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Grade Center Basic

More than just a record-keeping system, the Blackboard Grade Center is

an effective tool that you can use to support student learning. The Grade
Center feature allows you to OpublishO grades to individual students, which
gives them a stronger sense of where they stand as the class progresses,
thus more motivation to improve their performance.

Grades are recorded:

® automaticaftyr assignments, assessments (tests and quizzes); and sur
veys deliverethside of Blackboard, and
® manuallfor course work managexnitside of Blackboard.

Accessing the Grade Center

1.
2.

Go to the UO Blackboard website lattp://blackboard.uoregon.edu
Locate the Login box and enter youoregor A
usernanieg. jdoe99) and tlomrresponding e«
passwofdame as your email account). ey P
You will enter a page entitledy UOthat

will welcome you by name. Thdy Courses

section shows a list of classes you are teaching and enrolled in. You

ter your credentials and click the Login button below

Eorget Your Password?

will also see a tab entitl€bursewhich is a list that includes course
sites for all courses where you are the instructor of record in the Reg
istrar's databasélote: All students who have registered in the cor
responding CRN will automatically be signed up for that blackboard
coursesite.

Click on acourse natoenter that coursesite.

Locate theCourse Manageeth€Control Parsgction, located at the
bottom left of your screen.!

Locate theEvaluatiogection and click on
the Grade Cenliek.

# Evaluation - »

Early Warning System
Crade Center
Performance Dashboard
Tracking Reports
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Work Offline

Create Column Create Calculated Column ¥

Current View: Full Grade Center Set as Default Sort Columns By: Layout Position Order: A Ascending

Familiarizing Yourself with the Grade Center
The Grade Center opens to a spreadsheet view listing students in rows and graded items in columns. All features

of the Grade Center can be accessed through the Spreadsheet.

Create Column : Instructors may manually add a
column for items and grades to the Grade Center for
work that has been done outside of Blackboard. For
example, if a student manually hands in a lab report,
the instructor may add the Item and all of the grades
associated with it to the Grade Center.

Create Calculated Column : Instructors may

manually add a calculated column to the Grade
Center , such as Average, Minimum/Maximum,
Total, and Weighted Column,

Manage: The Manage option allows the instructor to
set up Grading Periods and Schema, categories,
create Smart Views, and other organizational options.

¥ Grading Periods allows for the Grade Center
view to be sorted by due dates.

Grading Schema allows for instructors to map
out their own grading criteria.

Categories enables the instructor to sort and
plter items by category. For example, the
instructor may only want to view items in the
Exam category. This feature also enables the
instructor to weight assessment categories
differently. For example, items in a Homework
category may be weighted less than items in an
Exam category.

Smart Views allows for an instructor to create
specialized views by students, categories, column
item scores, total calculated scores, etc.
Column Organization sends the instructor to a
new screen where one can change the layout and
settings for the Grade Center view.

Student Visibility allows the instructor to hide
and show student users.

Email gives quick access to the instructor to
email selected users found in the Grade Center.

¥

GRADE CENTER

EACHING EFFECTIVENESSPROGRAM

Reports : Instructors can generate reports from the
information posted within the Grade Center.
Examples include the entire grade statistics, by
Category, or by individual.

Grade History : This option allows instructors to

track the history grading updates/changes within the
Grade Center by instructor and TA users. This allows
one to see who entered grade changes and when they
were submitted.

Current View/Sort Columns By/Order : These
drop-down lists allow instructors to toggle between
different Smart Views and the Full Grade Center
view, set a view as tiefaultsort columns by
different parameters, and sort Bgcendiog
Descendiogler.

Work Of3ine : This drop-down list allows instructors
to blter the Grade Center items. Only items that
match that type will appear in the Spreadsheet View.

¥ Upload: Instructors may upload Grade Center
information into Blackboard using the Upload
Grades feature. The upload will fail if the user
name for each row of data is not present. Also,
the Grade Center will not process the data for any
user that is not enrolled in the course. Changes to
the brst name and last name columns will not be
processed.

Download : Instructors can download and save a
Grade Center as a comma-delimited Pble for use in
a spreadsheet program such as Microsoft Excel.
This Ple, or Grade Center items in this Ple, can be
uploaded back to the Grade Center at a later
date.

¥
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Supporting Student-Grade Center
Interaction

Publishing grades on the Grade Center is a form of
communicating with your students. Think about ho

you can use it best to support student learning and
motivation in your particular course. Here are some

tips:

@

GRADE CENTER

Set your Grade Center up before the start of
the term, and spend some time talking to
students about it before you actually post
grades there. Students who have not used the
My Grades feature before will need some bas
information about how it works and where it ig
located (see: the Student Access section
below).

