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5. Select the Grade Column or Calculated Column to be included in the 
Report. The following selections are possible:  

 

 
 
6. Select the column information to be included in the Report. This is the 
information that is associated with a particular Grade Column or 
Calculated Column. This information was created during the creation of 
a column. The Column Name and current grade will display 
automatically in the Report, and these cannot be removed.  
a. Description ‐ Select to display the column’s description in the 
Report.  

b. Due Date ‐ Select to display the column’s Due Date in the Report.  
c. Statistics ‐ Click and then select to display the class Average, 
Median, or Both for each Calculated Column of Grade Column 
included in the Report.  

7. Select the Footer Information to be included in the footer of the report. 
It includes the following:  
a. Custom Text  ­ Select and then enter any desired text to be 
displayed in the footer section of the Report  

b. Signature Line  ‐ Select to display a signature line on the report.  
c. Date  ‐ Select to display the Report creation date on the Report. 
This can be edited.  

d. Course Information  ‐ Select to display the Course Name and 
Course ID on the Report.  

8. Click Preview to open the Report in a new browser window, leaving the 
Report creation browser open as well.  

9. Click Submit. This will display the report in a new browser window, but 
the Report creation browser will return to the Grade Center page. 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10. Print the report using the browser window’s print function.  
 
Tip: To save a Report, save it through the browser window’s function. With 
the Report open, select File, then select Save As. Choose the save location. It 
will be saved as an internet file. 
 
Grade Center History 
 
The Grade History page in the Grade Center acts like a log file that records all 
of the changes that occur to grades within a Course. The Grade History page 
displays all the data for grade submissions within a set date range. It is 
possible to manipulate the view and export the information. The Grade 
History page displays the following columns:  
 
Altering the View of Grade History 

• The Grade History page can be filtered to display entries within a date 
range. It can also be sorted to display items by column name, score, or 
date. 

• To display items within a date range follow these steps: 
1. In the Grade Center, in the Action Bar, click Grade History.  
2. Scroll to the bottom of the Grade History page.  
3. Select the data parameter from the drop‐down menu Display Entries 
from Past, including the following:  

– 1 Day                                 ‐‐ 7 Days                     ‐‐ 14 Days 
– 30 Days                           ‐‐   Past 6 months      ‐‐ All  

4. Click Go.  
• To sort items to display by order of a column, click on a column heading. 
The column will display in descending alphabetic, score, or date order, 
depending upon the column chosen.  

 

Column  Description 

Date   The date that the Grade Item was graded or had the grade 
changed. 

Column   The name of the column in the Grade Center that 
corresponds to the grade change. 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Modified By  

The name of the last user to modify the grade. When 
clicked, the name will display the Username and Role of the 
person who modified the grade. If the score is entered from 
an online assessment, the modifier is listed as Automatic. 

Student   The name of the Student for whom the grade was changed. 

Value  
The value of the Grade as viewed in the Grade Center as 
well as the type of value and entry type, such as Attempt 
Grade, Override Grade, and others. 

Attempt 
Submitted  

The date an attempt for an assessment was submitted. This 
date is generated by the Blackboard Learning System. 

Comments   Any comments added to the grade. 

 
Clearing Grade History 

• A Grade History can be cleared, flushing all the data, by clicking Clear All 
History. This action is final and cannot be reversed. To ensure that data 
is not lost, download the Grade History before clearing it. 

Disabling Grade History 
• The Grade History feature may be disabled, so that no data is kept in the 
Grade History report.  

– To disable the Grade History, click Disable History. 
– To enable the Grade History, click Enable History. 

  
Note: This is an Administrator setting as well, and not available to instructors 
 
Exporting and Downloading the Grade History File 

• The Grade History can be exported as a delimited file and downloaded 
to local machine.  

• To export the Grade History, follow these steps: 
1. Click Export from the Grade History page.  
2. Select the Delimiter Type for the file, either Comma or Tab.  
3. Select Yes to Include Comments or No to exclude from  download.  
4. Click Submit.  
5. Click Download the save the file to a local machine. 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Grade Center Statistics 
 
Instructors have the ability to view various statistical information related to a 
column and any Student. The Column Statistics page displays numerous 
statistics for a Grade Item, including average, median, standard deviation, and 
so on. The Student Statistics page displays a Student’s statistics in the 
Categories.  

– Note: The Statistics pages are read‐only, and grades or other 
information cannot be modified from this area.  

 
Viewing Statistics by Student 

• To view the statistics of a Student, follow these steps: 
1. In the Grade Center move the cursor over the First Name, Last 
Name, or Username of the desired student and click the Action 
link to view the contextual menu.  

2. Click Student Statistics.  
 
Emailing a Student in the Student Statistics Page 

• To send an email to the Student, click on the student email address  
 

Student Statistics 
• The following Student information is displayed: 

 Student – First name, Last name, and Username  
 Student ID – The Student ID number  
 Contact – Contact information including address, home and work 
phone numbers, and email address. This information is generated 
from the student's User Properties.  

