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The Grade Center found in
Blackboard v8.0 incorporates .
faculty-requested suggestions and GludeCentw

improvements to the previous

Gradebook. The Grade Center uses Accessmg the Grade Center
dynamic-editing capabilities,
making it significantly different in To open the Grade Center, open your course and click
look-and-feel than the Gradebook. on the Control Panel. Then click on the Grade Center
The following is a detailed link under Assessment.
explanation of those new features
and how they can be used in your Assessment
classroom. Mﬂﬂ M
Survey Manager Performance Dashhoard

T — Pool Manager Early Warning System
Course Statistics

The Grade Center Toolbars

The Grade Center has three different working toolbars that instructors will interact with:

All of them use a chevron icon ~ to hide drop-down listings of what can be done with
each tool.

The top-most (grey) toolbar allows the instructor to interact with the Grade Center in a
broad capacity and affect large portions of the center itself:

A Add Grade Column gy Add Calculated Column ] Manage Mz Email O Reports (5 Grade Histary

The middle (beige) toolbar allows the instructor to directly affect the grades, the order
of students’ names and information, and how they are presented or modified:

Current View: Full Grade Center Set as Defautt Sort Columns By: Layout Position

The bottom-most (green) toolbar allows the instructor to directly affect the grades, the
order of students’ names and information, and how they are presented or modified:

a
% Last Name First Name B Username B Student ID E Last Access B Availability E Weighted Total E + Total B Online Learner B
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Working Within the Grade Center

Adding columns: Adding a Grade Column

Grade Columns are individual columns in the Grade Center where instructors can post
grades for a specific assignment. Some tools in Blackboard (such as Assessments, the
Assignment Manager and Graded Discussion Boards) will create Grade Columns for
you, while other times you will need to create them manually. Follow these steps to
manually add a Grade Column to the Grade Center.

1. Log into course and click on Control Panel.
2. Click on the Grade Center link under Assessment.

Test Manager Grade Center 9
Survey Manager Perdformance Dashhoard

Pool Manaqger Early Warning System

Course Statistics

3. From the main Grade Center view, click on the Add Grade Column button.

@ Grade Center (3 )

Grades can be entered directly from the Grade Centd
to navigate through the Grade Center. Use the conte

algt” Add Grade Column | gl Add Calculated

4. Fill in the Column Information section. Options provided in the Column Information
area are described below:

@ Column Information 4
“ Column Name | Q
Grade Center Display Name |
Description “| Marmal w3 || TimesHewroman + | | B 7 U & | =% & |[|= = = | = = £ i

CTE YEBR S o BO LA S e OF
*|Path: body
Primary Display Scare v
Grades wy st be entered dzsed on this selecion and will display in thiz fomrat in the Gade Center and Wy Grades.
Secondary Display MNane v
Thiz iz an additional display oplion which will he showe in the Gade Cenmteronly.
Category Ma Categary v
" Points Possible
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e Column Name - the name of the column as it appears in My Grades (the
student view)

e Grade Center Display Name — type in a name here is you’d like an alternative
title for the column in your Grade Center view.

e Description — this area is provided for you to add a column description. You can
access descriptions from a “Column Information” link to easily remember what
the purpose of a grade column is.

e Primary Display — choose the kind of grade you wish to enter and display in the
grade column. Keep in mind that if you choose “Points”, you will want to enter
grades on as points (example type “45” if a student earned 45 out of 50 points). If
you choose “Percentage” you will want to type in grades as a percentage (so 45
out of 50 points should be entered into a percentage column as 90%). Other
grade options exist, as well.

e Secondary Display — this allows you to show a second grade display in
parentheses for a column. For example, if “Points” is selected for the Primary
display and “Percentage” is selected for the Secondary Display, a grade of 45 out
of 50 would appear as “45(90%)”.

e Category — If you use categories for managing columns, choose the appropriate
category here.

e Points Possible — Enter the maximum number of points that is possible for this
grade.

5. Select “None for the Grading Period” and enter a Due Date if appropriate.

6. Select other Grade Center Options as appropriate. The most typical choices for
these options appear in the image below and descriptions are provided:

@ Dates

Grading Period | pope w

Creation Date Jan 26, 2009
Due Date @ Mone
O [ Jan v |[19 || 2008 ~ | @
€) Options

=elect No for the first option to exclude this Grade Center column fram calculations. Select
No far the second option to make this Grade Center column unavailable in My Grades. 6
=elect Yes for the third option to display column statistics in My Grades.