Use the Grade Center to make students morg
aware of how their participation B both on the
discussion board, if you are using it, and in in-
class discussions and activities B is being
assessed. For instance, if feasible, you might
weekly participation grades. If that seems too
labor-intensive, think about posting participatig
grades at least three times over the course of
the term.

Be sure to think about timing when it comes t
posting grades. Students already have a tend
to preference grades over feedback, and post
grades prior to giving feedback will reinforce t
idea that the grade is more important than the
feedback that you provide with it.

Consider using BlackboardOs Assessment
features for assignments in your course.
Students can submit their assignment
electronically and you can be sure that feedb3
has been returned to them before you post
their grade.

If you arenOt using BlackboardOs Assessme
features, be sure to return assignments to
students before making their grade visible on
the Grade Center.

@ User Unavailable

@ Column Not Visible to
Users

[/

v Completed

3 Needs Grading

¥ CGrade Edited Manually
& Attempt in Progress
@ External Grade

Grade Exempted for this
User

|¥| Error

Grade Center Icon Legend
If a Grade Center value is not a representation of a
grade or blank O-O symbol, it will be one of the
following symbols:
® User Unavailaliliser is unavailable in
Blackboard, such as the rare instance of a
student having an account locked.
® Column Not Visible to Usede column item
is not visible on the student end.
® Completdttm has been completed by the
Student.
® Needs GradiNgeds Grading. The item has
been submitted by the Student and needs to
be reviewed by the Instructor. Tests that
include Essay questions will have this symbol
when they are submitted.
® Grade Edited Manud#tistructor or TA has
manually revised (changed) an individual
grade.
® Attempt in Progr&sStudent is currently using
the Assessment or Assignment.
® External GradBhould be set to the grade the
instructor wants to be known as the pnal
grade for the course.
® Grade Exempted for thislbskuctor or TA
has exempted an individual student grade.
® ErrorGrade Center Error.

EACHING EFFECTIVENESSPROGRAM AdE 30F11



BE FREETO TEACH BLACKBOARD 9

Creating Graded Columns to the A | Create Grade Column

Grade Center

Instructors may add Grade Columns and grades t¢ -
the Grade Center for work that has been done 1. NI

outside of Blackboard. For example, if a student e

manually hands in a project, the instructor may ad

a new Grade Column and all of the grades B

associated with it to the Grade Center. Follow the

steps below to add an column to the Grade Cente

1. From inside your Blackboard coursesite,
locate theCourse Managesesgiion.

2. Locate theEvaluatiosection and click on
the Grade Centgtion. .

3. Click once on th&€reate Colu
button. '

4. Enter aColumn NanNOTE: When editing
an Assignment or Assessment created
within Blackboard, changing the Column
Name will only change the Column Name | .
in the Grade Center. It must also be =
changed in the course area where the
Assignment or Assessment item appears.

5. An instructor can enter &rade Center Display BadngDescriptidar each column (Note: These are not
required pelds).

6. Select @rimary Displaegtegory from the drop-down menu. If you want to inclu@eaondary Disgtay
can also select that from the Secondary Display drop-down menu. An example would be to set Primary
Display to Score and the Secondary Display as Letter, which would look like thia] E«JDD ) |
100 point item: Score = 90 and Letter = A-.

7.

The following grade display options are included in the Blackboard System:

& ScorP Score is the raw score earned by the student. There is a limit of 6 digits. For example, 100.00
or 123456.

¢ Percentaéercentage is calculated with the following calculation: (Raw Score/Points Possible) *100

L Textb Text allows the Instructor to enter any string as the score for a Grade Center item. It does not

have any calculable value. Scores that are entered as Text cannot be set to a numerical range. It is not

possible to copy this display option, or modify the possible values.

L LetteP Letter is a letter grade that equals a specibc range of Percentages.! For example, 94% to 97%
equals an OAO Letter grade. (See the OModifying Grade SchemesO section):

& Complete / IncomgdeTdis option signiPes that a student has completed an item. It is the default

option for Surveys.
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8. Select &Categofgr the Grade Center Column from the drop-down list, which can be used to organize

your Grade Center views.
9. Enter the maximum number dPoints Possilalethis item.
10. If needed an instructor can seleddaeDae for the Grade Center Item from the drop-down list or click
the Calendacon and choose a date.

11. Locate thdnclude this Colun ,
Grade Center Calculaiimles
Optionésection 3).

& Select the Yes radio
button to include this iter

in the Grade Center
calculations.
& Select the No radio button if you want this Grade Center item to be excluded from summary

calculationsNOTE: Excluding items from summary calculations also excludes them from weighting.

