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Grade Center Overview 

The NEW Grade Center is dynamic, flexible and is an interactive tool with a Web 2.0 interface. The Grade 
Center replaces the Gradebook in previous Blackboard versions. 

Access the Grade Center by entering a course – click Control Panel – and click Grade Center 

 

Action Bar 

1. Add Grade Colum – Add a column to 
enter manual grades 

2. Add Calculated Colum – Perform 
functions: Weighting Grades, 
Averages, and Totals 

3. Manage – Manage the Grade Center: 

hide/show columns, change column 
order, freeze columns, assign 
categories, upload/download, set 
grading schemas, etc. 

4. Email – Send emails directly to 
students 

5. Reports – Generate reports on one 
or many students, then print for files 

6. Grade History – Display history of all 
grade changes 

 

 

Icon Legend -  

Notice some of the new icons used in the Grade Center.  
Attempt in Progress used to be a padlock indicator and 
Needs Grading used to be a red explanation mark 

Entering Manual Grades -  
1. Enter the Grade Center 

 
2. Select the student and the item column 

 
3. Click to make that cell active 

 
4. Notice: the Grade Information Bar  

under the Grade Center Spreadsheet 
 

5. Type the grade 
 

6. Press Enter 
 

7. Notice: if you do not click Enter a popup 
window will appear stating; ñYou have 
entered a grade. Click OK or press Enter to 
save it.ò 
 

To Override (modify) the grade, click the cell again to 
activate it and type the new grade 
You will now see the Grade Modified Manually icon 
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Automatic Grades -  

Online assignments, assessments and discussion board 
threads automatically generate a column in the GC and 
automatic grades can be manually modified through 
Grade Details. 

All changes are recorded in Grade History. 

Grade or Clear a Test and Assignment Attempt  

1. Move the cursor over the desired cell 
 

2. Click the double chevron to the right  

 
 

3. Choose Grade Details 
 

4. Click Modify Attempt to 
 view the attempt,   
enter a grade,  
type feedback for the user to see and 
 type private grading notes 
 

5. Click Clear Attempt to permanently erase grade 
and all associated content  

Adding a Grade Column ï  
1. Enter the Grade Center (GC) 
2. Click Add Grade Column 
3. Provide the column name 
4.  [optional: provide the GC display name and 

description] 
5. Select the Primary Display, shown in GC 

AND ǎǘǳŘŜƴǘΩǎ aȅDǊŀŘŜǎ 
6. [optional: select the Secondary Display, only 

shown in GC] 
7. [optional: choose a Category, useful when 

weighting grades] 
8. Provide the Possible Points 
9. [optional: select the Due Date] 
10. Answer Yes/No: 

Include this column in Grade Center 
calculations  
Show this column in My Grades 
Show Statistics (average and median) for 
this column in My Grades 

11. Click Submit 

Student Grade View -  
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Exempt Grades ï  

 

Instructors can exempt a student from any graded item 
in the GC. An exempted item’s score is not remove, but it 
is ignored in all total and statistical calculation. 
 

1. Move the cursor over the desired cell 

2. Click the double chevron to the right contextual 
menu 

3. Select Exempt Grade 

The score will no longer appear and the cell will 

display the Grade Exempted icon 

Adding Comments ï  

Instructors can give feedback to students regarding 
their performance for any grade in the GC.  
 

Feedback to User  Ɗ is visible to students through 
My Grades 

Grading Notes  Ɗ private instruction notes 
 
2 ways: 

1. Move the cursor over the desired cell 
2. Click the double chevron to the right  
3. Choose Grade Details 
4. Click Modify Attempt to 

 view the attempt,   
enter a grade,  
type feedback for the user and type grading 
notes 

ςor- 
1. Move the cursor over the desired cell 
2. Click the double chevron to the right  
3. Choose Add Comment 
4. In popup window type comments 
5. Click Submit 

 



Blackboard 8 Grade Center Overview Piedmont Virginia Community College 

 

Questions? bbsupport@pvcc.edu Edited on 1/9/09 ~CB 

 

P
ag

e4
 

Calculated Columns perform functions such as weighting grades. Calculated Columns can also perform 

averages and totals on sets of grades. 
 

 
 

Add a Weighted Calculated Column ï 

Instructors can include all or some of the graded columns in the weighting calculation.  

 
Newly created courses, by default, have one weighted calculated column. Instructors can create more if they 
choose. 

