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Accessing the Blackboard Learn Grade Center

To access the Blackboard Learn Grade Center:

1. Login to Blackboard Learn.

2. Click the Courses tab.

U N1 VERSTTY

My Institution Courses

I My Institution ‘ Motifications Dashboard
Add Module

@ Announcements
[l Calendar

B Tasks

[ My Grades

[ Send Email

& User Directory

) Address Book

Community

i MyPlaces jffy Home

7 days.

No course announcements have been posted in the last 7

days

Content Collection

@ ter =38 Logout

System Admin

My Announcements E § my courses =]

Mo Institution Announcements have been posted in the last

Courses you are teaching:

Personalize Page T

() Business Writing

more announcements.

My Calendar

No calendar events have been posted for the next 7 days.

(=] ]

with a feature in 15 minutes_
more calendar events.

On Demand Help and Learning Catalog =1

Leamn more about Blackboard Learn through our On
Demand | eaming Center. The On Demand Learning
Center includes short, interactive video lessons
called Quick Tutorials and short documents, called
Getting Started Guides. designed to get you familiar

My Organizations

You are not currently participating in any organizations.

My Tasks

My Tasks:

1l

2a

No tasks due.

more tasks.

3. Click the course to open from the Course List module.
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CLEMS%" - @ MyPaces ifff Home @ Heb =gJ Logout

UNITVERSITY

My Institution Community Content Collection

Course Search

I:l Go Courses you are teaching:
LI MEMARSH DE101: Business Writing <=
Instructor: Melissa Lockhart;

AR i st eI s g o g At B S R e, e G ik st st

4. The course entry page is displayed.

5. From the Control Panel, click the chevron to expand Grade Center.
CLEMS#"N iii MyPlaces jffy Home @@ Help =S8 Logout

UNI1VERSITY

My Institution Community  ContentColiection ~ System Admin
Business Writing MEMARSH-DE104 [ s 00 S Edit Mode i [T |

Home Page
My Announcements S8 § my calendar 8Ee

No calendar events have been posted for the next 7 days

# Business Writing
(MEMARSH-
DE101)

1 Home Page
{  Information g

1
{ Content
1

il

1 Discussions No course announcements have been posted in

. 74
t Groups the last7 days more calendar events.
1, Toois LTSI —
1| Help Wes -

==
My Tasks Edit Notification Setiings
My Tasks:
COURSE MANAGEMENT ¥ ‘ What's Past Due Actions ‘
# Control Panel Mo tasks due ‘ All Items {0) ‘
Content Collection DRSS What's Due Actions |
* Course Tools Select Date: |05/25/2010 G
Evaluation What's New -
Today (0}
Grade Center Edit Mofification Settings Actions

Nothing Due Today

Users and Groups
Customization

| Courses/Organizations (1) |

Tomorrow (0)

Packages and This Week (0)
Utilities

e Future {0)

Last Updated: May 25, 2010 12:19 PN

Quick Unenroll
Edit Notification Settings )

6. Click Full Grade Center.
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CLEMS“N @ MyPlaces {ffy Home (@ Heip 31 Logout

‘Community Content Collection Bystem Admin

edit vode s: [IETN |7 ] =

e T é| Grade Center: Full Grade Center
(MEMARSH-

DE101)
Home Page
Information £

the tab key to navigate through the Grade Center and the Enter key to submit a grade. More Help

Content i
Discussions
Groups

Tools

L L L ey

Help
Maove To Top | Email

Sort Columns By:| Layout Position

Grade Information Bar

COURSE MARAGEMU)TQ') I

I

# Control Panel [[] | Adams John frain02

Content Collection © [[] Jefferson Thomas train03
+ Course Tools [] Jones sally train0&
Evaluation »

Smith Anne train05
Gral o

Full Grade Center [ smith James train04

Assignments [] Washington George train01

Tests -
Selectzd Rows 0 | d Il
* Users and Groups Move To TP

Customization

Packages and
Utilities

~ Help

Available
Available
Available
Available
Available

Available

G, "
dit Rows Displayed

In the Screen Reader mode, the table is stalic and grades may be entered on the Grade Details page accessed by selecting the
table cell for the grade. In the interactive mode of the Grade Center, grades can be typed direclly in the cells. Use the arrow keys or

B,
e A

Order: aAscending

»

il

7. The Grade Center is displayed.

Note: All courses will contain two automatically generated columns: a Total Points column and
a Weighted Grade column. The user must configure the settings of these two columns.