12. Locate theShow this Column to Stogéiots
& Select theresadio button to allow students to view the item in their My Grades area.
& Select théNoradio button if you do not want students to see this item.

13. Locate theShow Statistiggion.

& Select theresadio button to allow students to view the average and median statistics from the Grade

Center calculations.

& Select theNoradio button if you do not want students to view the average and median statistics from

the Grade Center calculations.
14. Click the greerSubmibutton.
15. The Grade Column you just added will now be visible.

Modifying Grade Schemas

Blackboard has a default Grading Schema (below), which instructors may mq

1. To modify the Blackboard defau@rading Scheoraadd a new scheme, go to the Manage button in the
Grade Center.

2. ChooseGrading Schemas.

3. You will now see a list and unless you have added other schemes already there willdteebsigd.
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4. To edit an existing schema click on the double down arrows next to the schema name and select Edit.

5. To create a new schema click on the gr€esate Grading Schettan.

6. You can change the schelNamer leave it the same, and you can add in a brief description (not
required beld).

7. Revise the breakdowns as needed. Note: If you omit a grade level such as A+ you will need to properly
adjust the Owill calculate asO percentage column.

8. Submit.

Column Organization
The Column Organizagtiage allows the instructor to modify the main Grade Center spreadsheet views.

From inside your Blackboard coursesite, locateCiigrse Managesesiton.

Locate theEvaluatiosection and click on thérade Centgrtion.

Click on theManagbutton.

SelectColumn Organizatiorthe drop-down menu, which takes you to a new screen layout.

To set the order for items to be listed , click on the shaded box (look for the up and down arrows or

compass arrow icon) at the far left to each column name and drag the*

specibc item to the placement you want. *»| © Running Total (External Grade)

6. When done moving the columns to the order you want clicBummiat the bottom right.

7. You can als&how/Hideolumns by checking off the box on the left of the column you want to Show or
Hide, and then choose the option you w
from the Show/Hide drop down menu.

8. You can als@€Change Categargriother category (such as assignment to test).

9. And you carChange Grading Period to...

10. The changes will be made in your main view. NOTE: If the order does not look correct make sure that

your Sort ColumnsiBget to théayout Position

a s> wbnh P

Show/Hide Change Category to... Change Grading Period to...

Grade Center Columns Options ( to access the options  click the double down arrows
to the right of the column title )

¥ To view the column information  selecQuiclkColumn Informafimm the
drop down menu. > Quick Column
¥ To edit a column , selecEdit Columfnom the drop down menu. You will i Information

return to the form you Plled out when you brst added the item to the Grade¢ ~ Edit Column Information
Center (see the OCreate Graded Columns to the Grade CenterO section ¢ ~ Column Statistics

Set as External Grade

Make the necessary modibcations and cliciSttemibutton. ClickOkon your

. Sort Ascending
receipt page.

; g .. Sort Descending
¥ To view column statistics select the Column Statistics. e
¥ To use this column as the main course display grade selecSet as DT

External Graf®te: most likely you will want to have your overall course score
as the External Grade).
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¥ To set the sort order for the column as Ascending or Descending  choose the preferred option.

¥ To Hide the column from the main Grade Center view  select Hide Column. To Show the column
you will have to go into the Organize Grade Center area (Segdhize Grade CenterO step #7
above).

¥ To delete a Grade Center column , select th®elete Columdnwarning will appear. Click Ok
to delete the itemNOTE: Removing a Grade Center item is irreversible, and in order to remove a
column you must also make sure it is not set aBxtexnal Gradé you want to remove a column that is
set as aexternal Gragleu will need to choose another item (column) t8éteas External Grade

Manage Grade Center Categories

The Manage Grade Center Categories page displays categories and category descriptions. Instructors may create
new Grade Center categories, which can then be used in selected Smart Views. Categories can also be used in
weighting grades. For example, items in the Exam Category may have a greater weight than items in the
Assignment category.

1. From inside your Blackboa@rade Center

2. Click on theManagbutton.

3. Click on theCategorikirsk.

4. To create a new category , click theCreate Catednrtyon. Enter aritle and Descripfmmthe new
category and click thBubmibutton.

5. To edit a category , click the double down arrow icon next to the title of the category you want to edit,
and then seledidit You will return to the form you Plled out when you created the category. Make the
necessary modibcations and clickSlaemibutton.

6. To delete a category, c click the double down arrow icon next to the title of the category you want to
edit, and then sele@eleteClick Ok to remove the item. NOTE: Categories included with the
Blackboard cannot be modibed or removed.