 Items Completed – The percentage and total number of Items 
completed in the Course as of the present time and date. 

 
Student Statistics are displayed in a table on the Student Statistics page:  
 

Column  Description 

Category   All the possible Categories in the Grade Center, both created 
and default. 

Average   The percentage value average of a particular Category. 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Graded   The number of graded Items of a particular Category. 

In Progress   The number of graded Items that are in progress, or 
incomplete. 

Needs Grading   The number of graded Items that have not been graded. 

Exempt   The number of Items that are exempt from grading. 

 
Check the box to show statistics for the current view of the Grade Center, and 
then click Refresh. By default, this will display the full view of the grade 
Center, but if a particular view is selected, then those statistics will display. 
 
Changing the Student Statistics Page 
To view another student's data while on the Student Statistics page, select the 
desired Student Name from the drop‐down list, and click Go. Left and right 
arrow buttons advance alphabetically to the previous or following student. 
 
Viewing Statistics by Column 

• The Column Statistics page displays numerous statistics for a Grade 
Item, including average, median, standard deviation, and so on. 

• To view the statistics of a column, follow these steps: 
1. In the Grade Center, in the Action Bar, move the cursor over the 
desired column and click the Action Link to view the contextual 
menu.  

2. Click Column Statistics.  
3.  

Including Unavailable Students in the Column Statistics Page 
• On the Column Statistics page, to view unavailable students in statistics, 
follow these steps: 
1. Check the box Include unavailable students in statistics.  
2. Click Refresh.  

 
Changing Columns from the Column Statistics Page 
From the Column Statistics page, the current column displaying statistics can 
be changed to any other Column in the Grade Center. To view another column, 
select the desired column from the drop‐down list, and click Go. Left and right 
arrow buttons advance to the previous or following column.  



  28 

The following table defines all of the areas of the Column Statistics page:  
 
Name  Description 

Column   The column in the Grade Center currently being viewed. 

Points Possible   The points possible for this column. 

Description   The description of the column entered when the column 
was defined. 

Statistics 

Count   Number of graded items in the calculations. 

Minimum Value   The lowest value of all graded columns in the Grade Center. 

Maximum Value   The highest value of all graded columns in the Grade 
Center. 

Range   The numeric range between the highest grade and the 
lowest grade for an item. 

Average   The statistical average of the Item. 

Median   The midpoint score of the Items.  

Name  Description 

Standard 
Deviation  

The difference between the values of the item and the 
average of the item. 

Variance   A statistical measure of the spread or variation of the 
Items. 

Status Distribution 

Null   The number of null Student Grade Columns or Calculated 
Columns. 

In Progress   The number of Student gradable items in progress. 

Needs Grading   The number of Student gradable items that need grading. 

Grade 
Distribution  

A table that displays the statistics for the Grading Schema 
ranges of the gradable items. 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Entering Grades 
 
In order to provide the most flexibility for instructors and other users, grades 
can be entered into the Grade Center in a variety of ways. Scores from 
gradable items that have been added to the content of a course such as online 
tests, exams, and surveys are automatically entered into the Grade Center.  
 
Automatically Entered Grades 

• Assessments that are added to the content of a Course and are scored 
online, automatically record the grade for that assessment in the 
corresponding Grade Center column. Grades that are automatically 
scored can be modified manually.  

• Assessments that are added to the content of a Course can be modified 
to allow students to have multiple attempts to take the assessment. The 
instructor can allow unlimited attempts or enter the number of 
allowable attempts under Modify Test > Test Options within the 
course.  

• Instructors define the way multiple attempts are scored in the Grade 
Center by modifying the properties of the column that corresponds to 
that assessment. 

 
Entering Grades 
To utilize the multiple attempts by modifying the properties of a column, 
follow these steps: 
1. From the Grade Center locate the column to be modified.  
2. Move the cursor over the column header and click the Action Link.  
3. In the menu, select Modify Column.  
4. From the Score attempts using drop‐down menu select the method to 
score multiple attempts. 

5. Click Submit to save changes 
 
Attempts can be scored using one of the options in the following table. 
 

Attempt Type  Description 

Latest Attempt   This is the default value and shows the score for the latest 
attempt in the Grade Center View Spreadsheet. 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First Attempt   Shows the score for the first attempt in the Grade Center View 
Spreadsheet. 

Highest 
Attempt  

Shows the score for the highest scoring attempt in the Grade 
Center View Spreadsheet. 

Lowest 
Attempt  

Shows the score for the lowest scoring attempt in the Grade 
Center View Spreadsheet. 

Average of 
Attempt  

Shows the average of all attempts in the Grade Center View 
Spreadsheet. The average is calculated by dividing the number 
of attempts into the sum of all attempts. When necessary, the 
average will be rounded to two (2) decimal places. 

 
• If secondary display values exist, they will be updated when multiple 
attempt grades change.  

