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Objectives

1. Identify the basic features of a course’s Grade Center

2. Create a column and enter a student’s grade data and feedback

3. Identify how Total or Weighted Total columns differ and function

4. Adjust column settings and their column organization

5. Understand how the My Grades  tool displays grades to students

6. Apply best practices for managing the grading process
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Faculty provide grade feedback to students throughout the semester by using a course’s Grade 

Center. In this presentation, you will review how to:
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Instructors use 

the Control 

Panel 

to access the 

Grade Center

Students are automatically 

added to your course’s Grade 

Center based on enrollments.

Grade Center Tools Menu – You will use these 

tools to create and manage your columns.

By default you are given 2 

calculated columns; you 

may customize them and 

add your own columns.

Students view 

their own 

grades using 

the My Grades

button in the 

course menu

Click the Icon Legend to review 

the meaning of symbols you 

might see in the Grade Center

Identify Basic Features of Grade Center



1. Click the “Create Column” button. A form will appear.

2. In the “Column Name” field, Give the column a short, distinct name.

3. In the “Description” field, give the column a short, meaningful description.

4. In the “Primary Display” box, choose your preferred data-entry format.

5. In the “Points Possible” box, type the total points possible for the assessment

6. In the “Options” list, review the column options; make adjustments if desired.

7. Click “Submit” to create the column. The new column will be added to the end of the Grade Center.

For more in depth instructions, see http://goo.gl/TykYFy.  

Please note that columns that you create manually do not collect student submisions and can be deleted.
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Creating a Column Manually
For assessments you collect or perform outside Blackboard, you may create your own columns in 

the Grade Center to record grades through this process:

http://goo.gl/TykYFy
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Blackboard Assessment Columns
When you create an assessment that the student completes within Blackboard, such as an online 

test, assignment, or graded forum, a column is automatically created in the Grade Center for you.

For more information about creating online assessments, please see the tutorials on the 

Blackboard Faculty Support website (http://edtechnews.matc.edu/bb_support/).

http://edtechnews.matc.edu/bb_support/


Entering Just a Grade 
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Click your mouse inside a student’s grade cell . It will become 

editable. Type the grade in the expected format . When done, push 

the Enter key on your keyboard to save the grade.

Entering a Grade and Feedback

Roll your mouse over the student’s grade cell and click 

the gray context arrow that appears. In the context 

menu, select “View Grade Details”.  

In the “Grade Details” form, you may enter a grade, type 

feedback, and attach a file. When done, click “Submit” 

to post the grade.

Entering Grades & Feedback



Total and Weighted Total are Calculated Columns that automatically calculate a final grade based 

on grades you enter in other columns. However, they use different formulas to arrive at a final 

grade.
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EXAMPLE CALCULATIONS

Total Calculation:  (100+95.50+82)/300 = 277.50/300 = 92.50%  

Weighted Total Calculation: ( 100%* 25%)+(95.5%*25%)+(82%*50%)*100 = 89.88%
For a more detailed example, please see: http://goo.gl/3ElTwy 

Identify How Total/Weighted Total Work

Total Column – Sums the total points earned out of points possible in the course. The total column can display a 

grade as a raw numeric score, percentage, or letter grade by editing the column’s information.

Weighted Total Column – A more complex calculation of a percentage based on assigning weights to 

individual columns or categories of a column. This is done to give more or less importance to particular assessments 

when calculating a final grade. The use of a weighted total is completely optional.

http://goo.gl/3ElTwy
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Editing a Column’s Information
You may edit a column’s settings and display options by accessing the column’s context menu at 

the head of the column.

Mouse-over the head of the column and click 

the context button     that appears. Then, select 

EDIT COLUMN INFORMATION.

On a column’s “Edit Column Information” page, you may edit:

• Primary and secondary display formats

• Category

• Grading information and due date

• Visibility to students

• Inclusion in grade center calculations

* Please note that some features of a Blackboard assessment’s column are not 

editable through the “Edit Column Information” screen (Ex: A test’s point value).