a. Action Bar

e Create Column — Click to create a column that represents a gradable item in the course.

e Create Calculated — From the contextual menu, select one of the following calculated
columns: Average, Minimum/Maximum, Total or Weighted.

e Manage — From the contextual menu, select an option to manage Grading Periods, Grading
Schemas, Categories, Smart Views, Column Organization, Student Visibility, or to Send

Email.

e Reports — From the contextual menu, either create a report or view grade history.

b. Work Offline

e Upload — Grades can be created off-line and then uploaded to the Grade Center. Grades that

were created in another grade system can also be uploaded for inclusion in the Grade Center.
The data in the file must be synchronized to the Grade Center data by using unique identifiers
for each student (User Name) and each Grade Center column (Column ID number). Column
ID numbers are generated by the system and should not be changed to removed.

Download — Grade Center data can be downloaded as a delimited (separated) file and used in
spreadsheet or statistical analysis applications such as Microsoft Excel. Faculty can
download the complete Grade Center page or select specific data to download.

c. Filters
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e Current View — From the contextual menu, select whether to place the columns in ascending
or descending order according to the Column Organization defined by using the Manage
contextual menu.

e Category — From the contextual menu, select a category to filter by.
e Status — From the contextual menu, select an assignment status to filter by.

e Sort Columns By — From the contextual menu, select one of the following options for
sorting the columns: Layout Position, Categories, Due Date, Date Created, Points Possible,
or Display Name.

e Order — From the contextual menu, select whether to place the columns in ascending or
descending order according to the Column Organization defined by using the Manage
contextual menu.

d. Column Properties — Column properties vary depending on the type of column. Click the
Action Link for a column to see all options.

e. lcon Legend — Information on the meaning of icons that appear in spreadsheet cells.

@ User Unavailable

¥ Column Not Visible to Users

empt in Progress

External Grade

Grade Exempted for this User
I| Error

Mot Participating

f. Email — Email can be sent to selected students, all students, selected observers, or all observers
directly from the Grade Center. The Email link goes to the Send Email page.

g. Edit Rows Displayed — determines how many rows of data are displayed. The minimum
number of rows to display is 5. The maximum number of rows to display is 50.

Customizing the Grade Center View

Sorting the Grade Center

To facilitate seeing Grade Center data in different ways, Faculty, TAs, and Graders can sort all visible
columns within the Grade Center based on the Sort Columns By drop down menu. The different
criteria include:

e Layout Position — switches the layout of the columns from first to last. When clicked again it
moves the last column to the first position.

e Categories — User defined categories or default categories to identify the type of gradable item
such as a “Test” or “Lab Report”.

e Due Date — Faculty defined date that a gradable item is due.

e Date Created — The date the gradable item was created in the system.
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e Points Possible — Faculty defined total number of points a gradable item is worth.
e Display Name — Faculty defined name for the gradable item.

Note: Sorting based on criteria in the Sort Columns By drop down menu is not saved across
sessions. It will only last as long as the current session remains open. Once the browser is
closed, the view will default back to its default view.

Changing User Visibility in the Grade Center

Users can be hidden from the Grade Center View, reducing the number of rows in the grid. Hidden
users are not deleted from the Grade Center, and can be revealed at any time.

Option 1:

You might have students in your class that have not completed any assignments, but have not dropped
your class either. If you do not want these students to show up continuously in the Grade Center, you
can change their visibility.

To change user visibility:

1. Hover your mouse over the Manage action link and select Student Visibility.

s iy Home @ Help <38 Logout

@ Wy Insfitution Community Content Collection System Admin

-
[SRRS— coeuose = [ET 2]
S I
T é | User Visibility
(MEMARSH-
DE101) Users can be hidden from the Grade Center View to reduce the number of raws in the grid. Hidden users are not remavad from the

Grade Center, and can be shown at any time. Users that are hidden will appear grayed out on the Hide and Show Users page and
will not appear in the Grade Center View. Users that are shown will appear in black text on the Hide and Show Users page and will

appearin the Grade Center View.
Canc}@

elect the desired users and choose to Hide them fram the Grade Center View Show users who have been hidden by
them and clicking Show.

t Home Page
1 information
1 Content
1 Discussions
Il Groups

1. Tools

1 Help

il

COURSE MANAGEMENT 2
J Hide Users || Show Users

# Control Panel

Content Collection [ | Last Hame First Name Student ID Status
* Course Tools [] Adams John train02 Shown
Siltdiion [] Jefferson Thomas train03 Shown
Grade Center

H 1 [] Jones sally train06 Shown
Full Grade Center
Assignments [ smith James train04 Shown
Tests. [C] Smith Anne train05 Shown
 Users and Groups [] Washington George train01 Shown

Customization Hide Users Show Users

Packages and
Utilities

“ Help

2.