• Instructors can access all attempts for the assessment from the Grade 
Center through the Grade Details page.  

 
Uploading Grades from External Sources 

• To eliminate repeated entry of Grade Center data in several tools, 
Instructors can do off‐line grading, and then upload grades into Grade 
Center. Instructors can upload grades from external sources such as a 
Commas‐separated Value or an Excel spreadsheet. Data must be 
formatted specifically to upload correctly and be synched with existing 
Grade Center data.  

 
Manually Entering Grades 

• Grades can be entered in any Grade Center cell in the Grade Center or 
any Smart View of the Grade Center or from the Grade Detail page. 

• To enter a grade from the Grade Center, follow these steps: 
1. Move the curser over the desired cell and click.  
2. Type the value.  
3. Press Enter. 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Note: If Enter is not pressed, and the user attempts to exit the entry cell or 
Grade Center, a dialog box will appear asking if the user would like to save the 
grade entry. If so, in the dialog box, select OK to save the grade. 
 
• To enter an Attempt Grade from the Grade Detail page, follow these steps: 

1. Move the cursor over the desired cell.  
2. Click the Action Link to activate the menu.  
3. Click Grade Details.  
4. Click Edit Attempt.  
5. In the Current Grade text box, enter a score.  
6. Add any Feedback to User or Instructor Notes.  
7. Click Save.  
8. Click OK to return to the Grade Center page.  

 
• To enter an Override Grade from the Grade Detail page, follow these steps: 

1. Move the cursor over the desired cell.  
2. Click the Action Link to activate the menu.  
3. Click Grade Details.  
4. Click Override Grade or Edit Override.  
5. In the Current Grade text box, enter a score.  
6. Add any Feedback to User or Instructor Notes.  
7. Click Save.  
8. Click OK to return to the Grade Center page.  

Note: The latest or only Override grade takes precedence over all other grade 
entries, including grades entered for multiple attempts, and will display in the 
Grade Center. Any grade entered into the Grade Center for an automatically 
generated Grade Column, such as an Assessment, Assignment or Discussion 
Board grade, will be considered an Override grade.  
 
Adding Comments to a Grade Entry 
 
Adding comments to a grade provides a way that Instructors can give 
additional feedback to Students on their performance. It is also a way 
Instructors can expand on grading decisions or take notes for future reference 
or to share with other instructors, TAs, or Graders. 
 
Any grade entry can have comments added to it. Comments are entered 
through the Grade Details page or directly through the Grade Center. 
Comments entered in the Feedback to User textbox appear to Students and 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Observers when they access the grades. Comments entered into the Instructor 
Notes textbox cannot be accessed by Students or Observers. 
 
Entering Comments through the Grade Center View Spreadsheet 
It is necessary to have a grade entered before adding comments. To enter a 
comment, follow these steps: 

1. In the Grade Center Action Bar, move the cursor over an entered 
grade.  

2. Click the Action Link, and then select Add Comment from the 
contextual menu.  

3. Enter text into the Feedback to User textbox to share with the 
student.  

4. Enter text into the Instructor Notes textbox for reference. Instructor 
notes are available other users such as TAs and Graders who have 
access to the Grade Center.  

5. Click Submit to save comments.  
 
Entering Comments through the Grade Detail page 
To add a comment, Feedback to User or Instructor Notes, within the Grade 
Details page, follow these steps:  

6. In the Grade Center, move the cursor over an entered grade.  
7. Click the Action Link, and then select Grade Detail from the 
contextual menu.  

8. In the Grade Detail page, in the Actions Column, click Edit Attempt. 
Or, in the Current Grade area, click Edit Override. Textboxes will 
now appear for both the Instructor Notes and Feedback to User.  

9. Enter text and click Save in the Actions Column.  
• Note: The current Override grade and comments, or the 
current Attempt grade and comments—if no Override grade 
exists, will display to the Student and Instructor. All grades and 
comments added through the Grade Center page after an 
Override grade and comments have been entered through the 
Grade Details page will be considered an Override.  

 
Changing Grades 
 
Because of the fluid nature of instruction and the different variables that can 
influence student performance on assessment, any grade recorded in the 
Grade Center may be changed by the Instructor, TA, or Grader of the course. 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When grades are changed, the new data is automatically factored in to existing 
weighted, total points, or calculated grade columns, updating the information 
immediately. Grades that have been modified are denoted in the Grade Center 
by a triangular icon. Every time a grade is changed, an entry is made into the 
Grade History.  
 
Overriding a Grade 
Grades can be overridden manually from the Grade Center or from the Grade 
Details page, or they can be overridden by uploading an external file. 
 
To change or override a grade from the Grade Center, follow these steps: 

• Place the curser in the cell where the grade is to be changed and click.  
• Enter a value.  
• Press Enter.  
Note: If Enter is not pressed, and the user attempts to exit the entry cell 
or Grade Center, a dialog box will appear asking if the user would like to 
save the grade entry. If so, in the dialog box, select OK to save the grade. 

