The Blackboard Learn™ Grade Center is more than just a way to record

students’
grades. It is a dynamic and interactive tool. The Grade Center can record data,
monitor student progress, and communicate information to students,
parents, administrators, and other stakeholders. Use this valuable tool to help

understand student progress and make informed decisions on how to
improve educational performance.
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LEARN the LINGO
Contextual Menus
Click the downward pointing arrow to access contextual menus for most columns and
cells. Contextual menus contain all of the options for that item. Some items require that
you point to it to reveal the arrow.

Grade Center
A dynamic and interactive tool, allowing you to record data, calculate grades, and
monitor student progress.

My Grades
The location in Blackboard Learn where students can obtain their scores. They can
access My Grades within a course, in My Blackboard, or on the My Institution tab.

Reports
Create reports from Grade Center data and access the grade history for all students.

Smart Views
Provide a tailored, focused look at the Grade Center. You provide the criteria and the
Grade Center will show you the columns that match. The view can be saved for
continued use and accessed directly from the Course Menu.
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EXPLORE the GRADE CENTER
From the Grade Center, you can provide grades and manage your students' grades for
assignments, tests, discussions posts, journals, blogs, wikis, and projects.

Instructor Access
The Grade Center can be found in the Course Control
Panel.
A. Grade Center: Click to show the expanded the menu.
B. Needs Grading: Shows individual assignment, group
assignment, and test attempts, as well as blog and journal
entries, wiki page saves, and discussion posts ready for
grading or review.
C. Full Grade Center: Displays all columns and rows in the
Grade Center. This is also the default view.
D. Smart Views: Shows your favorite Smart Views. By default,
Assignments and Test will be visible. When you click on either
one, it will display only the assignments and tests grades.

Student Access
There are three ways that students can access the Grade Center:
1. From the within a Course
On the course menu, click Tools or a customized My Grades link.
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Student Access (continued)
2. My Institution
On the My Institution tab, click My Grades on the Tools panel.

3. Global Navigation Menu
Click the arrow next to your name to access the My Blackboard menu. Click the My
Grades icon.

© 2014 Blackboard Inc.

7

Grade Center Interface
In the image below, key areas of the Grade Center are identified.

A. Action bar: Rows preceding the grid information containing functions and dropdown lists specific to the current page, such as Create Column, Create
Calculated Column, Manage, Reports, Filter, and Work Offline.
B. Grade Information Bar: When you point to a column using your mouse,
information about that column will display here. Information may include:
possible points, type, number of submissions and/or attempts needing grading,
and when it was last updated. Information will vary depending on the type of
tool used to create column.
C. Grid/spreadsheet: Columns, rows, and cells that make up the current view of the
Grade Center data.
D. Scroll bars: Use the horizontal and vertical scroll bars to navigate through the
Grade Center columns and rows. If you leave the Grade Center and return, the
horizontal and vertical scroll bars will be in the same position as the last view. The
view will remain the same until you scroll once again or log out.
E. Icon Legend: Explanation of the symbols used in the cells.
F. Edit Rows Displayed: You can change the number of rows appearing in the grid.
In the box, type a number between 5 and 50, and click Go.

Detailed Grade Center Overview
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Grade Center Icons
The following table describes the icons that are viewable in the Grade Center.

Symbol

Description
Item has been submitted. This item is waiting to be reviewed by the
instructor.

– (dash)

Item has not been completed.
Attempt is in progress.
Item has been completed, but will not receive a grade. For
example, a check mark icon indicates a student has completed a
survey.
Error. This icon appears if there has been a problem with the Grade
Center communicating with the server to save data, such as an
interruption of network communication. Redo the action once
communication has been established again.
Grade exempted for this user. If this item is not completed, it will not
affect the grade.
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Screen Reader View
To make the Grade Center accessible to as many people as possible, the Grade
Center has two different modes:


Interactive View: The Grade Center default setting. You can freeze columns and
type grades directly in the cells. This is called inline editing.



Screen Reader View: Grade Center data appears in a simplified grid. The table is
static. You can type grades on the Grade Details page accessed by selecting
the table cell for the grade. You cannot freeze columns or edit inline, making it
easier to navigate by keystroke and to accommodate screen readers.

