Blackboard Version 8.0 Grade Center Basics

I. Organizing the Grade Center

The Organize Grade Center page aids in configuring the Grade Center display. The Grade

Center display can be customized to:

· Freeze or unfreeze columns. If a column is frozen, when scrolling through the Grade


Center view, that column will remain stationary.

· Hide or show columns.

· Modify the Categories of columns.

· 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:

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

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

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.

4. Drag and Drop the row to the desired location.

5. Click Submit to save changes.
II. Creating Columns

Columns can be created to post grades

To create a column in the Grade Center, 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. 

9. Creation Date This system-added field displays the date the Grade Item was created

and cannot be edited.

10. Enter a Due Date. Select from the following:

· None – there will be no due date for the Grade Item.

· Due On –specify the due date for the Grade Item, including month, day, and year.

11. Set additional Options for the column by selecting the Yes or No radio button for the

following

· Include Column in Grade Center calculations – the column is included in the

possible selections of items when creating Calculated Columns, such as Weighted

Grades Columns or Total Point Columns.

· Show this Column in My Grades – Grades will appear in My Grades, View Grades,

and the Report Card module when available.

· Show Statistics (average and mean) for this column in My Grades – Includes

statistical information with the grade value when shown to students.

12. Click Submit to save.
III. Column Options
To get to the Column Options, click on the downward arrows at the top of each column.

1. Column Information – Shows all of the options that have been assigned to that column when it was created

2. Modify Column – Allows the instructor to go back to options for the column and make changes. Includes scoring type, due date etc.

3. Hide Column – Allows the instructor to hide the column in the Grade Center. It can be restored by going to Manage/Organize Grade Center. Please note that it is only hidden from the instructor but can still be seen by the students.
4. Column Statistics – Shows user statistics for grades entered

5. External Grade – TBD
6. Remove Column – Use to remove the column from the permanently Grade Center 
IV. Adding Grades and Cell Management
To add grades, simply click on the appropriate cell, enter the score and click “Enter” on your keyboard. The curser will then save and move to the next cell.

To change a grade, simply click on the cell again and repeat the process. (If a grade is changed, you will see a marker in the cell showing it has changed.
Other items found under the down arrows in the individual cell
1. Grade Details – This allows the instructor to see all the components of the grade including any comments, grade changes etc.
2. Add Comment – This allows the instructor to post a comment relating to the grade if so desired. The comment will appear for the student when they check My Grades
3. Exempt Grade – This allows the instructor to exempt the grade from the overall Grade Center calculations for that student
4. Clear Modify Indicator – This just clears the modify indicator on the cell if the grade has been changed.

V. Creating Smart Views (For Managing Multiple Sections)
Smart Views are views of the Grade Center based on a variety of student criteria. This enables

Instructors to create certain views of the Grade Center based on performance criteria for

graded items such as Assessments or Assignments that quickly track Students.

· Group allows the instructors to select a Group, which was created in the Advanced Groups Management tool in the control panel. This works well for dividing the grade center for multiple sections in a course.

To build a Smart View based on Group Membership, follow these steps:


1. Manage in the Action Bar of the Grade Center.

2. Select Smart Views from the Action Link menu.

3. Click Add Smart View.

4. Enter a Name for the Smart View. This is a required field.

5. View Action Link menu on the Grade Center page. It will also appear as a link to the

6. Smart View on the Manage Smart Views page.

7. Enter a Description of the Smart View. The description will appear on the Manage Smart View page

8. Select the Search Type Group by selecting the corresponding radio button.

9. Select the Condition for the Group. Selection includes “Equal To” 

10. Click. Select the value of the Group, which would be the Group name.

11. Select the Filter Results by picking which Columns to Display in Results from the dropdown
VI. Dropping Lowest Grade

This technique allows you to set up weighting in your grade center and make the dropping the lowest grade part of this process. Before you create the column outlined below, all of your columns you want to include in the drop process must be assigned the same category. Modify the column to make those changes.
1. Click on Add Calculated Column in the Grade Center

2. Select Weighted
3. Complete section 1 Column Information
4. Under Categories to Select, select the category(s) you want to include in the drop process and assign the appropriate percentage of the entire class grade to that category

5. Leave Weighted Columns set to Equally
6. Select Drop Grades and fill in the number of highest or lowest scores you want to drop in that category.

7. Go to Columns to Select and move the remaining columns to be included in the weighting process. All must equal 100% together for the column to work.

8. Select the appropriate Options and click Submit
ViI. Viewing Assignments

Papers etc. submitted via the assignments tool are viewed through the Grade Center. When a paper etc. is submitted by a student, you will see a grade box with an exclamation point in the appropriate cell.

1. Move your curser over the appropriate cell and you will see two downward pointing arrows appear on the right side of the cell. 

2. Click on the arrows to see the Options. Select Grade Details. 
3. Click on View Item to see what has been submitted
4. You can also Clear Attempt from this page if need be
VIII. Reports

Allows the instructor to print grade reports for each student. Select options for the report as desired.

IX. Grade History

This shows you a history of all the grades that were entered in the Grade Center and who entered them. This can be used to clear up discrepancies if more then one instructor is using the Grade Center in the course.