Include this column in Grade Center calculations & ves OMo
Show this column in My Grades ®ves O Mo

Show Statistics {average and median) for this column in My Grades O ves ® Mo
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¢ Include this column in the Grade Center calculations — if you'd like a
column to be added into a column such as a Total Points column or a
Weighted Grade column, choose Yes.

e Show this column in My Grades — if you'd like for students to see the
grade column, select Yes.

e Show Statistics (average and median) for this column in My Grades -
If you'd like students to be able to see how they compare to the rest of the
class on a graded item, select Yes. Otherwise, select No.

7. Click on the Submit button on the bottom right of the page to complete the process
8. A new Grade Column will appear at the right side of your Grade Center, and in
which you can enter new grades.

Adding columns: Adding a weighted column

Weighted Columns are a type of Calculated Column, meaning that Weighted Columns
pull information from individual grade columns and display an overall score. Weighted
Columns allow instructors to create summary grade columns that ignore some grade
columns, include other grade columns, and allow different emphasis (or weighting) on
the grade columns or categories included. Follow these steps to add a Weighted
Column.

9. Log into course and click on Control Panel.
10.Click on the Grade Center link under Assessment.

Test Manager Grade Center g
Survey Manager Performance Dashboard
Pool Manager Early Warning System

Course Statistics

11.From the main Grade Center view, hover over the Add Calculated Column link.
12.Click on the Weighted option.

S8t Add Grade Column 8 Add Calculated Column

YWy'eighted
Current View: Full Grade Ce g L4
Tatal
F Y
™ Last Name Auwerage
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13.Fill in the Column Information section.

@ Column Information

~ Column Name |

Grade Center Display Name | Q

Dizolays 35 Hhe coluen Feaderin the Gade Center and cannot excesd {5 chamctes

Description “| Mormal W |3 % || Times Mew Roman | B J U & %

‘Y ABR® v BO LA e oF

“|Path: body

Primary Display Fercentage hd

Calowlzted grades will display in this fomat i the Gade Cenmter and Wy Grades.

Secondary Display Maone b

Thiz iz ar additionz! display aption wiich will be shown in the Gade Cemteronly.

14.Next, select Columns or Categories to weight (see image next page) by
highlighting items in the list of Columns/Categories to Select and clicking the
appropriate arrow. Note: selecting Categories allows you to drop up to the three
lowest score(s) and/or highest score(s).

15.Assign a weighted percentage to each item you add to the right-hand side of the
page. Keep in mind whatever combination you choose, the total weighting should
equal 100% (even though it is not mandatory to do so).

~ ‘ Wilmington University Online
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€ Select Columns
Select the columns and/or categories to include in this weighted grade, then set the weight percentages.

Include in Weighted Grade

6 Columns to Select: Selected Columns:
Total Enter the weight percentage for each itemn. Percentages should add up to 100%.
Weighted Total o
xample Assignment *-w - Onli
% H [

E P gnn 50 & Column: Online Learner Support Agreement
|Sample SafeAssignment 1
Periodic Table Assignment

*% Column: Demo Assignment 1 @

tal Weight: 70%
@
Periodic Table Assignment: Category: Assignment/ Use the upper arrow for
Points Possible: 0 .

addlng columns, the lower

Categories to Select: :/ arrow for adding categories.
SafeAssignment -
Test @
Discussion
Essay
Exam
Extra Credit hd

16.Select Yes or No for Calculate as a running total. A running total only includes
items that have grades or attempts. Selecting No for this option includes all items in
the calculations, using a value of O for the item if there is no grade.

17.Click on the Submit button on the bottom right of the page to complete the process

18.The weighted column will show in your grade center now and will reflect the
combined weights of the items you selected

Adding columns: Adding a Total or Average Column

Adding a Total column will simply total the aggregate score of all columns or selected
individual columns and/or categories of grades. Adding an Average column will show
the average of all selected items adding a Total or Average column is similar to add in a
weighted column.

1. From the main Grade Center view, hover over the Add Calculated Column link and
click on Total in the drop-down menu.

i Add Grade Column &} Add Calculated Column |

YWeighted
Current View: Full Grade Ce 21gme
Total L1
r
™ Last Name Awerage
Minimurm/daximuam

[ [Guest Faculty

e rerred13

2. Fill out the Column Information section as you did in Step 5 of the weighted column

Qo ‘ Wilmington University Online
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o

directions.

Select All Grade Columns or Selected Grade Columns . .. Depending on which
you choose, you may be required to add columns using the arrows in a manner
similar to Step 6.

Select Yes or No for Calculate as a running total. A running total only includes
items that have grades or attempts. Selecting No for this option includes all items in
the calculations, using a value of 0 for the item if there is no grade.

Choose any additional Options as appropriate.

