Want to re-arrange the 
order that columns appear 
in your grade center (left-
to-right for instructor 
view, top-to-bottom for 
student view)?

Go to Manage  Column 
Organization.  



Organize the Order!

Column organization can be achieved by dragging-dropping columns 
(using the icon on the left of the column name) in the desired order 
OR using the keyboard-accessible order arrangement tool (located in 
the upper-right corner). 



Download Grades



Download Grades

Want to keep a copy of your course grades outside of Blackboard 
for your own personal records or to create grade reports / 
comparisons with?  Use the Download option in Full Grade Center 
view by selecting Work Offline  Download.  This will create a 
downloadable Excel file. 



Written and Audio 
Feedback to Students



Written Feedback

When grading student work, it is 
important to consider giving them 
more than just a numerical grade as 
feedback. All grade cells in 
Blackboard all for instructors to 
leave written feedback for students. 

IMPORTANT:

Students only see written 
comments from the Feedback to 
Learner box.  They will not see 
anything you type into Grading 
Notes (that is private for only you as 
the instructor)



Audio Feedback (NEW!)

Audio feedback is a NEW feature (as of May 2019) that allows 
instructors to record audio/feedback to students in place of or as a 
supplement to written feedback.  Look for the microphone icon. 



Feedback Student View

When students are looking at the MY GRADES area of their 
Blackboard course, they will see a teal icon that looks like a comment 
bubble beside any grade where an instructor has left feedback. 
Clicking on the icon will expand the feedback information.  



Creating a Weighted
Total



Weighted Totals

Why Create a Weighted Total?
• Weighted totals allow instructors to maintain a consistent point grading 

structure across all assignments (ie, everything on 100 point scale) but allow 
individual assignments or groups of assignments to have a bigger overall 
impact on student overall course grades (for example, unit exams can 
impact student grades more than daily quizzes). 

Why create a weighted total using category weighting instead of individual 
column weighting?
• Creating weighting by category allows for flexibility in assignment offering 

during the semester term. Assigning a weight to a category will equally or 
proportionately assign a distributed weight to each assignment that belongs 
to the category. If assignments get removed or added, the weight 
distribution changes automatically without you having to make significant 
changes to your grading structure.



Step 1: Create Your Categories

In your course in Blackboard, go to Control Panel  Grade 
Center  Full Grade Center.

Click on Manage  Categories



Step 1: Create Your Categories

Click on Create Category to create your categories. 

Recommendation: It is recommended that you create your own categories (rather than 
using Blackboard’s categories) and it is recommended that you use a * in front of each 
category name. Doing this will group your categories together and make them easier to 
identify when they’ve been assigned in the Column Organization area.  



Step 2: Assign Weights to Categories

In the Full Grade Center, click on Create Calculated Column 
Weighted Column.



Step 2: Assign Weights to Categories

Give your column a name (required) and leave the Primary Display 
as “Percent”. Scroll to the bottom to locate the area called “Select 
Columns”.



Step 2: Assign Weights to Categories

Because you’ve created categories, you will use the box in the 
bottom-left corner. Select your categories from the box and use 
the > button to push them over to the right.



Step 2: Assign Weights to Categories



Step 2: Assign Weights to Categories

Type your category weight beside each category. Make sure to 
select “Equally” or “Proportionately” depending on what works 
best for you.



Step 3: Assign Categories to Assignments

In the Full Grade Center, go to Manage  Column Organization



Step 3: Assign Categories to Assignments

Place a check mark beside each column that belongs in the same 
category. 



Step 3: Assign Categories to Assignments

Go to Change Category To and select one of your categories from 
the list.



Step 3: Assign Categories to Assignments

Repeat this process until all of your columns have one of your 
categories assigned to them. You can see when you’re done by 
looking  at the “Category” column.  



Step 3: Assign Categories to Assignments

NOTE
Calculated columns CAN NOT have their category changed. 

If you need to apply 
weight to a calculated 
column, you will need to 
add it to the weighting 
individually as a column 
rather than as part of a 
category.



Color Coding



Color Coding

You can use color coding as a way to help you easily identify students 
that are at-risk (grade wise) in a course.  It can also help you easily 
pinpoint when new assignments have been submitted. 

IMPORTANT:
Students DO NOT 
see color coding. 
Users with the 
Instructor/TA role 
are the only ones 
that can see color 
coding. 



Color Coding

To set up color coding schemas, you can go to Manage  Grading 
Color Codes. 



Color Coding

Toggle color coding on and off as desired. 



Smart Views



Smart Views

Smart views allow instructors to 
create customized views of their 
grade center based on a wide variety 
of customizable criteria. 



Smart Views: Example

Smart view that shows a single child course that is part of a merged 
course section. 



Smart Views: Example

Smart view that will show students that are at-risk / underperforming 
in a course based on a total point value. 



Smart Views: Example

Smart view that will show all students and grade center columns 
where work has been submitted that needs grading. 



Grade History / Reports



Grade Reports

Have students in your 
course that need a grade 
report? Create 
customizable grade reports 
for all or select students. 



Grade History

Ever accidentally remove a grade that you didn’t mean to?  Ever 
accidentally delete a column of graded student work?   Use grade 
history to retrieve some of that information back!



Live Demo



QUESTIONS?



Thank you for
Attending!

If you have any additional questions about 
this training or if you would like a copy of the 
video recording from today, please email me 
at ocglobal@odessa.edu ! 

A copy of this recording will be made available on our Click Here 
For More blog post titled First Friday 2019/2020.

http://ocglobalprojects.com/ClickHereForMore/index.php/2018/08/31/first-friday-2018-2019/
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