Creating a Grade book in Blackboard

1. Under “Grade Center”, Click on Full Grade Center
Note: This feature will not work in Internet
Explorer, you will need to use another Web
Browser
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Creating a Grade book in Blackboard

2. Click on “Create Colum’
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Creating a Grade book in Blackboard

3. In the Colum name field, type in the name of the
Grade book criteria as desired

4. In the “Points Possible” Field, always enter 100.
5. Then, click on submit.




Creating a Grade book in Blackboard

6. Continue to follow the steps in the previous slide to
create more columns as desired.



Creating a Grade book in Blackboard

7. In the “Manage” Tab, Click on “Column
Organization”
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Creating a Grade book in Blackboard

9. Under the “Not in a Grading Period” Section, click,
you can drag and drop the columns in your preferred
order.

10. When you are done, click “Submit”
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Creating a Grade book in Blackboard

11. To weight the grades of your columns, you will
need to click on the arrow to the right of your
“Weighted Total” Column

12. The Click on Edit Column Information.
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Creating a Grade book in Blackboard

12. In the Select Columns Section, Highlight each
column that you will like to use for your weighted
grading system. Then click, on the right arrow to
move it to the “Selected Columns” Section
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Creating a Grade book in Blackboard

12. In the “Selected Columns” Section, enter in the
weighted percentage for each assignment of the
course. Please note that the Percentage should total
100%. Then Click Submit.
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