Click the Submit button on the bottom right to complete the process

Adding columns: Adding an Average Column

Adding an average column allows you to take the average score from a set of columns
and store that in a single, unique column. An example use might be using an average
column to reflect the average grade from a set of graded assignments.

1.

5.
6.

From the main Grade Center view, hover over the Add Calculated Column and
click on Average in the drop-down menu

o Add Grade Column 8 Add Calculated Column

YWeighted
Current View: Full Grade Ce Fghte t
Total

v, Last Name S| Average (1 I
[ |Guest Faculty Mm'mum’]m“a}{lmur:n“ S

. Fill out the Column Information section as you did in Step 5 of the weighted column

directions.

Select All Grade Columns or Selected Grade Columns . .. Depending on which
you choose, you may be required to add columns using the arrows in a manner
similar to Step 6.

. Select Yes or No for Calculate as a running total. A running total only includes

items that have grades or attempts. Selecting No for this option includes all items in
the calculations, using a value of 0 for the item if there is no grade.

Choose any additional Options as appropriate.

Click the Submit button on the bottom right to complete the process

Adding columns: Adding a Minimum/Maximum Column

Adding a minimum or maximum column allows you to take the lowest or highest grade
from a set of columns and store that in a single, unique column. An example use might
be using a maximum column to reflect the highest grade from a set of graded
assignments.

\O ‘ Wilmington University Online
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1.

o

From the main Grade Center view, hover over the Add Calculated Column and
click on Minimum/Maximum in the drop-down menu

o Add Grade Column 8 Add Calculated Column

YWeighted
Current View: Full Grade Ce g rt
Total
r
™ Last Name i Awerage

[ [Guest Faculty

Fill out the Column Information section as you did in Step 5 of the weighted column
directions.

Select Minimum or Maximum setting for a column. Minimum will use the lowest
score and maximum will use the highest score for an individual from a set of
columns.

Select All Grade Columns or Selected Grade Columns . .. Depending on which
you choose, you may be required to add columns using the arrows in a manner
similar to Step 6.

Select Yes or No for Calculate as a running total. A running total only includes
items that have grades or attempts. Selecting No for this option includes all items in
the calculations, using a value of 0 for the item if there is no grade.

Choose any additional Options as appropriate.

Click the Submit button on the bottom right to complete the process

Removing a Column
To remove a column from your Grade Center, it must have the following characteristics:

1. It must be visible from the main Grade Center view (see Show/Hide Columns).

2. It cannot be linked to an active test or Assignment Manager assignment (the test or
Assignment Manager assignment must be deleted first from the Content Area in which it
is found before the corresponding column can be deleted).

To delete a column that meets these criteria, follow these directions:

1.

2,

From the main Grade Center view, hover over the chevron icon || associated with

the column you wish to delete and click to open the drop-down menu.
Select Remove Column from the drop-down menu.

Wilmington University Online
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Pre-Class Disci E Wee

o

.Mndifg.r Column

Hide Column
Column Statistics

Set as External
Grade

Aszsignment File
Cleanup

Assignment File
Download

Femove Column

Close Menu

Note: THIS ACTION CANNOT BE UNDONE. Delete columns only when you are certain
you wish to remove them.

Downloading Your Grade Center Grades

Instructors have the ability to download Grade Center data as a delimited file that can
be used in other applications such as Spreadsheet programs or statistical analysis
programs. Downloaded files can be saved on a local computer drive and is
recommended to preserve student grades for archival or review.

Instructors planning on uploading Graded Center data from an external application
such as a grading tool or spreadsheet may wish to download Grade Center data first
in order to have a delimited file that is formatted for uploading.

To download your Grade Center grades:

1. From the main Grade Center view, hover over the Manage column and click on
Download

Wilmington University Online
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} anage Mz Emai

| Upload
P Download L1
Categories
1 Smart Yiews
|
1 Grading Periods
| -
Grading Schemas
WAl Crganize Grade Center
twvall ShowHide Users

2. Instructors can select specific data to download or download the complete Grade
Center data set. Typically instructors will download the Full Grade Center as a Tab
delimited file that does not include hidden data (see typical selections below).