To change a grade from the Grade Detail page, follow these steps: 
1. Move the cursor over the desired cell.  
2. Click the Action Link to activate the contextual menu.  
3. Click Grade Details.  
4. Click Override.  
5. In the Current Grade text box, enter a value.  
6. Add any Feedback to User or Instructor Notes.  
7. Click Save.  

 
Deleting and Reverting Grades 
 
In a course, an Instructor may need to delete a grade or revert a grade back to 
its previous state, such as resetting a test to give a student who experienced 
technical problems another chance. The Instructor may accomplish these 
tasks through the Grade Center.  
 
Grades can be deleted from the Grade Center. Grades that have been deleted 
have the Override Grade and associated comments removed. 
To delete a grade from the Grade Center, follow these steps: 

1. Move the cursor over the grade to be deleted and click.  
2. Press DELETE or BACKSPACE to remove the grade.  
3. Press ENTER. 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4. Click OK to null the Grade Value. Grades that are set to NULL display 
a dash ( ‐ )   

• Note: Grades can also be set to null by typing the NULL character in the 
cell. 

• Note: If Enter is not pressed, and the user attempts to exit the entry cell 
or Grade Center, a dialog box will appear asking if the user would like to 
save the grade entry. If so, in the dialog box, select OK to save the grade. 

Or, to delete a Grade through the Grade Details page, follow these steps:  
1. In the Grade Center, move the cursor over the desired cell, and 
click the Action Link to view the contextual menu,  

2. Select Grade Details.  
3. In the Actions column, click Clear Attempt.  
4. Click OK.  

 
Reverting a Grade 
 
Grades that have been overridden can be reverted to clear a previously 
entered override, and then display the appropriate attempt grade if one exists. 
To revert a grade, follow these steps: 

• From any Grade Center View, move the cursor in the cell of the grade to 
be reverted and click the Action Link.  

• Click Grade Details to access the Grade Details page.  
• Click Revert to revert the grade to its previous state. A warning 
message appears asking the user to confirm the action.  

• Click OK. 
 

Exempting a Grade 
 
Students can be Exempted from a grade from the Grade Center page or the 
Grade Details page. When a grade has been Exempted, it will display an 
Exempted icon in the cell of the exempted grade. Comments can be added to 
any exempted grade. 
 
To Exempt a grade from the Grade Center, follow these steps: 

1. Move the cursor over the grade to be Exempted and click the Action 
Link to activate the contextual menu.  

2. Click Exempt Grade. 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To clear the Exemption and return to the previous score, click Clear 
Exemption from the Contextual menu. 
 
To add comments to an Exemption, follow these steps: 

1. Move the cursor over the cell with Exempted grade and click the 
Action Link to activate the contextual menu.  

2. Click Add Comment.  
3. Type in the comments in the Feedback to User and Instructor Notes 
text boxes.  

4. Click Submit.  
 
To exempt a grade from the Grade Detail page, follow these steps: 

1. In any Grade Center View, move the cursor in the cell of the grade to 
be exempted and click the Action Link to activate the contextual 
menu.  

2. Click Grade Details.  
3. Click Edit Override or Edit Attempt.  
4. Check the Exempt student from this item box.  
5. Click Save.   

 
Uploading External Grade Center Items 
 
To eliminate double entry of Grade Center data in several tools, Instructors 
can do off‐line grading, and then import grades into Grade Center. Instructors 
can upload grades from external sources such as an Excel spreadsheet or a 
Comma‐separated Value file. Data must be formatted very specifically to 
upload correctly and be synched with existing Grade Center data. 
Formatting External Files for Uploading 
 
To synch external data to Grade Center data, unique identifiers are necessary 
for each Student and for each column in the Grade Center. The unique 
identifier used for each Student is the Student's User Name. The unique 
identifier for each column is a Column ID number. Column ID numbers are 
generated by the system and should not be changed or removed. Columns that 
do not have Column ID numbers in an uploaded file will create new columns 
in the Grade Center. 
 
Warning: Columns that are added to the Grade Center from an external file are 
added as text columns with points possible equaling zero (0). Text columns 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can not be included in Calculated Columns such as Weighted Grade, Total 
Points, Average Grade, and Minimum/Maximum. Convert text columns to 
other columns types and add points possible by modifying the column after 
the upload.  
 

• Each data file uploaded to the Grade Center requires a header row with 
one record per line subsequently.  

• The format of the data file uploaded to the Grade Center is determined 
by the type of delimiter that is used to parse the data into separate 
columns. Data files can be tab delimited with a file extension of .xls, or 
comma delimited with a file extension of .csv.  