In both views, you can do the following:


Move the mouse from column to column using the tab key.



Navigate cells within the Grade Center by using the up, down, left, and right
arrows on a standard keyboard.

To view the Grade Center in Screen Reader View:

A. Click the main Grade Center heading’s contextual menu.
B. Click Turn Screen Reader Mode on.
IMPORTANT: This setting is not persistent across sessions. It will last only as long as the
current session. After you close the browser, the view defaults back to Interactive.
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Filter
To narrow your view of the Grade Center data, click Filter to choose the type of items
you want to view.

A. Filter: Click filter to reveal the filter options.
B. Current View: Change the current view using the Full Grade Center or one of the
Smart Views.
C. Category: Includes all default categories and any you have created.
D. Status: Displays items based on a status: completed, edited manually, exempt, in
progress, needs grading, or not attempted.

© 2014 Blackboard Inc.

11

© 2014 Blackboard Inc.

12

WORKING WITH COLUMNS
Quick facts about Columns


There are three types of columns: user, grade, and calculated.



Columns have a variety of visibility options. You can choose whether or not a
student will see the item; if the item will be included in calculated column
calculations; and if the student can see statistics for Average and Median to
compare their performance with others.



Calculated columns combine data from multiple columns. This is similar to a
spreadsheet where you use formulas to calculate results. They can perform the
following tasks:





o

Calculate the total grade.

o

Weight grades by column, category, or both.

o

Calculate the average grade.

o

Calculate a minimum or maximum grade.

Gradable items created in your course will create a new column automatically
with the title of the item as the column identifier.
o

Tests, surveys, and Self and
Peer Assessments

o

Assignments

o

Discussion post

o

Journal and blog entries

o

Wiki contributions

In a new course, you will find these default columns:
o

o

o

User Columns (These columns cannot be deleted or edited.)


Last Name



Student ID



First Name



Last Access



Username



Availability

Calculated Columns (These columns can be renamed, modified, or
deleted.)


Total



Weighted Total

External Column (This column is used to send grades back to the Student
Information System. Note that not all Blackboard Learn platforms are
configured to do this. At least one of the columns must be selected.)

Detailed Column Overview
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Creating New Columns
As a reminder, there are some gradable items that will create columns automatically
(assignments, surveys, test, discussion board, blogs, journals, and wikis).
If a grade column is not created automatically, you can create grade columns for any
student work you want to grade. For example, you can create a column to record
participation grades.

A. Participation: column created manually to record participation grades.
B. Chapter 1 Test: column created automatically by the system when exam was
created and deployed.
Quick Steps: Create Column

A. Click Create Column.
B. Customize the Column Information, Dates, and Options.
C. Click Create.

Create Grade Columns
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Default Calculated Columns
By default, two calculated columns are included in the Grade Center:


Total



Weighted Total

You can edit and delete the default columns to calculate and display the data most
useful to you.
The following table describes the default columns, their default settings, and uses.

Column

Default settings

Suggested use

Total

Sum of all items in grade columns.

For a quick indicator of
student performance,
change the display of
the total column to show
the percentage. By
default, the Total Column
is equal to Points Earned
divided by Points
Possible.

Calculated columns are NOT included.
Set the Running Total to Yes or No.
Yes — the running total only includes
items that have grades or attempts.
No — selecting No includes all items in
the calculations, using a value of 0 for
an item if there is no grade.
Can be set as the External Grade column,
which is used for the final grade. It is shared
with the school as the student's grade for
the course. Select any column as the
External Grade column by access the
column’s contextual menu and selecting
Set as External Grade.
Weighted
Total

No default settings. You must edit the
column to select the columns to include in
the weight calculation.
Included in smart views > Final Grade View.
This column can be set to Yes or No for
Running Total just like the Total column.
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If the final grade for your
course will be based on
weighting items, edit the
column to include the
needed items and their
weights and use it to
calculate final grades.

Creating Calculated Columns
In addition to using the Grade Center to record grades, you can use it to calculate
grades.
When you create a calculated column, you select two or more grade columns as input
for the calculation.
You can use calculated columns to do the following:


Average Column: calculate the average grade.