(\T;, Download Grades I: 2 I

Dwenload data from the entie Grade Center, & specific Grading Penod or Column, of the user information by selecting the appropnate options. Sedect the check box to
inchude comenanls when dosrloading 2 songle columa

@ Data

Select Data 1o Downlead & Fyll Grade Certer

O Selected Column | Total ¥ [ Inchude comments for this column

O kser Information Cinly

€ Options

Commadelenited fles | C5Y) ham data tems separaled out by commias. Tab-delimited files [ ¥LS) haw data #ems separated out by tabs. Both are commaon
1ypies of data Sles and can be opened in magl edting softwang. ¥LS tab-delimited fles can be opened drectly n Excel. CSV comma-delimited fles noed 1o be
inporded for use i Excel
Delimiter type O Comma (2 Tab

Include Hidden Information 7 yeg & Ha

e infoaratioT inciedes codama s avd vowT AN Aswe beet Biddes Ao e wew

3. Click on the Submit button to complete the download process.

4. Open the downloaded file in your spreadsheet program as per the directions for your
software.

Managing Grade Categories: Adding Categories

A Grade Center Category is a classification that can be used to “tag” Grade
Center columns in a course. For instance, “Homework,” “Test,” or ““Quiz” are
possible Categories that can be assigned to Grade Center columns. Categories
are helpful in organizing and utilizing the Grade Center. For example, an Instructor
may sort the Grade Center by a specific Category to compare how all the Students
scored in the "Homework" Category. Categories may also be used when creating
Smart Views (described later in this document).

Wilmington University Online
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Categories can integrate with any of the four Grade Center column types (weighted,
total, average and minimum/maximum). For example, an Average grade column could
be created to calculate the average score for all columns associated with the
"Homework" Category. Categories can also be used in the creation of a Report. An
Instructor may create a printable Report that displays Statistics of performance for all of
the columns in a certain Category. This information can be used by instructors to make
decisions about instruction, planning, and assessment.

To create a new Grade Center Category:

1. From the main Grade Center view, hover over the Manage column and click on
Categories.

Manage Mz Emai
Lpload

|
P Dowenload
Categories L1 il

J Smart Views
Wl

Grading Periods

=l

Grading Schemas

all Crganize Grade Center

beail ShowHide Users

2. Alist of current Categories will appear. Click Add Category in the upper left.

@ Categories

Create an unlimited number of Categories,
rernaved.

(=h Add Categaory ( 2 )

3. Enter the Category Information including the Name for the Category.

Wilmington University Online
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@ Add Category

@ Category Information

" Name ( 3 |

Description

4. Click Submit. The new category will now appear in your Category list and can be
assigned to columns.

Managing Grade Categories: Modifying Categories

Default Categories cannot be modified. However, any Categories the user creates can
be modified. To modify a user-created Category, follow these steps:

1. From the main Grade Center view, hover over the Manage column and click on
Categories.

Find the Category you wish to change and click Modify.

Change the Category Name or Description.

4. Click Submit.

W

Managing Grade Categories: Removing Categories

Default Categories cannot be removed from the Grade Center. Only Categories that
have been created by a user and that are not in use in a course may be removed. To
remove a user-created Category, follow these steps:

1. From the main Grade Center view, hover over the Manage column and click on
Categories.
2. Find the Category to change and click Remove.

SMART Views

Smart Views are views of the Grade Center based on a variety of student criteria. This
feature allows instructors to create certain views of the Grade Center based on student
information and/or performance criteria (such as gradable items like Assessments or
Assignments) to quickly track and sort Students. There are four different types of Smart
Views, which are:

Wilmington University Online
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e Group, which allows an instructor to select students based on the Group they
were assigned to from the User Management Area of the Control Panel. This
option is helpful only if you have already created Groups in Blackboard.

¢ Benchmark, which allows an instructor to select students based on performance
(such as grades on a given test).

e Focus, which allows an instructor to select individual students from a list of
students.

¢ Investigate, which allows an instructor to create a custom set of selection criteria
from a list of student attributes. This option allows for a combination of the other
three Smart Views.

Once a Smart View is created and saved, they become part of a selectable list located
under the Current View drop-down menu of the Grade Center. Also, any Smart View
can be saved as the default view of the Grade Center if desired.

Viewing existing Smart Views

1. From the main Grade Center view, hover over the link next to Current View (the
default link option is Full Grade Center).

Current View: Full Grade Center[ 1 Fas D
Full Grade Cent h

F
% Last Name (Default)

Glest

Guest F'r:eu:tice 1

2. Select an existing Smart View from the list of available Smart Views. Smart View
options will not appear until the instructor has created one or more.

Current View: Full Grade Center Set az De
Full Grade Center

F Y
™ Last Name (Default)
Guest )
Guest Fractice 1 2

3. The Grade Center will now show only those students meeting the criteria of the
Smart View selected.

Add a Group Smart View
Smart Views of Grade Center data can be based on pre-assigned Groups that have

Wilmington University Online
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been created using Manage Groups in the User Management area of the Control
Panel.