• Data in each column of comma‐delimited files (file extension of .csv) 
must be contained within a quote character, the most common being 
quotation marks ( " " ). Data in each column of tab‐delimited files does 
not require a quote character.  

 
o Tip: Blackboard recommends using tab­delimited files for 
uploading onto the Grade Center to avoid having to use quote 
characters and because tab­delimited files open directly in 
Microsoft Excel. 

o Tip: Blackboard recommends downloading tab‐delimited files as 
it will open directly in Microsoft Excel.  

o Tip: 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. Existing columns will have Column ID 
numbers that must be included in future uploads.  

 
In the sample files below, columns that already exist in the Grade Center have 
a Column ID number as part of the column name. The column Attendance does 
not have a Column ID so it will be created as a new column in the Grade 
Center. There is also no corresponding data for the new column, represented 
by a double set of quotation marks in the .csv file. Entries for attendance can 
be added manually from the Grade Center, or can be uploaded for another file. 
 
Tab Delimited .xls File Sample 
User NameLast Name      First NameHomework|188    Project|190   Final|191   Attendance  
aanchorAnchor        Anne        10     25           5  
bbutterworthButterworth   Bob         7     20          12            
ccharterCharter        Chuck         3     23           2  
ddoongDoong         Dan         9         17           19 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Comma Delimited .csv File sample 
"UserName","LastName","FirstName","Homework|188","Midterm|189","Project|190","Fina
l|191","Attendance"  
"aanchor","Anchor',"Anne","10","25","25","25",""  
"bbutterworth","Butterworth","Bob","7","20","12","24",""  
"ccharter","Chuck","Charter","3","20","23","22",""  
"ddoong","Dan","Doong","9","15","17","19",""  
 
To upload a file to the Grade Center, follow these steps: 

1. Click Manage in the Action Bar of the Grade Center.  
2. Select Upload from the Action Link menu.  
3. Browse for the file. Files can be uploaded from a local computer or if 
available, from the Content System.  

4. Select the Delimiter Type, Comma, Tab, or Auto. Auto will attempt 
to automatically detect the delimiter used in the selected file.  

5. Click Submit to upload the selected file.  
6. Review the list of data from the file to be uploaded. Use the check 
boxes to de‐select any data to be excluded from the upload. Using 
this method, it is possible to upload only the desired columns of data 
from the file.  

Review the Data Preview Column to ensure the correct data is being 
uploaded. Data that appears incorrect can denote an improperly formatted 
file. The Data Preview will only show a sample of the data in each column.  
Large files take significant time to process and a warning message will be 
displayed for any files that need extra time to process. To avoid long 
processing times, break up large files into separate uploads. 

7. Click Submit to confirm and upload the file.  
Note: Any file uploaded that contains Incomplete for a grade entry will be set 
to null, with no grade or text displayed. Any file uploaded that contains 
Complete for a grade entry will be set to an Override Grade of the maximum 
points possible (100% for a Grade Item) in a column that has the Primary 
Display of Complete/Incomplete. Any file uploaded that contains a numeric 
entry will be a numeric entry.  

 
Downloading Grades from the Grade Center 
 
To download grades for the Grade Center follow these steps: 

1. Click Manage in the Action Bar of the Grade Center.  
2. Select Download from the Action Link menu. 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3. Using the radio buttons, select the data to download:  
4. Select the file delimiter, Comma or Tab.  
5. Select whether to Include Hidden Information in the 
downloaded data. Hidden information includes columns and 
students that have been hidden from the view in the downloaded 
file.  

6. Select the location for the download. Files downloaded to the 
Content System need to be saved in a folder in the Content 
System. Click Browse to select the folder.  

7. Click Submit to finish the download.  
 
 
 
 
 
 
 
 
 

Option  Description 

Full Grade Center   Contains all columns and associated data 

Selected Column  
Using the drop‐down menu, select one column and its data. 
Check the box to include comments for the column. Select to 
Include comments for this Column if desired. 

Selected Grading Period   From the drop‐down menu, select a Grading Period. Grading 
Periods must be created before they can be chosen.  

Student Information Only   Columns containing student data such as User Name are 
included. 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Copying Courses 
 

Function  How Grade Center Data and Settings are Handled 

Copy Course 
Materials into an 
Existing Course 

Select material from an existing Course to copy into 
another existing Course. Grade Center columns from the 
copied Course are added to any existing Columns in the 
destination Course. 
All Calculated Grade columns and associated settings in 
the source Course are copied into the destination Course 
when the Grade Center is selected as part of the copy. 
The source and destination Courses are merged and 
nothing in the destination is overridden. The destination 
Course contains all Calculated Grade columns from both 
Courses. This may result in duplication of the Final Total 
Points and Final Weighted Grade columns.  

 
Calculating Grades 
 
In the Grade Center, an Instructor can calculate grades by combining multiple 
columns to attain performance results, such as class averages, final grades 
that are based on a weighted scale, or total points, and so on. These are called 
Calculated Columns. These columns, which display performance results, can 
be displayed to students or remain accessible to only the Instructor, TA, and 
Grader. The possible Calculated Columns include the following: 
 
Weighted Grade Average Total Minimum/Maximum  
 
These can be used at the Instructor’s discretion to create any calculation that 
may facilitate the Instructor’s organization, measurement or vigilance of a 
Course.  
  