Minimum/Maximum Column: calculate a minimum or maximum grade.



Total Column: calculate the total grade.



Weighted Column: weight grades by column, category, or both.

Quick Steps: Create Calculated Column

A. Click Create Calculated Column.
B. Select the type of column you want to create.
C. Customize the Column Information.
D. Click Create.

Average Column
Minimum/Maximum Column
Total Column
Weighted Column
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Frequently Asked Questions
Question

Answer

How can I delete
columns for
assignments?

You cannot delete default columns (First Name, Last
Name, Username) or columns generated automatically for
tests and assignments. The only way to delete a column
for a test or assignment is to delete the test or assignment
itself.
If you create the column manually or if it is a calculated
column then click the column’s contextual menu and
choose Delete Column.

I do not want to use
the total column, but
there is no option to
delete it.
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Check to see if the total column has been selected as the
External Grade column. You will see a check mark next to
the column name. If this is the case, access the contextual
menu for the column you want as the External Grade
column and select Set as External Grade. You will now see
the check mark by the column name you chose and no
check mark by the total column. You can now delete the
total column.
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MANAGE the GRADE CENTER
In this section, we will review the different management options available from the
Grade Center.

Grading Periods: A set of Grade Center columns that have been grouped based on a
shared characteristic, such as a period of time.
Grading Schemas: Grading schemas convert a students’ raw scores to a grade display,
such as a letter grade or pass/fail. The instructor can customize the grading schema.
Grading Color Codes: User-defined rules to apply color to the cells in the Grade Center
grid, either by grade or status. Color-coding the Grade Center provides visual indicators
to help you interpret information quickly.
Categories: Classifications of columns containing similar items, such as "Tests" or
"Assignments," used to organize and view Grade Center data.
Smart Views: Custom made views of Grade Center data created by instructors and
saved for continued use.
Column Organization: Page displaying a table view of the Grade Center with functions
to change the order and visibility of columns. From this page, you can also assign
columns to grading periods and categories.
Row Visibility: You can hide user rows to reduce the number of rows in the Grade
Center grid and help you focus on specific data.
Send Email: The Send Email page appears. This form of direct contact allows you to
actively communicate with relevant parties while engaged in grading in the Grade
Center.
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Categories
You can use categories in the Grade Center to group related items together. The
Grade Center includes several default categories, and you can create additional
custom categories to organize grades.
You can use categories to:


Filter your view of the Grade Center: Sort your Grade Center view using one
category to see only columns assigned to that category.



Calculate grades: Assign a weight to a category when calculating final grades.
We will learn more about calculating grades later.



Create a smart view: Smart views are views of the Grade Center based on
criteria.



Create a report: You can create a printable report that displays statistical data
for all of the columns in a category.

The default categories are:


Assignment



Blog



Discussion



Journal



Self and Peer



Survey



Test



Wiki

To customize, click Manage > Categories.

Grade Center Categories Overview
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Grading Schemas
Grading schemas convert a students’ raw scores to a grade display, such as a letter
grade or pass/fail. The default schema consists of letter grades from A+ to F and their
corresponding percentage ranges.
If you choose to display students’ scores as letter grades, the default letter schema is
used to convert the scores to letter grades. You can edit the letter schema to match
your school’s grading or create your own.
Here is the default letter grading schema:

A. Grades Scored Between: displays the percentage and represented letter grade.
B. Grades Manually Entered as: displays the letter grade and the calculation used
for the total score.
C. Delete Row: delete a row from the current scheme.
D. Insert Row: add a row to the current schema.
To customize, click Manage > Grading Schemas.

Grading Schemas
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Grading Color Codes
Create visual indicators to help you interpret grade information quickly. You can assign
colors to the following grading statuses: In Progress, Needs Grading, or Exempt. You can
also create your own, based on grade criteria.
By default, color-coding is not enabled in the Grade Center.

A. Enable Grading Color Codes: you must click this to turn on the feature.
B. Color Coding Options: modify the color for the default grade options.
C. Grade Ranges: Create your own color code system for grading criteria you
select.
D. Submit: click Submit to enable or modify the color codes.
To customize, click Manage > Grading Color Codes.