7. Click theSubmibutton to return to th&rade Center

Weighting Grades
Instructors can set a weight for each Grade Center item to determine a Pnal grade. For example, a Pnal exam may

be worth 25 percent of a studentOs grade while a reading quiz may be worth only 10 percent. Instructors can
adjust Grade Center weights according to category or item.

1. From inside your Blackboa@rade Center

2. Click on theCreate Calculated Cdiutton and choos@/eighted Coluimom the drop down options.

3. Fillin the information needed such as Column Name and Primary Display.

4. In the Select Columns section (#3) select eithe€Cthlamnsr Categorigsu want to include in the

weighted calculations.
5. For theSelected Colunuvg OEnter the weight percentage for each item. Percentages should add up to

100%.0
6. Select théptiongou want.
7. Submit.
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The two options for weighting:
® \Weight by Item is to weight grades by name as they are debned in the Grade Center. Fo
example, the midterm exam can be weighted differently then the bnal exam. Enter the
percentage to weight each item in the Selected Columns area.
The Weight by Category is to weight grades by the category. For example, all Assignmen
have the same weight and all Quizzes will have the same weight. Enter the percentage t«
weight each category in the Selected Columns area. NOTE: When Weight by Category i

selected:

- Each item in a category is worth the same weight, regardless of total points. For
example, if quizzes are worth 25% as a category, a quiz worth 50 points will not b
weighted more then a quiz worth 15 points.

The weight for each item is calculated by taking the weight for the category and
dividing that by the number of items in the category.

The number of items in the category is counted as the number of items the instru
has created in that category. Therefore, if Quizzes have a 100% weight and a stud
takes an exam and gets a perfect score, his or her weighted total will be 100%. If
instructor adds a second quiz, the students weighted total will drop to 50%, since
weight for each item is divided by two. Since, the student has not taken the seco
exam yet, their score for it is zero.

It is important to note when weighting grades that:

© The Grade Center items that have not been completed by students are still calculated in the weight.
Instructors may choose to exclude items from calculations by clicking on the Weighted Column drop
down menu (the double down arrows located to the right side of the column name) and=dhitbose
Column Information

& The percentages in the selected option, either Weight by Category or Weight by Iltem, must add up to 100
percent. An error message will appear if the percentages do not add up to 100 percent.

Q If an item has a weight of 0 percent, the item will not be calculated in the grade weight. This will occur if
a new Grade Center item is added and a percentage for the item is not adde&étettted Coluanea.

Adding and Modifying Student Grades

To enter grades by Grade Center item:
1. Locate the column of the item you want to enter grades for.
2. Click on the brst student grade cell in the column you want to enter grades (ex: Week One Assign
ment) so that the O-O symbol is now highlighted.
3. Enter the student grade and press your enter/return key. The cell you just entered the grade in will
cycle (OSavingO) brieRy before moving the next cell.
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4. Now the next individual student cell will be highlighted and repeat the process in 2 and 3 above until
you are bnished. Note: At anytime you can skip around to any column and to any individual student
grade cell.

To modify grades by student:

1. Locate the individual student cell (grade) you want to modify.

2. Click on that cell so that the grade is completely highlighted.

3. Change the grade and press your enter/return key.

4. The grade will now be updated and the cell will include an orange triangle in the upper left corner.
This is theGrade Edited Manuatin, which can be removed by clicking on the individual cell®s double
down arrows and selectii@ear Cell Modibed.lcon

To add Comments or view the Grade Details:.

1. The Quick Commegsion allows the instructor or TA to enter both comments that the individual stu
dent can view and/or comments only the instructor or TA can view.

2. The Grade Detailgtion sends the instructor or TA to a page where one can view the individual grade
information and entry information (who updated the grade and when the grade was updated).

Student Access to their Blackboard grades
When students log in to Blackboard with their username and password, the system knows who they are and shows

themonly their individual grade information for your course in th¥iew Grademl located on the students

My UO page or through your coursesite (if you have allowed access to Tools)y Bradgsage includes
information on the following (Important note: Instructors have the option to turn off and on various information
in the student view through the Grade Center):

2 Item name (the name assigned by the instructor or TA in the Grade Center)

Details about each individual graded item (Category and Description).

Due date for each item.

The last time the item was submitted, modibed, or graded.

Individual item grade and total points possible for that item.

The total number of points they have accumulated in the Running Total.

© ©

Information about the class average on each Assessment.
Grade weighting. This is the relative importance of the item when determining a bnal grade.

©COO©O©O©O©

Any comments added by the instructor specibcally entered for student viewing.