To add a Group Smart View:

1. From the main Grade Center view, hover over the Manage link and select Smart
Views.

Manage Mg Emai
Upload

|
P Diownload
Categaries
v amart Wiews L1
(Srading Periods

el Grading Schemas

“ail Organize Grade Center

trail ShowiHide Users

2. Click Add Smart View.

@ Smart Views

Create a Smart Yiew to see Grade Cen
select it frorm the Current View list on|
[ Add Smart View (2 D

3. Enter a Name for the Smart View. This is a required and will appear in the Current
View Action Link on the Grade Center page. It will also appear as a link to the Smart
View on the Manage Smart Views page.

Wilmington University Online
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@ Add Smart View

@ Smart View Information

" Name | 3 '

Description

@

@ Selection Criteria

Type of View & Group (Select one or more groups.) 5
(O Benchmark (Select users based on their performance. )
(O Focus (Select individual users.)
O Investigate (Build a full query based on user attributes.)

Select Criteria  Select the groups to include in this Smart View. Hold down the Ctrl

ser Criteria; Condition:

Group (# Equal ta

“alue:

|| Group 1 [6)

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

Smart Views page.
Select Group for the Type of View.

o

6. Choose the Select Criteria conditions using the drop-down menus available.

7. Select the appropriate Filter Results option. All Columns is typically used, but there
are options to filter results based on selected columns or categories as well.

8. To include hidden columns, click the check box to include hidden information. |

9. Click Submit to save the Smart View.

10.You will now be able to select your Smart View from the main Grade Center view by
hovering over the link next to Current View (see Step 1 of Viewing existing Smart

Views).

Add a Benchmark Smart View

A Benchmark Smart View is a view of the Grade Center based on students’
performance on a single gradable item (such as a midterm exam). The process is
exactly the same as the Group Smart View explained above, but the Selection Criteria

are a little different.

To add a Benchmark Smart View:

1. From the main Grade Center view, hover over the Manage link and select Smart

Wilmington University Online
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o

6.
7.

8.

9

Views.

Click Add Smart View.

Enter a Name for the Smart View. This is a required and will appear in the Current
View Action Link on the Grade Center page. It will also appear as a link to the Smart
View on the Manage Smart Views page.

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

Select Benchmark for the Type of View.

Choose the Select Criteria conditions using the drop-down menus available.

Select the appropriate Filter Results option. All Columns is typically used, but there
are options to filter results based on selected columns or categories as well.

To include hidden columns, click the check box to include hidden information. |

Click Submit to save the Smart View.

10.You will now be able to select your Smart View from the main Grade Center view by

hovering over the link next to Current View (see Step 1 of Viewing existing Smart
Views).

Add a Focus Smart View

A Focus Smart View is a view of the Grade Center based on selected individual
students. The process is exactly the same as the Group Smart View explained above,
but the Selection Criteria are a little different.

To add a Focus Smart View:

o

. From the main Grade Center view, hover over the Manage link and select Smart

Views.

Click Add Smart View.

Enter a Name for the Smart View. This is a required and will appear in the Current
View Action Link on the Grade Center page. It will also appear as a link to the Smart
View on the Manage Smart Views page.

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

Smart Views page.

Select Focus for the Type of View.

Choose the Select Criteria conditions using the drop-down menu available (options
are All or Selected Users). If Selected Users is chosen, student names can be
highlighted to add to the Smart View. To highlight more than one student, select the
first student name you wish to add to the Smart View, click and hold the CTRL key,
and select any additional student names while continuing to hold down the CTRL
key.

Select the appropriate Filter Results option. All Columns is typically used, but there

Wilmington University Online
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are options to filter results based on selected columns or categories as well.

8. Toinclude hidden columns, click the check box to include hidden information. |

9. Click Submit to save the Smart View.

10.You will now be able to select your Smart View from the main Grade Center view by
hovering over the link next to Current View (see Step 1 of Viewing existing Smart
Views).

Add an Investigate Smart View:

Smart Views of Grade Center data can be based on a complex query of student and
column attributes. Since the Investigate Smart View allows the instructor to combine
search criteria from the other types of Smart Views, selecting the conditions for this
Smart View is the most complex. Use this Smart View only if you need to combine
multiple criteria from other Smart View types.

To add an Investigate Smart View:

1. From the main Grade Center view, hover over the Manage link and select Smart

Views.

Click Add Smart View.

3. Enter a Name for the Smart View. This is a required and will appear in the Current
View Action Link on the Grade Center page. It will also appear as a link to the Smart
View on the Manage Smart Views page.

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

Smart Views page.

Select Investigate for the Type of View.

6. Choose the Select Criteria conditions using the drop-down menus available — note

that there are many options available under the drop-down menus.

€) Selection Criteria

A

o

Type of View O Group (Select ane of mare groups.)
O Benchmatk (Select users based an their perfarmance.)