Color Code the Grade Center
Color Code Overview

© 2014 Blackboard Inc.

22

Smart Views
Smart views are views of the Grade Center based on criteria. This allows you to tailor
your view of student progress. For example, you can generate a smart view that only
displays columns associated with a specific grading period.
Any Smart View that you mark as a favorite, will be listed under Full Grade Center within
the Course Control Panel.
In this example, we can see that the instructor is
displaying five smart views. The default Smart Views you
can choose to display are:
o

Assignments

o

Blogs

o

Discussion Boards

o

Journal

o

Tests

You can also create custom Smart Views. In this
example, there are two:
 Midterm: Grades <70: Displays only students who
scored less than 70 points on their midterm.
 Overall Grade: < 60%: Displays only students who
have an overall grade that is less than 60%.

Detailed Smart View Overview
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Smart Views Quick Steps
1.

In the Grade Center, click to Manage to access the drop-down list.

2.

Click Smart Views.

A. Create Smart Views: Click Create Smart View to create your own Smart View
using your own criteria.
B. Add to Favorites: Displays, which Smart Views are visible in the Course Control
Panel. To make a Smart View a favorite, click the icon. It will change to green.

Create and Manage Smart Views
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Grading Periods
You can use grading periods to group items together by time. By default, the Grade
Center has no grading periods established. However, you can create them for any time
period and associate gradable items together based on a date range.
When you create a grading period, you can associate columns that have a due date
that falls within the range of the grading period.
You can then filter the Grade Center to display only items that fall within that grading
period.
You can use grading periods to:


Sort the Grade Center: For example, you can sort using the First Quarter grading
period.



Calculate Grades: For example, you can create a total column that calculates a
grade for the columns in the First Quarter.



Create a smart view: Smart views are views of the Grade Center based on
criteria. For example, you can generate a smart view that only displays columns
associated with a specific grading period.

IMPORTANT: You cannot associate Grade Center columns with more than one grading
period. A newly created grading period with the same or overlapping date range will
override the settings of an existing grading period. All columns associated with the
existing grading period will become associated with the new one.
To customize, click Manage > Grading Period.

Create & Manage Grading Periods
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Column Organization
On the Column Organization page, you can view all the columns in the Grade Center
on one page. You can quickly reorder the columns, and the changes you make
appear in the Grade Center grid.
On this page, columns are listed in the order they appear in the Grade Center.
From this page, you can organize the Grade Center columns in the following ways:


Rearrange the order of columns quickly using the drag-and-drop function.



Freeze or unfreeze columns in the first table. If a column is frozen, it remains
stationary when scrolling through the Grade Center view.



Quickly hide or show multiple columns.



Change a grade column's category or grading period.

IMPORTANT: Changes you make on this page do not affect what students see in My
Grades. For example, if you choose to hide a column on this page, the column is only
hidden from your view in the Grade Center grid. You must edit an existing column’s
settings to hide a column from students in My Grades or select Show/Hide to Users in a
column’s contextual menu.
To customize, click Manage > Column Organization.

Customize the Grade Center Columns

Organize Grade Center Data
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Row Visibility
You can hide or show rows to focus on specific data. When you hide information, the
data is retained, just not visible at that time.
To manage the visibility of your rows, click Manage and then click Row Visibility. This will
display all the rows that are currently in your Grade Center.

A. Click the box to the left of the user’s name to select the row.
B. Click Hide Rows to hide or Show Rows to show in the Grade Center.
C. Click Submit to save your modifications.
Rows can also be managed from the
contextual menu in the First or Last name.
A. Hide Other Rows: All rows except the
one selected will be hidden.
B. Hide Row: Current row selected will be
hidden.

Organize Grade Center Data
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GRADING
Items like Blogs, Journals, Wikis, and Discussion Board Forums can be easily graded from
within the tool or from the Needs Grading Page. Grading of Tests and Assignments
can be done from the Needs Grading Page or the Grade Center.

Needs Grading Page
The Needs Grading page is a consolidated view of all items that need to be graded. It
increases grading efficiency for assignments and tests, especially for large courses.
Grading and reviewing can begin immediately from this page, or you can sort and filter
items to narrow the list.