1. Enter Grade Center (GC) 
2. Click Add Calculated Column 

3. Choose Weighted 

4. Enter the Column Name  

5. [optional: provide the GC display name and description] 
6. {ŜƭŜŎǘ ǘƘŜ tǊƛƳŀǊȅ 5ƛǎǇƭŀȅΣ ǎƘƻǿƴ ƛƴ D/ !b5 ǎǘǳŘŜƴǘΩǎ aȅDǊŀŘŜǎ 

7. [optional: select the Secondary Display, only shown in GC] 

8. Select the Columns and/or Categories to include in the weighted grade 

 
9. Set the percentage of the total for each Column or Category 
10. Click Submit 
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Manage the Grade Center 

Upload Grades ï Instructors can do off-line grading, and then import grades into Grade Center. Data must be 

formatted very specifically to upload correctly and be synched with existing Grade Center data. 

To obtain a file that is formatted correctly for uploading, download the full Grade Center first and open it in a 
text editor or spreadsheet application. 

Download Grades ï make a backup of your grade book 

1. Enter Grade Center (GC) and click Manage  

2. Choose Download 

 

Download data from the entire Grade Center, a specific Grading Period/ Column, or the user info by selecting the 
appropriate options. 

3. Select Data to Download: 

Full GC 
Selected Column 
User Information Only 

4. Choose Options: 
Delimiter Type 
Include Hidden Information 

5. Choose the Save Location: 
My Computer 
Content Collection (My Files) 

6. Click Submit 

7. On the next screen click Download 

8. And then Save in the File Download box and choose the location 
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Grading Period ï Grading Periods are user created 

segments that can help manage the Grade Center. 

Grading Periods, for example, can be defined as Terms, 

Semesters, Quarters, Years, etc. If desired, instructors 
must create the Grading Periods.  

Add Smart View ï  

Smart  Views  enables instructors to create certain views  

of the Grade Center—based on performance criteria for 
gradable items such as Assessments or Assignments—
that track students. There are four different Types of 
Smart  Views  that specify the student information:  

 Group  allows the instructors to select a Group, 

which was created previously 

 Benchmark  allows the selection of students 

based on performance  

 Focus  allows selection of individual students  

 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. 

Add a Category - A Grade Center Category is a 

classification of a Grade Center column of a Course 
(ex. ―Homework‖ or  ―Papers‖) 

Categories are helpful in organizing, utilizing, and 
running a report in the Grade Center. An Instructor 
may sort the Grade Center by a specific Category 
to compare how all the Students scored in the 
"Homework" Category, for example.  

Instructors can create their own Course 
Categories.  

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

3. Select Categories  

4. Click Add Category  

5. Enter a Name  for the Category  

[optional: enter a Description . The Description 
field can help differentiate Categories, and explain 
a Categoryôs purpose.] 

6. Click Submit .  
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Grading Schema - A Grading Schema is a diagram based 

on percentage ranges that matches scores to specific 

grade displays. It is a way to automatically calculate and 

display letter grades within Grade Center.  

By default, there is a grading schema in new classes on 
Bb called ―Letter.‖ Click Modify to see if the percentages 
match the instructors grading scale. If not, change the 
percentages used for the upper and lower boundaries. 

 

 

 

 

 

Organizing Grade Center ï  

The Grade Center display can be customized to: 
• Freeze or unfreeze columns.  

• Hide or show columns. 
• Modify the Categories of columns. 
 
To change the display: 

1. Click Manage  in the Action Bar in the GC 

2. Select Organize Grade Center  

3. Drag and Drop the row to the desired 
location 

4. Click Submit  
All new columns added to the 
Grade Center after this will be added at the end of 
the display order. 

 

Freezing and Unfreezing Panes  
Grade Center columns can be frozen so they will 
not move while scrolling. The columns containing 
students’ first and last names are frozen by 
default. 
 
To freeze a column : 

1. Click Manage in the Action Bar in the GC 
2. Select Organize Grade Center  
3. With the cursor, drag the dark gray bar 

down below the desired row and release 
4. The row will indicate this is frozen 
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Reports ï  

Reports can display all or a number of students and can 
be customized in a variety of ways.   

1. Enter the Grade Center (GC) 

2. Click Reports in the Action Bar 

3. Checkmark the information to be included in the 
customized report [name, date, institution, 
course, etc.] 

4. Select the users for whom reports will be 
generated 

5. Checkmark the user information 

6. Select the columns to include  

7. Select the column information 

8. Select any footer information 

9. Click Submit 

 

Send Email ï  

1. Check the box(es) to the left of a specific 
student 

2. Click Email in the Action Bar 
3. Choose Email Selected Users 
4. Complete the Subject and Message 
5. Click Submit to send the email 

[recipients do not see who else received the email] 

-or- 

To email one student: 

1. Move the cursor over the Last or First 

Name cell 

2. Click the double chevron to the right 
contextual menu 

3. Select Send Email 
4. Complete the Subject and Message 

Click Submit to send the email) 

 