• Note: New Courses or Restored Course will contain two created columns: a 
Total Points column and a Weighted Grade column. The user must 
configure the settings of these two columns. 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• Tip: To keep a Calculated Column in view, despite the addition of other 
columns, freeze the column.  

 
Weighted Grades 
 

• A Weighted Grade is a Calculated Column that displays the calculated 
result of quantities and their respective percentages. A Weighted Grade 
can be displayed as a column in the Grade Center. Instructors control 
the visibility of the column in the Grade Center as well as controlling the 
release of the column to students and other users. 

• For example, an Instructor may create a Weighted Grade column that 
calculates a quarterly grade (grade for one quarter of the year), in which 
each Category, such as Test, Survey, and Assignment are given a certain 
percentage of the final quarter's grade. Alternatively, the Instructor may 
create a Weighted Grade that is the final grade for a course, with the 
quarters and exams included in the Weighted Grade.  

• Instructors can create any number of Weighted Grade columns, 
including Weighted Grade columns that include other Weighted Grade 
columns. For example 

• (Quiz = 20%) + (Homework = 10%) + (Participation = 20%) + (Exam = 
50%) = (Quarter Grade) 

• (Quarter 1 = 25%) + (Quarter 2 = 25%) + (Quarter 3 = 25%) + (Quarter 
4 = 25%) = (Year Grade) 

• Instructors can create a Weighted Grade based on any column, or any 
Category in the Grade Center. 

   
– Note: Any Grade Center columns with text as the primary display 
cannot be used in the Weighted Grade calculation. 

 
Simple Weighted Grade Workflow 
 
The following diagram displays the workflow for creating a Weighted Grade 
column based on four (4) columns: 

• Mid‐term Exam = 20%  
• Final Exam = 30%  
• Assignments Category = 25%  
• Quizzes Category = 25% 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Creating a Weighted Grade 
 
To create a Weighted Grade column in the Grade Center, follow these steps 
from the Grade Center View Spreadsheet:  
1. Move the cursor over the Add Calculated Column icon in the Action Bar of 
the Grade Center.  

2. Select Weighted from the Action Link menu.  
    Enter a Column Name. A required field, Column Name is formal name 
for the   Item, and is displayed in the Grade Center if no Grade Center 
Display Name is   entered. This field will only display the first 15 
characters in the column header. 

3. Enter a Grade Center Display Name. This appears as the column header 
in the Grade Center. This field displays 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 format 
chosen is the primary or only (if no Secondary Display is selected) format 
displayed for this Weighted Grade Item in the Grade Center. 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6. Select a Secondary Display from the drop‐down menu. This selection 
displays the secondary format for this Weighted Grade column in the Grade 
Center. The Secondary Display is denoted by parentheses.  

7. Select a Grading Period from the drop‐down menu. This will designate to 
what Grading Period the column is associated.  
Note: Grading Period and the drop‐down menu will not display unless 
Grading Periods have previously been created.  

8. Select the items to be included in the Weighted Grade Column, and enter 
the percentages for each column or Category to be included in the 
Weighted Grade.  

– Columns to Select – A list of all columns in the Grade Center. Select 
the Column and click the arrow to add it to the Weighted Grade 
column.  

– Categories to Select – A list of all Categories in the Grade Center. 
Select the category and click the arrow to add it to the Weighted 
Grade column.  

9. After all columns and Categories have been selected, enter the percentage 
for each selection.  

 
When a Category has been selected, several other options appear: 

– Select a Grading Period for the Category using the drop‐down menu. 
This will only appear if a Grading Period has been created. Only columns 
within the selected Grading Period will be included in the Weighted 
Grade.  

– Select how to weigh columns within the Category Equally or 
Proportionally. Choosing Equally applies equal value to all Columns 
within a Category. Choosing Proportionally applies the appropriate 
value to a Grade Item based on its points compared to other columns in 
the Category.  

– Decide whether to drop high or low grades within the Category or use 
the lowest or highest value in the category.  

To remove a selected Grade Item/Category from consideration, click the red “x”.  
Note: A Grade column that is set to "no" for the Include in Grade Center Score 
Calculations setting will not display in the selection list. 
10. Calculate as a running total – Select Yes to calculate the weight as a 
running total to include only the Columns that have been graded. Select No 
to include all items.  

11.  Share Weighted Grade column with users. The following permissions 
can be selected to add the column to My Grades: 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• Include Column in the Grade Center calculations – Makes the 
Column available for use in other calculations.  

• Show Column in My Grades – Shows the column in My Grades.  
• Show Statistics (average and median) to Students– Shows the 
Weighted Grade column statistics in My Grades.  