C Focus (Select individual users.)
@ Investigate (Build a full guery based on user attributes.) | 5 J
Select Criteria  Solact the users' grade criteria to benchmark. 6)
User Criteria: Conditian: Walue:

1 | Grade on Example Assignment ( Percentage ) hd | Greater than ar equéﬁu | [50

Aid User Criteria™ | 7 '

7. Click Add User Criteria when finished.
8. Repeat steps 6 and 7 until all desired Investigate Smart View Select Criteria have
been selected. Each will be numbered as criteria 1, criteria 2, etc.
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Select Criteria  Sglect the users' grade criteria to benchmark.

Usger Criteria; Condition: Yalue;

1 | Grade on Example Assignment [ Percentage ) v | | Greaterthan oregqualto v | |80
User Criteria: Condition: “alua: Femonve
LB ) 2 | Grade on Periadic Tahle Assignment { Scare ) * | | Greater than orequalto + | (30
User Criteria: Condition: Walue: Remonve
3 | LastAccess « || Before |+ | |2008-08-08 |Date Format : YYYY-MMW-DD

Add User Criteria

Formula Editor |

@

hlanually Modify | Charge the operadors and insert pareatheticals bo modify Fow the fomula is comaleded.

9. A formula will be automatically created in the Formula Editor area as you add
criteria. The Formula Editor lists how the Select Criteria you define are combined in
the Investigate Smart View. The default Boolean operator used is AND, meaning the
Smart View will look for instances where all criteria overlap. However, this formula
can be manually edited to include other Boolean operators and parenthetical
statements using the Manually Modify button. Boolean operators you can use
include AND and OR, as well as parenthesis to group statements. An example that
uses parenthesis with the AND and OR operators is shown below.

Formula Editor
1 IND (2 OR 3)|

10. Select the appropriate Filter Results option. All Columns is typically used, but there
are options to filter results based on selected columns or categories as well.

11.To include hidden columns, click the check box to include hidden information. !

12.Click Submit to save the Smart View.

13.You will now be able to select your Smart View from the main Grade Center view by
hovering over the link next to Current View (see Step 1 of Viewing existing Smart
Views).

Manage Grading Periods;

Grading Periods are user-created segments that can help manage the Grade Center.
Grading Periods can be defined as Terms, Semesters, Quarters, Years, and so on, and
are typically based on date ranges chosen by the instructor. Grading Periods are not
created by default. If desired, they must be defined by Instructors.

Defining Grading Periods and associating Grade Center columns to a Grading Period
allows Instructors to effectively organize and report on Grade Center data. Instructors
can filter the Grade Center by Grading Period to display only the columns in the
segment. For example, an Instructor may configure the Grade Center to display the
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First Quarter columns, reducing searching and scrolling. Grading Periods can also be
used with the Early Warning System in Blackboard.

1. From the main Grade Center view, hover over the Manage link and select Grading
Periods.

flanage Mz Emai
}Upluad

i Download

d Categaries

o Smart Wiews

Grading Periods L1
Grading Schemas

|

aill Organize Grade Center

el ShowdHide Users

2. Click Add Grading Period

@ Grading Periods

Aszsociate multiple columns with a G
[ Add Grading Period (2 l

w

Enter a Name for the grading period.

4. Enter a Description. Adding a description to the Grading Period helps to identify
and organize different Grading Periods.

Select the Grading Period Dates as appropriate.

6. If a date range has been specified, checking Associate Columns box will associate
all grade columns and calculated columns that were previously created with due
dates that correspond with the Grading Period Date range.

o
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@) Grading Period Information

" Name First Quarter (3)

Description |Grading Period associated with the

first gquarter of the year.
@

@) Dates

Grading Period Dates ) 1,00
@ Range Start Date

sep v|[01 ~|[2008 ~|3 (D)

End Date
Oct |15 + | 2008 ~ [

6

Associate Columns ¥l Associate this Grading Period with all colurmns that have a Due Date within this date range.

7. Click on Submit button.

Warning: Grade Center items cannot be associated with more than one Grading
Period. A newly created Grading Period with the same or an overlapping date range will
override the settings of an existing Grading Period. All items associated with the existing
Grading Period will become associated with the new one.

Organizing the Grade Center

Your Grade Center view can be customized via two main methods — using drop-down
menus available from the main Grade Center view or by using the Organize Grade
Center option under Manage. The Grade Center display can be customized to:

e Freeze or unfreeze columns. If a column is frozen, that column will remain
stationary when scrolling through the Grade Center view.

¢ Hide or show columns.
Modify the Categories of columns.

e Modify the Grading Periods of columns.