A. Grade All: Display all items that need to be graded. If you apply a filter, only
those items that meet that criteria will be visible.
B. Column Header: Click a column header to sort by that column.
C. Filter: Filter items that need grading by: add , item, user, or date submitted. Click
Go to apply the filter. The filtered list remains until you change the filter choices or
the browser is closed.
D. Number of Items to Grade: Displays the number of items that need to be graded.
E. Contextual Menu: Display additional methods for grading. Depending on the
tool, you may be able to Hide the User Names, Grade by Question, or Reset.
To display the Needs Grading Page, click Needs Grading under Grade Center in the
Course Control Panel.

Detailed Needs Grading Overview

© 2014 Blackboard Inc.

28

Grading Anonomously
You may choose to grade assignments anonymously from the Grade Center to ensure
impartial evaluation of student work. For example, an opinion-based assignment that is
graded anonymously may offer students a higher level of comfort when expressing their
thoughts.
In anonymous grading, all identifying information is hidden and attempts appear in
random order. Each student is assigned a number, such as Student 8.
To grade anonymously from the Grade Center:

A. Access an column’s contextual menu of an Assignment or Quiz.
B. Select Grade with User Names Hidden. The Grade Assignment or Quiz page
appears.
To grade anonymously from the Needs Grading:

A. From the contextual menu for an Assignment or Test, click Grade with User
Names Hidden.
B. The Grade Assignment or Quiz page appears.
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Grading Offline
Grading offline gives you the ability to grade without needing access to your course
using spreadsheet applications installed on your computer.
Facts about Grading Offline:


When uploading grades, the file must be formatted in a specific format. It’s
recommended that you download the entire grade book then work from that
file.



Each column will have unique identifiers, which are created when the file is
downloaded. It is recommended that you do not change them.



Any new columns created offline will be uploaded as a text column. If you want
that column to be part of a calculation, you will have to change the column
type from the contextual menu.



It is recommended that you choose a Tab delimited file when downloading.

To download your Grade Center, click Work Offline and then Download.
When you are ready to upload, from the Grade Center, click Work Offline and then
Upload.

Upload or Download Grade Center Items for Working Offline
Viewing and Downloading Grade History
Working Offline with the Grade Center
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GRADING ASSIGNMENTS
Assignments are one of the most useful tools for gathering student work.

Grading Assignments
When you create an assignment, a grade column is created automatically in the
Grade Center. Assignments that have been submitted, but not graded, are indicated
with an exclamation mark — the needs grading icon — in the Grade Center, so you will
always know which assignments need grading.
There are three locations to access Assignments that need to be graded:
A. Needs Grading: This will list all the items that need to
be graded, including assignments. When to use this
method: when you want to see assignments you have
not graded yet.
B. Full Grade Center: Navigate to the Assignment
column to grade attempts. When to use this method:
when you want to see your entire Grade Center as well
as the Assignments.
C. Assignments: Use the default Smart View for
Assignments to display only the Assignment columns in
the Grade Center. When to use this method: when you
only want to see all assignments, no matter if they have
been graded or not.
Depending on the option you select, you have the
option to grade one individual submission at a time or
multiple.

Grading Assignments from Needs Grading

Entering Grades into the Grade Center
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Quick Steps: Grading an Assignment Attempt from the Full Grade Center

A. Navigate to the Full Grade Center.
B. Click the contextual menu for the assignment attempt that needs to be graded.
C. Choose the Attempt.
D. The Assignment will be visible and you can grade.

Grading Assignments

Inline Grading for Assignments

© 2014 Blackboard Inc.

32

Multiple Assignment Attempts
If you allowed multiple attempts for an assignment, and a student has submitted all
attempts, they appear in the grade cell's contextual menu.



All attempts appear in the contextual menu for the grade's cell.



Click Attempts to access other attempts. If you associated a rubric with the
assignment, you can open it to refer to while grading.



Once an Attempt has been graded, you will see the grade next to the date.

By default, the last attempt’s grade will be displayed as the grade. To change, click the
Column’s contextual menu and click Edit Column Information. Use the Score attempts
using drop-down to choose another display option.