You may need to give your students instructions about how they can access their grades for your course. The
following is an example you can use for your course:

Go to the UO Blackboard website lattp://blackboard.uoregon.edu

Locate the Login box and enter youoregon userr{argejdoe99) and tlwdrresponding paséseong as

your email account).

You will enter a page entitlddy UOthat will welcome you by name.

Locate theTooldox in the upper left corner.

Selectiew Grades

Locate the course you want to check grades for and click on that link.

o ok w
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Downloading the Grade Center

Instructors can download and save a Grad
Center as either a tab-delimited ple (.xIs) g
a comma-delimited Ple (.csv) for use in a
spreadsheet program such as Microsoft EX
cel. The Grade Center items in this ble ca
be uploaded to the Blackboard Grade Gen
ter at a later date. Downloading these Ples
does not remove any information from the
Grade Center.

1. From inside your Blackboard coursesi
locate theCourse Managemeseiction.

2. Locate theEvaluatiosection and click
on the Grade Centeamption.

3. Click on theWork Of8inéutton then
Download Read and follow then-
screen instructiocerefully.

4. Select either thdabor Comma Delimite
Typeradio button.

5. Keeplnclude Hidden InformatasiNo.

6. . Click theSubmibutton.

7. Click theDownloadbutton.

8.To access the downloaded Grade
Center, open a spreadsheet program,
such as Microsoft Excel, pull the File

menu down to Open and locate the

downloaded Pble on your computer. Mo
than likely, the Grade Center Ple shoul
have a .xIs or .csv extension after the |
name. If prompted, tell Excel the Ple i
either tab or comma delimited.

NOTE: The Total and Weighted Total
columns are included in a Grade Center
download. However, these columns will not
be included in a Grade Center Upload,
because they are generated by calculation
within the Grade Center. The instructor
cannot manipulate the data for these areag

GRADE CENTER
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Uploading the Grade Center

Instructors may upload grade information into Blackboard
using the Upload Grade Center page.The upload will not
process data for any student not enrolled in the course a
will fail if the user name for each row of data is not prese
Changes to the brst name and last name columns will no
processedNOTE: For best results, instructors should
manipulate and upload a Grade Center ble that has bee
downloaded prst from the Blackboard.

1. From inside your Blackboard coursesite, locate the
Course Managemeseiction.

2. Locate theEvaluatiosection and click on th&rade
Centepption.

3. Click on theWork Of3inéutton thenUpload

4. Click theChoose Fite Browséutton and locate the Pl¢
on your computer.

5. Select theDelimiter Typef your original Ple (if you un
sure about the pble type seledutobrst).

6. Click theSubmibutton.

7. From theUpload Grades Conbrmadimeen to Import
section, make sure that thedio buttomext to the cot
umnyou want to upload is selectedNOTE: Only cot
umns that have been changed since the download c:
be checked.

8. Click theSubmibutton.You may get a dialog box aski
if you want to replace the data. Click thek button.

9.When a Grade Center is uploaded the existing grade
are not automatically written over or lost.

The values for total and weighted total will not be process
as part of the upload. Only the scores for the individual
Grade Center Items will be uploaded.

Once the upload has been completed any items (columns
added in the Excel spreadsheet will now be included in t

Grade Center information and calculations. These new it
will also be available for all future Grade Center downloaq

If the name of a column in the source does not match the
name of a column in the destination, you will be notibPed.

may decide whether or not to proceed with the upload.
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Teaching Effectiveness Program
Academic Learning Services
University of Oregon

Additional Support for Faculty

About Our OrganizationE

The University of Oregon supports the teaching en
deavors of its faculty and graduate students through the
Teaching Effectiveness Program (TEP), a division of
Academic Learning Services.

The Teaching Effectiveness Program offers a variety of
activities and services to engage the academic
community in viewing, assessing, and improving
undergraduate instruction. TEP services are free to
faculty members, graduate teaching fellows (GTFs), and
university departments.

TEACHING EFFECTIVENESS PROGRAM
TEACHING AND LEARNING CENTER
UNIVERSITY OF OREGON

Be Free To Teach

GRADE CENTER EACHING EFFECTIVENESSPROGRAM AdE 110F11


mailto:gcooper@uoregon.edu
mailto:gcooper@uoregon.edu
mailto:lrutberg@uoregon.edu?subject=
mailto:lrutberg@uoregon.edu?subject=
mailto:rmorris1@uoregon.edu?subject=
mailto:rmorris1@uoregon.edu?subject=
mailto:scis@uoregon.edu?subject=
mailto:scis@uoregon.edu?subject=
mailto:mediasvc@uoregon.edu
mailto:mediasvc@uoregon.edu