Hiding Columns from the Main Grade Center View

Instructors have the ability to hide any columns from displaying within the Grade Center.
Hiding a column from your grade center display maintains all existing information
associated with the column, but prevents it from being seen within the Grade Center’s
main view. Hiding columns that are not currently being used reduces the width of the
visible Grade Center, reducing the need for continuous scrolling. To hide a column,
follow these steps from the main Grade Center page:

3. From the main Grade Center view, hover over the chevron icon |+ associated with
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the column you wish to hide and click to open the drop-down menu.
4. Select Hide Column from the drop-down menu.

Sample Safefls H \ 1

| :Column Information

| -MDdif'_-,-' Column |

| Hide Column
Column Statistics

Set as External
Srade

Femowve Calumn

Cloze Menu

5. Alternatively, to hide a Grade Center column you can navigate to Manage ->
Organize Grade Center from the main view of the Grade Center, select the column
you wish to hide by placing a check in the box associated with that column, and then
selecting Hide Selected Columns from the Show/Hide drop-down menu.

i Show Selected
Columns

Show Selected
Colurmns in All Grade
Center Wiews

—

Everything above this bar iz a frozen colum

Username

Note: Once a column has been hidden from the Grade Center main view, you must
navigate to Manage - Organize Grade Center to see information related to the
column.

Show Hidden Grade Center Columns

Instructors are able to reveal hidden columns along with all the associated data,
restoring the display in the main view of the Grade Center. To show columns, follow
these steps:

1. From the main Grade Center view, hover over the link next to Manage and select
Organize Grade Center from the drop-down menu.
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Manage | M5 Emai
Upload

|
P Download
Categories I

1 Smart Wiews
MET

Grading Periods
Grading Schemas L:I
Organize Grade Center
wall ShowiHide Users

vl

v |

2. Select the check boxes of the Grade Center columns to be revealed.
3. Click Show/Hide.
4. Select Show Selected Columns.

ShowiHide =~ ( 3 )} Modify Cat

Hide Selected Colimns
Ok

. Show Selected
Columns
Show Selected

Columns in All Grade
Center Wiews

| Crerything above this bat iz & frozen colum

| |Usermarne (Hidden)

5. Click Submit to save any changes.

Move Columns within the Grade Center

Columns can be moved to the left or right within the main view of the Grade Center.

1.

From the main Grade Center view, hover over the link next to Manage and select
Organize Grade Center from the drop-down menu.
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Manage | M5 Emai
Upload

|
P Download
Categories I

1 Smart Wiews
MET

Grading Periods
Grading Schemas L:I
Organize Grade Center
wall ShowiHide Users

vl

v |

2. Click and hold any part of the column you wish to move.
3. While continuing to hold down the mouse key, drag and drop the column to its new
position.

Grading Period

Last Mame (Frozen)

First Mame (Frozen)

Click and Drag on the gray
SR EEEEEREEC oy ar the column name to

Username (Hidden) move a column up (left) or
) Con (o e e
Tast Access M i
Awailability (Hidden)

4. Click Submit to save any changes.

Note: Once the display order of the columns has been changed, all new columns added
to the Grade Center are added at the end of the display order, unless associated to a
particular Grading Period. If a Grading Period is associated to a column, then the
column will display in the Grade Center within the Grading Period range.

Making Columns Visible to All Views of the Grade Center

Grade Center Views can be customized using different criteria, one of which is Grading
Periods. To maintain consistency among different views of the Grade Center, some
columns such as a final grade column can be selected appear in every view of the
Grade Center.

Columns listed under Shown in all views of the Grade Center appear in all views. To
make columns visible in all views, follow these steps:

1. From the main Grade Center view, hover over the link next to Manage and select
Organize Grade Center from the drop-down menu.
2. Click and hold any part of the column Name OR the gray box to the left of the
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column you wish to move.
3. While continuing to hold down the mouse key, drag and drop the column to its new
position in the Shown in All Grade Center Views list.

= Shown in All Grade Center Views 3

Name Grading Period Category
[] |Last Mame (Frozen) Institution

|:| First Mame (Frozen) Institution

verything above this bar is a frozen column. Drag this bar to change which columns are frozen.

e I

4. Click Submit to save any changes.

Removing Columns from All Views of the Grade Center

To remove columns from the Shown in All Grade Center Views section, follow these
steps:

1. From the main Grade Center view, hover over the link next to Manage and select

Organize Grade Center from the drop-down menu.

2. Click and hold any part of the column in the Shown in All Grade Center Views you
wish to move.

3. While continuing to hold down the mouse key, drag and drop the column to its new
position outside the Shown in All Grade Center Views list.