8

Hiding Or Excluding Columns
You may edit a column’s visibility and inclusion in grade center calculations by editing the 

column’s information, as mentioned on the previous slide.

1. On the EDIT COLUMN INFORMATION page for the 

column, scroll down to OPTIONS.

2. Set INCLUDE COLUMN IN GRADE CENTER 

CALCULATIONS and SHOW COLUMN TO STUDENTS to 

NO.

3. Click a SUBMIT button to save your changes.

REMEMBER: Columns that you have hidden from students will 

be marked with the        icon.

To hide the column from students and 

exclude from Total or Weighted Total 

columns,  set these to “No”.
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Rearranging Column Order

To rearrange the order of the columns in 

your view of the grade center, go to the Grade Center’s 

Manage button and select Column Organization.

On the Column Organization page, click 

and drag columns into your preferred 

order. Then, click “Submit” to save your work.

CLICK

PLEASE NOTE

The organization of columns on a student’s “My Grades” page  will be unique to 

the student and may differ from your view of the Full Grade Center, based on the 

student’s activity and your grading history.

To learn more about how students see the “My Grades” tool, please see: 

http://goo.gl/Ox3K2R

http://goo.gl/Ox3K2R
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Understanding the My Grades Tool

For more information, see: 

http://goo.gl/Ox3K2R

When in doubt, request a test 

student account and enroll it in 

your course to see how students 

experience the My Grades tool in 

your course.

http://goo.gl/Ox3K2R
https://adobeformscentral.com/?f=wOTli6fRas7m-6klsCcVOA
https://adobeformscentral.com/?f=51Vso-ZOyrYwHippvQ8NmA


11

Understanding the My Grades Tool (cont.)
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Where Can I Learn More?

Free Blackboard Training Courses – 1 Credit, every semester

➢See our Fall 2014 Schedule for details (http://goo.gl/1xjVhn)

Self-Directed Tutorials and Webinars

➢What Your Need to Know About the Grade Center (http://goo.gl/W6eAjF)

➢Best Practices for Grading (http://goo.gl/I3ZKXZ)

➢Top 8 Grade Center Tips (http://goo.gl/RNoZFt)

➢MATC’s Blackboard Faculty Support Site (http://goo.gl/DDZixr)

➢Blackboard Learn’s Grade Center Info Page (http://goo.gl/k15hdb)

Support

➢For “How To” Questions: Contact  Faculty Liaisons (http://goo.gl/QEsquu)

➢For Troubleshooting:  Contact Blackboard Faculty Support Team

(http://goo.gl/pXdlWu)

https://docs.google.com/document/d/1TDeLDbMplQrMceDFc5q786otyqZ0FezerSRn9QRQV5k/edit?usp=sharing
http://goo.gl/G5KE3m
http://goo.gl/I3ZKXZ
http://edtechnews.matc.edu/index.php/top-8-blackboard-grade-center-tips/
http://edtechnews.matc.edu/bb_support/
https://help.blackboard.com/en-us/Learn/9.1_SP_10_and_SP_11/Instructor/080_Grade_Center
https://docs.google.com/a/matc.edu/document/d/119uxiaHajdmIA0cZoOq0SmvM_U8pH1lTHMgcibnuBh0/edit
http://edtechnews.matc.edu/bb_support/bb_support_request.htm
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Best Practice Tips

✓ No Surprises: Communicate Grading Policies, Routine in Your Syllabus

→ Stick to a regular grading schedule so students receive timely, actionable feedback (ie.  grade 

submitted work within 1 week’s time).

✓ Accessing Grades:

→Instructors: Use link to Grade Center found in course’s Control Panel

→Students: Use the My Grades tool link button in course menu

✓ Working in the Grade Center:

→ Review your column settings for visibility, accuracy and consistency

- Are columns clearly titled? Do they have descriptions to aid comprehension?

- Are you entering grades in a format that matches the column’s settings?

- Does the “Total” column accurately reflect the total points in the course?

- Do you have duplicate columns? Have you hidden/excluded them from calculation?

→ Enroll a test student in your course to review how students see My Grades