Grading Multiple Assignment Attempts
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GRADING TESTS
Depending upon the type of questions, some tests will automatically grade themselves
while others will require manual grading. There are several options to do this depending
upon the test.

Grading Tests Attempts
You can view and grade tests from the Grade Center, where a column is created
automatically for each test. You can also access submissions on the Needs Grading
page.
Some types of questions, such as True/False and Multiple Choice, are graded
automatically. Others, such as Short Answer and Essay, must be graded manually.

A. Navigate to the Full Grade Center.
B. Click the contextual menu for the test column that needs to be graded.
C. Choose Grade Attempts or Grade with User Names Hidden.
D. The Grade page appears with or without the student’s name visible. Scroll
through all attempts using the arrows.

Grading Tests
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Grading Test by Question
You can view and grade tests by question, which allows you to view and score the
same question for each student in succession.
Grading by question allows you to concentrate on the answers for a single question at
a time, and formulate an idea of how the group performed on that particular question.
A. On the Control Panel, expand the Grade Center section and select Needs
Grading.
B. Click the contextual menu of the test you want to grade.
C. Click Grade by Question.

D. The Grade Question page will show. Click Grade Responses Anonymously if you
do not want to see student’s name. To display the attempts, click the number in
the Responses column.
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Clearing Test Attempts
You can clear a test attempt, allowing a student to retake a test. For example, if a
student encountered technical problems and only partially completed a test, clear the
grade to allow a retake. If you clear a grade that has a previous attempt, the previous
attempt is now the grade.

A. From the Grade Center, click the contextual menu for the attempt you want to
clear.
B. Click View Grade Details.

C. Click Clear Attempt. A warning message appears. Click OK to continue. The grade is
cleared on the Grade Details page and the action is recorded under Grade History.
The grade is also cleared in the Grade Center column.
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Overriding Grades
Use the override function to ignore the results of all attempts and display a grade you
manually enter. The override grade takes precedence over all other grade entries,
including attempts a student submits after the override grade is entered.
To override a grade:

A. Click the contextual menu item for the grade you want to override.
B. Click View Grade Details.

C. Click Manual Override and type a new grade into the box. You can also provide
Feedback to the Learner or Grading Notes. Click Save when finished.
D. The override icon will appear in the upper left corner of the grade (yellow
triangle) as well as the new grade.

Overriding Grades
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Exempting a Grade
You can exempt any grade from a student’s record. When you exempt, the grade is
not deleted, it is just ignored in all Grade Center calculations.
You might exempt grades for students add a course late or require other
accommodations. You might also exempt students from a grade because their
performance is superior and you want to reward their work.
To exempt a grade:

A. Click the contextual menu for the grade item you want to exempt.
B. Click Exempt Grade.
C. A circle with striped lines will now be visible.

Calculate and Exempt Grades
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REPORTING & EXPORTING
This section explores reporting options along with how to download your Grade Center.

Downloading Into Excel
There are times when you will want to download your Grade Center. For example, to
have a backup of all of the grades in an easily accessible file outside of Learn. It is easy
to download or export your complete Grade Center into a Microsoft Excel spreadsheet.
Formulas are not exported. Instead, the value of the formula at the time of download is
exported.

Download Grade Center

Reports
You can create printable reports for your courses and students. You can also create a
progress report that contains all of the grades from a particular grading period for a
defined group of students in a course. You can print this report and hand it out to each
student, parent, or guardian.

Grade Center Reporting
Creating a Grade Report
Grade Center Statistics
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Grade History
The Grade History page acts like a log file that records all of the changes that occur to
grades within a course, and displays all the data for grade submissions for the course
within a set date range. You can manipulate the view and export the information.

A. Click Reports.
B. Click View Grade History.
C. By default, the Grade History will show the last 14 days. Use the drop-down to
select a different date range if needed. Click Go.

Grade History
Viewing and Downloading Grade History
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GOING FURTHER

Blackboard Help

To continue learning about the Grade Center and related tools, visit these Blackboard
Help topics.

Grade Center Help Home Page
Customize the Grade Center
Grading
Includes information on using Rubrics and curve grading.
Working Offline
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