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10. The Grade Center 

a. Overview and Tips 

i. Before setting up your grade center, decide if you’ll have students turn in paper assignments to 

you, or directly to Blackboard (by adding a drop box). If you’re not sure, it’s recommended you 

add a drop box. NOTE: If you create a drop box, a column is automatically created for you in the 

grade center. 

ii. Definitions: 

1. Percentage-based grade center: There are groups of assignments (categories) weighted 

as a percentage of the overall course grade. Below is an example. 

Assignments (points each) Percentage of 
Course Grade 

3 Quizzes (25 points each) 20 

2 Reflection Papers (50 points each) 30 

1 Final Project (100 points) 35 

Weekly Class Participation (10 points x 8 wks) 15 

Total 100% 

 

2. Categories: When using a percentage-based grade center, the name of the assignment 

group that is graded as an overall percentage. In the example above, the categories are 

Quizzes, Reflection Papers, Final Project, and Weekly Class Participation. 

3. Points-based grade center: The final grade is calculated by dividing the total points 

earned for all assignments by the total possible points. Categories are not necessary 

when setting up a points-based grade center in Blackboard. Below is an example. 

Assignments Points 

3 Quizzes (25 points each) 75 

2 Reflection Papers (50 points each) 100 

1 Final Project (100 points) 100 

Weekly Class Participation (10 points x 8 wks) 80 

Total points possible 355 

 

4. Columns: Regardless of the type of grade center you use, each graded item has its own 

column in the Full Grade Center. For example, Quiz 1 is a column in the grade center, 

Quiz 2 is another column in the grade center, etcetera.  

5. Weighted Total column: A default column in the Full Grade Center used to calculate a 

final grade for a percentage-based grade center. 

6. Total column: A default column in the Full Grade Center used to calculate a final grade 

for a points-based grade center. 

iii. For a percentage-based grade center, three things work together and must be 

connected/aligned with each other in order to correctly calculate the student final grade: 

Categories, Columns, Weighted Total Column. A brief explanation is below. Specific instructions 

are later in this document. 

1. Categories – are you using Blackboard default categories, or creating your own? 

Add all your drop boxes first, then look at ManageCategories and decide which 

default categories you want to use or if you need to make your own. 

2. Columns – must be linked to categories you are using.  

a. Two ways to check (from the Full Grade Center): 
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i. ManageCategories 

ii. ManageColumn Organization (this view also allows you to change a 

category linked to a particular assignment) 

b. If you have items you are grading, but you don’t want a drop box, add a column 

to the grade center by clicking on Create Column. Make sure to connect this 

column to a category you are using. An example is Class Participation. 

3. Weighted Total column – must include your categories and the percentages assigned to 

each category. 

iv. One of the benefits of setting up a percentage-based grade center is it is flexible, should you 

want to add or subtract assignments throughout the course. If you add assignments (or 

columns) later, make sure they are connected to the correct category after you’ve added them 

(go back to step 2a). 

 

b. View Full Grade Center 

i. After adding drop boxes to the course, view the Full Grade Center: Click on Grade Center, then 

Full Grade Center. You will see columns that were automatically added when the drop boxes 

were created (examples: Paper 1 Drop Box, Paper 2 Drop Box).  Use the scroll bar to view 

columns. 

 
 

c. General Outline of Steps for Setting up Grade Center. Each step is further explained on the next pages. 

i. Create categories for groups of assignments (percentage-based grade center only) 

ii. Adjust categories that are attached to columns in the grade center to align to the categories you 

are using (percentage-based grade center only) 

iii. Create a column in the grade center if nothing is submitted to a drop box, for example class 

participation. 

iv. Check that categories are correctly connected to columns (percentage-based grade center only) 

v. Enter percentages for each category in the weighted total column (percentage-based grade 

center only) 

vi. Set weighted total column as the external grade (percentage-based grade center only) 

vii. Create a grading schema to show a letter grade instead of score or percentage (optional) 

 

Scroll Bar 
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d. Create Categories for Groups of Assignments (percentage-based/weighted grade center). If you have 

groups of assignments weighted as a percentage of the overall course grade, create categories for the 

groups of assignments. In the example below, categories would be created for Quizzes, Reflection 

Papers, and Weekly Class Participation. Note: The Final Project is only one item so a category is not 

needed. This will be explained in more detail later in this document. 

Assignments (points each) Percentage of 
Course Grade 

3 Quizzes (25 points each) 20 

2 Reflection Papers (50 points each) 30 

1 Final Project (100 points) 35 

Weekly Class Participation (10 points x 8 wks) 15 

Total 100% 

 

i. To view and create categories, hover mouse on Manage, click Categories.  

 
 

 

ii. The Grade Center has several default categories that may meet your needs. To create a new 

category, click on Create Category. 
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iii. Name the category (example: Class Participation) and click Submit. 

 
 

 

iv. The new category appears. Create any additional categories. Return to the Full Grade Center by 

clicking OK. 
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e. Adjust the categories that are attached to columns in the Grade Center to align to the categories you 

are using. Any time a gradable item is created in Blackboard (Example: Assignment “Drop Box”) it is 

automatically linked to a default category (Example: Assignment). After creating your gradable items 

and any of your own categories, adjust the category the column is linked to by doing the following: 

 

i. In the Full Grade Center hover mouse over Manage button. Click on Column Organization. 