12.  Click Submit to save 
 
About Total Points Calculations 
 

• A Grade Center Total Points column is a grade based on the cumulative 
points received, related to the points allowed.  

• The following items can be selected to create a Total Points calculation 
and its column: 

– All Grade Columns – All individual Grade Columns added to the 
Grade Center.  

– Grade Columns in a Grading Period – All Grade Columns that 
have been added to a Grading Period.  

– Selected Gradable Columns and Categories – Any grade 
Columns and any or all Categories.  

• For example, an Instructor may create a column to determine the final 
grade for the first quarter by creating a Grade Center Total Points 
column that includes all of the columns in the first quarter Grading 
Period. Alternatively, an Instructor can create a Grade Center Total 
Points column that displays the percentages of a particular Grade Center 
column, or a Category or Categories. 

– Note: Any Grade Columns with text as the primary display cannot 
be used in the Total Points calculation. 

  
Creating a Total Points Column 
 
To create a Total Points column in the Grade Center, follow these steps:  

1. Move the cursor over the Add Calculated Column icon in the Action 
Bar of the Grade Center.  

2. Select Total from the Action Link menu.  
3. Enter a Column Name. A required field, Column Name is formal 
name for the Item, and is displayed in the Grade Center if no Grade 
Center Display Name is entered. This field displays 15 characters in 
the column header. 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4. Enter a Grade Center Display Name. This appears as the column 
header in the Grade Center. This field will only display the first 15 
characters in the column header. The Grade Center is the only area 
where this name is used.  

5. Enter a Description. A description will help Instructors and other 
graders identify the Column.  

6. Select a Primary Display option from the drop‐down menu. The 
format chosen is the primary or only (if no Secondary Display is 
selected) format displayed for this Total Points Item in the Grade 
Center.  

7. Select a Secondary Display from the drop‐down menu. This 
selection displays the secondary format for this Total Points column 
in the Grade Center. The Secondary Display is denoted by 
parentheses.  

8. Select a Grading Period from the drop‐down menu. This will 
designate to what Grading Period the column is associated.  
 Note: Grading Period and the drop‐down menu will not display 
unless Grading Periods have previously been created.  

9. Select the items to be included in the Total Points column. Possible 
selections include the following:  

– All Gradable Columns  
– All Gradable Columns in a Grading Period and select a Grading 
Period from the drop‐down menu. This will not display unless a 
Grading Period has been created.  

– Selected Gradable Columns and Categories Select the Items 
from the text box and click on the arrow. Select the Categories 
from the text box and click on the arrow.  

To remove a selected item from consideration, click the red “x”. 
• Note: A Column that is set to "no" for the Include in Grade Center 
calculations setting will not display in the selection list. 

10. Calculate as a running total – Select Yes to calculate the weight as 
a running total to include only the Columns that have been graded. 
Select No to include all items.  

11. Share Total Points column with users. The following selections 
can be made to share column information with users:  

  Include Column in the Grade Center score calculations – Makes the  
            column available for use in other calculations  

– Show Column in My Grades – Shows the column in My Grades 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– Show Statistics (average and median) for this column in My 
Grades – Shows the Total Points column statistics in My Grades  

12. Click Submit to save. 
 
About Minimum/Maximum Columns 
 
• A Minimum or Maximum Grade column displays either the minimum or 
maximum grade for a selection of Columns. This column can be displayed 
to the Students or just the Instructor.  

• In creating a Minimum/Maximum Grade column, the Instructor can select 
from the following:  

– All Grade Columns – All individual Grade Columns added to the 
Grade Center.  

– Grade Columns in a Grading Period – All Grade Columns that have 
been added to a Grading Period.  

– Selected Gradable Columns and Categories – Any Grade Columns 
and any or all Categories.  

• For instance, an Instructor may choose to find the minimum scores of all 
the Tests from a Grading Period and display it only to the Instructor.  

• Note: Any Columns with text as the primary display cannot be 
displayed as the Minimum or Maximum. 

To create a Minimum/Maximum Grade Column, follow these steps:  
1. Move the cursor over the Add Calculated Column icon in the Action 
Bar of the Grade Center.  

2. Select Minimum/Maximum from the Action Link menu.  
1. Enter an Column Name. A required field, Column Name is formal 
name for the Item, and is displayed in the Grade Center if no 
Grade Center Display Name is entered. This field will display 15 
characters in the Column header. 

3. Enter a Grade Center Display Name. This appears as the column 
header in the Grade Center. This field will only display the first 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 format 
chosen is the primary or only (if no Secondary Display is selected) 
format displayed for this Minimum/Maximum Grade in the Grade 
Center. 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6. Select a Secondary Display from the drop‐down menu. This selection 
displays the secondary format for this Minimum/Maximum Grade 
column in the Grade Center. The Secondary Display is denoted by 
parentheses.  

7. Select a Grading Period from the drop‐down menu. This will designate 
to what Grading Period the column is associated. 
1. Note: Grading Period and the drop‐down menu will not display 
unless Grading Periods have previously been created.  