4. Click submit to save the changes

Freezing and Unfreezing Grade Center Columns

Grade Center columns can be frozen in place so they do not move while scrolling
through the other data in the main view. The columns containing students’ first and last
names are frozen by default. Frozen columns remain in position on the left side of the
Grade Center while the rest of the columns can be scrolled through. This feature can be
used to easily match up individual students with their data across the length of the
Grade Center. Instructors can freeze and unfreeze any of the columns on the Organize
Grade Center page.

To freeze a column:

1. From the main Grade Center view, hover over the link next to Manage and select
Organize Grade Center from the drop-down menu.

2. Click on any part of a column you wish to freeze.

3. Drag and drop the column to a position above the dark gray bar located toward the
top of the Shown in All Grade Center Views area.
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= Shown in All Grade Center Views

Grading Period
[]|Last Mame (Frozen) Institution

[]|First Mame (Frozen) Institution

Everything ahove this bar iz & frozen column. Drag this bar to change which columns are frozen.

[1|Usernarme Institution

4. Click Submit to save any changes.

To unfreeze a column:

Follow the steps for freezing a column, but drag and drop a column below the dark gray
bar in step 3.

Show/Hide Users

Show/Hide users allows faculty to remove users from the main view of the Grade
Center. This option is ideal for hiding students still listed as users in their Blackboard
course but who are in the process of being dropped for non-participation, for example.
Show//Hide users removes them from the Grade Center main view only — all of their
grade data will be retained while they are still enrolled in the Blackboard course.

To Hide Users from the main view of the Grade Center:

1. From the main Grade Center view, hover over the link next to Manage and select
Show/Hide Users from the drop-down menu.

Manage | Mz Emai
Upload

|
P Download
Categories I

1 Smart Wiews
|

Grading Periods

el Grading Schemas

Wall Qrganize Grade Centpe, ||
wall ShowiHide Users k1)

2. Select the users you wish to hide by putting a check in the box next to their name.
3. Click Hide Users.

Wilmington University Online

N
~




Blackboard Grade Center Unmasked

Jo Hide User! 3 Po Show Users

E Last Name
(2
[]|Guest

4. Click Submit to save any changes.

To Show Users (that have previously been hidden), follow steps listed above for hiding
users, but click Show Users for step 3.

Sending Email from Within the Grade Center

Email can be sent from within the Grade Center to a number of different recipient sets.
Possible email recipients include:

Selected Students

Observers for selected students (such as a student advisor)
Both Selected Students and their Observers

Other (an email address must be provided to use this option)

To send email to any of the recipient groups listed above:

1. From the main Grade Center view, select any individual students you wish to send
an email regarding by putting a check in the box next to their last name. Keep in
mind you can choose to email the observers of a student — however, you still need to
select the name of the student whose observer you wish to email in this step.

% Last Harn‘é First Name 1 username 0
Guest Faculty Student facultystudentd

Guest Faculty Student facultystudent004
[]|&Euest Faculty Student facultystudentd05
[]|=Euest Faculty Student facultystudentd05

2. Hover over the link next to Email and select the email recipient set you wish to send
an email to from the drop-down menu.
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I:TgEmaill | [ Ref 2

Email Selected Users

Fo Ermail Selected Users

m and their Observers I

Ermail Observers for
sugl Selected Users

Email Other

3. Compose and send your email using the textbox provided. Note that you can
blind carbon copy (Bcc) additional recipients if an email address is provided.
You may also add an Attachment if needed.

4. Click Submit to send the email.

€ Email Information
To
Additional Recipients (Bcc)

From

Subject

Message

Attachments

Guest, Faculty Student, Guest, Faculty Student

Meredith YWesolowski

A copy of this email will be sent to the sender.
Return Receipt [

Attach afile

©}

To send an email to a single student:

1. From the main view of the Grade Center, click on the chevron icon in the box

containing the last name of the student.

2. Select Send Email from the drop-down menu that appears.
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F
™ Last Name

Gluest ¥ ||Facul

‘Send Email  ( 2)
Hide Users

Lzer Statistics

Adaptive Release

Close hMenu

EEDDDD

3. Compose and send your email as described in steps 3 and 4 above.

What is an External Grade Column?

An external column is a column that can feed a final grade into a student information
system if a direct connection between Blackboard and the SIS exists. Since Wilmington
University does not have a direct connection between Blackboard and WebCampus, setting
one column or another as the External Grade doesn’t matter. The default is to have the
Total grade column set as the External Grade column.

For more information . . .

Additional support for Blackboard tools can be found at http://esupport.wilmu.edu, by clicking

on the Help! button in Blackboard, at http://www.wilmu.edu/instructionaltech/index.aspx and
in the User Manual linked from the Control Panel in Blackboard.
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