 
 

ii. The columns in the Grade Center now appear in rows. From here you can view the assignment 

names and the categories to which they are attached. To change a category, click on the box to 

the left of the assignment name. Hover mouse over the “Change Category to…” button and 

choose the category you want to change it to. Continue until all categories match the categories 

you are using. Click Submit to save changes. 

Note: From this same screen, columns can be rearranged. Click on the  icon and drag 

column to the desired location. 

 



Page | 18  
Blackboard Basics 2.0 06-21-2018 

f. Create a column in the Grade Center (if nothing is submitted to a drop box) 

i. Create columns in the Grade Center for manually grading items such as Class Participation (i.e. 

nothing is submitted to Blackboard). Click on Create Column. 

 
ii. Enter the name, choose the category (if a percentage-based grade center), and enter the points. 

By default, the score will appear in the grade center columns (“Primary Display”). If you want a 

percentage to appear in the grade center columns, change the Primary Display to Percentage. 

Click Submit.   
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iii. You’ve now added a column for a manually graded item. 

 

g. Entering grades if nothing submitted to a drop box (i.e., class participation). From the Full Grade 

Center click on the box you want to grade (it will have a blue outline), enter a score*, then hit the Enter 

key. 

 
 

*NOTE: When entering grades directly into any cell (as in the above example) whatever number is entered MUST match 

the primary display for that column. For example, if you entered 8 (out of 10 points) in the cell and the Primary Display is 

Score, you entered the number correctly. However, if the Primary Display is set to Percentage, the grade center would 

calculate an 8 as 8% out of 100%. See page 17 (step f.ii.) to find out how to access and change the Primary Display. 
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h. Check that categories are correctly connected to columns 

i. From the Full Grade Center click on Manage, then Categories. You will see all categories on the 

left. On the right are the assignments that are correctly linked to each category. Click OK to 

return to the Full Grade Center. 

 
Note: If a column is not correctly linked to a category, return to the Full Grade Center. Find the column, 

click to the down arrow to the right of the column name, click Edit Column Information. Find the 

category box and adjust to attach it to the correct category. Click Submit to save your changes. 
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i. Enter percentages for each category in the Weighted Total column (percentage-based grade center 

only) 

i. This will weight each category (or column) according to specific percentage (example: Quizzes 

20%, Reflection Papers 30%, Final Project 35%, Class Participation 15%). Hover mouse over the 

Weighted Total column and click on the chevron that appears to the right of the column title. 

Click Edit Column Information. 

 
 

ii. Select a category used for this course. Click on the bottom arrow to move it to the box on the 

right. Then enter the percentage for this category. If items in one category have the same point 

value, the Weight Columns line should stay set to Equally. If the items in one category have 

different point values, on the Weight Columns line click Proportionally.  
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iii. If you have only one gradeable assignment that is worth an overall percentage of the course, it 

does not need to be connected to a category. In the example below, there is one Final Project 

worth 100 points and it is worth 35% of the overall course grade. In this case select that grade 

center Column from the top left box, click on the top arrow to move it to the large box on the 

right.  

Assignments (points each) Percentage of 
Course Grade 

3 Quizzes (25 points each) 20 

2 Reflection Papers (50 points each) 30 

1 Final Project (100 points) 35 

Weekly Class Participation (10 points x 8 wks) 15 

Total 100% 

 

 
 

iv. Enter the weighted percentage (in the example 35%). 
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v. Continue until you have moved all categories (or columns) for this course to the right and the 

total weight is 100%. Then click Submit. 

 

 
 

 

j. Set Weighted Total column as the External Grade*  

i. If using a percentage-based grade center, the External Grade (green check mark) should be 

moved from the Total column to the Weighted Total column. From the Full Grade Center, hover 

mouse next to the Weighted Total heading. Click on the chevron that appears to the right of the 

title. Click on Set as External Grade*. 

 
*See page 25 for important information about the External Grade 
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ii. A green checkmark will appear next to the Weighted Total heading indicating this column is Set 

as External Grade*. 

 
 

k. Points-based gradebook: Set Total column as External Grade* 

i. The Total Column will accumulate points as a running total and should be set as the external 

grade. (The Weighted Total column is not used.) From the Full Grade Center, hover mouse over 

the Total Column title, click on the chevron that appears. Click Set as External Grade. 

 

*See page 25 for important information about the External Grade 

 

ii. The Total column will now have a green checkmark.  
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*NOTE: Whichever column is set at the external grade (Weighted Total, or Total column) that column should 

also have the primary display set to percentage. To view and/or change the Primary display to percentage: 

Hover mouse over the Total or Weighted Total column. Click on the chevron that appears. Click Edit Column 

Information. 

 
In the Primary Display field, click the arrow to display the drop down menu. Click Percentage. Click Submit. 

 
 

l. Delete unnecessary columns. If you are using a percentage-based grade book, the Total column can be 

deleted. If using a points-based grade book, the Weighted Total column can be deleted. 

i. From the Full Grade Center, hover mouse over the title of the column you want to delete 

(Weighted Total or Total) and click on the chevron that appears to the right of the title. Click 

Delete Column. 
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m. Create a grading schema to display letter grades (optional) 

i. If you want to display letter grades, you will need to create a grading schema that matches your 

course grading scale. From the Full Grade Center click on Manage, then Grading Schemas. 

 
 

ii. Click on the Default Grading Scale, then Edit. 
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iii. Edit the schema to match your course grading scale. Click Submit when finished. 

 

         
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