8. Select the Calculation Type Minimum or Maximum.  
9. Select the items to be included in the Minimum/Maximum Grade 
Column. Possible selections include:  
1. All Gradable Columns  
2. All Gradable Columns in a Grading Period and select a Grading 
Period from the drop‐down menu. This will not display unless a 
Grading Period has been created.  

3. Selected Gradable Columns and Categories Select the Items 
from the text box and click on the arrow. Select the Categories 
from the text box and click on the arrow.  

4. To remove a selected item from consideration, click the red “x”. 
5. Note: A column that is set to "no" for the Include in Grade Center 
Score Calculations setting will not display in the selection list. 

10. Calculate as a running total – Select Yes to calculate the weight as   
            a running total to include only the Columns that have been  
            graded. Select No to include all Columns.  

11. Share Minimum/Maximum Grade column with users. The  
            following selections can be made to share column information  
            with users:  

12. Include Column in the Grade Center score calculations – Makes 
the column available for use in other calculations 
1. Show Column in My Grades – Shows the column in My Grades  
2. Show Statistics (average and median) for this column in My 
Grades– Shows the Minimum/Maximum Grade Column statistics 
in My Grades  

13. Click Submit to save.  
 
About Average Grade Columns 
 
An Average Grade column displays the average for any number of quantities. 
An Average Grade Column can include any the following non‐text columns: 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– All Grade Columns – All individual Grade columns added to the 
Grade Center.  

– Grade Columns in a Grading Period – All Grade columns that have 
been added to a Grading Period.  

– Selected Gradable Columns and Categories – Any Grade columns 
and any or all Categories.  

For example, an Instructor can display the average for all Tests, or display the 
average grade for each Student for a grading period.  

Note: Any Columns with Text as the primary display cannot be 
averaged. 

Any Categories that contain items that are set to No for the Include in Grade 
Center calculations setting will ignore those items when figuring the Average 
Grade. 
 
Creating an Average Grade Column 
 
To create a an Average Grade Column, follow these steps:  
1. Move the cursor over the Add Calculated Column icon in the Action Bar 
of the Grade Center.  

2. Select Average from the Action Link menu.  
1. Enter an Column Name. A required field, Column Name is formal 
name for the Item, and is displayed in the Grade Center if no 
Grade Center Display Name is entered. This field will display 15 
characters in the Column header. 

3. Enter a Grade Center Display Name. This appears as the column 
header in the Grade Center. This field will only display the first 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 format 
chosen is the primary or only (if no Secondary Display is selected) 
format displayed for this Minimum/Maximum Grade in the Grade 
Center.  

6. Select a Secondary Display from the drop‐down menu. This selection 
displays the secondary format for this Minimum/Maximum Grade 
column in the Grade Center. The Secondary Display is denoted by 
parentheses. 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7. Select a Grading Period from the drop‐down menu. This will designate 
to what Grading Period the column is associated.  
1. Note: Grading Period and the drop‐down menu will not display 
unless Grading Periods have previously been created.  

8. Select the columns to be included in the Average Grade column. Possible 
selections include:  
1. All Gradable Columns  
2. All Gradable Columns in a Grading Period and select a Grading 
Period from the drop‐down menu; this will only display if a 
Grading Period has been created.  

3. Selected Gradable Columns and Categories Select the Items 
from the text box and click on the arrow.  

4. Columns to Select – A list of all Columns in the Grade Center. 
Select the Column and click the arrow to add it to the Average 
Grade column.  

5. Categories to Select – A list of all Categories in the Grade Center. 
Select the category and click the arrow to add it to the Average 
Grade column.  

• When a Category has been selected, several other options appear: 
• Select a Grading Period for the Category using the drop‐down menu. 
This will only be available if a Grading Period has been created.  

• Select how to weigh Columns within the Category Equally or 
Proportionally. Choosing Equally applies equal value to all gradable 
items within a Category. Choosing Proportionally applies the 
appropriate value to a Grade Item based on its points compared to other 
Columns in the Category.  

• Decide whether to drop high or low grades within the Category or use 
the lowest or highest value in the category. 

• To remove a selected item from consideration, click the red “x”. 
• Note: A Grade Column that is set to "no" for the Include in Grade Center 
Score Calculations setting will not display in the selection list. 

 
10. Select to Calculate Average as a running total. Selecting to 
calculate the average as a running total will only include the Grade 
Columns that have been graded. Select Yes or No.  

11. Share Average Grade column with users. The following selections 
can be made to share column information with users:  

  Include Column in the Grade Center score calculations – Makes the  
           column available for use in other calculations 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– Show Column in My Grades – Shows the column in My Grades  
– Show Statistics (average and median) for this column in My 
Grades– Shows the Minimum/Maximum Grade Column statistics 
in My Grades  

12. Click Submit to save.  
 
 
 
 
 
 
 
 
 