2. The User Visibility page is displayed.
3. Select the checkbox(s) for the students you want to change the visibility of.
a. Click Hide Users to make the student not visible on the Grade Center.

Note: Users that are hidden will appear grayed out on the User Visibility page and will not
appear in the Grade Center View.

b. Click Show Users to make the student visible on the Grade Center.
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4. Then click Submit.

Option 2:

Occasionally students may call or stop by your office and want to discuss their grade. In which case,
you might want to quickly filter by that particular student’s row in the Grade Center. You can make all
other students invisible so that you can discuss just that student’s grade with them. Then when you are
done, you can toggle back to display all of the students in the Grade Center.

To change user visibility:

1. Navigate to the student’s row in the Grade Center.
CLEMS"’N i MyPlaces fffy Home (@ Help =38 Logout

TN T veERSTTY
E Wy Institution ‘Community Content Collection System Admin

Business Writing MEMARSH-DE101 et Lo 1 editvoces: I (=]

- IR

é] Grade Center: Full Grade Center

In the Screen Reader mode, the table is static and grades may be entered on the Grade Details page accessed by selecting the
table cell for the grade. In the interactive mode of the Grade Center, grades can be typed directly in the cells. Use the armow keys or
the tab key to navigate through the Grade Center and the Enter key to submit a grade. Mare Help

Create Column || Create Calculated Column 3 Fiter | Work Offine
.

t Home Page

1 Information
1

1 Content

1
T Discussions

1' Groups WIS Full Grade Center E]f':alegnrv All Categories BEl Al Statuses
1 Tools
I Help

WMove To Top | Email Sort Columns By:| Layout Position ~ Order: aAscending

Grade Information Bar

1

COURSE MAHAGEMENT 0
2 Control Panel [ Adams & Available
Content Collection [] Jefferson { Hide Other Rows ; Available
 Course Tools F] | Jones Avallable
Evaluation
Grade Center [ smitn Available
Full Grade Center [ smith Available
Assignments [[] washington Available
Tests.
Selected Rows: 0 e L] »
~ Users and Groups Move To Top  Email Icon Legend
Customization
Packages and Edit Rows Displayed

Utilities

“ Help

2. Then click the action menu for the specific student to single out.
3. Select Hide Other Rows.
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ces iy Home @ Help ~3F Logout

Content Collection System Admin

Edi tode s: [IETN (=]

In the Screen Reader mode, the table is stalic and grades may be entered on the Grade Details page accessed by selecting the
T Home Page table cell for the grade. In the interactive mode of the Grade Center, grades can be typed directly in the cells. Use the arrow keys
. orthe tab key to navigate through the Grade Center and the Enter key to submit a grade. Mare Help

{  Information g

Create Calculated Column ¥ o] Work Offine
CMEIE Full Grade Center(Default) - | JRSECEEUA All Categories - [EEWEH Al Statuses

{ Content
II Discussions
T Groups

Il Tools

Il Help

Show All Rows

Move To Top | Email Sort Columns By: L ayout Position Order: A Ascending =
COURSE MANAGEMENT Grade Information Bar
I}
# Control Panel
Content Collection [] Adams John train02 Available
< 1 »

* Course Tools Selectzd Rows 0

Evaluation Maove To Top | Email Icon Legend
Grade Center
Full Grade Center
Assignments

Edit Rows Displayed

Tests

* Users and Groups
Customization

Packages and
Utilities

~ Help

4. The Grade Center is displayed with all student records hidden except those of the selected student.

5. To unhide the other students, click the action menu for the selected student.

3 @i My Places [ Home Help =31 Logout
CLEMS@&N . e @ A
Y

UNI1VERS

My Institution ‘Community Content Collection
Business Writing MEMARSH-DE101 [t X (11 dit todeis: [T (=]

In the Screen Reader mode, the table is stalic and grades may be entered on the Grade Details page accessed by selecting the
table cell far the grade. In the interactive mode of the Grade Center, grades can be typed direclly in the cells. Use the arrow keys or
the tab key to navigate through the Grade Center and the Enter key to submit a grade. More Help

Create Calculated Column % | Work Ofine
CEIE Full Grade Center(Defaul) | JRSECEEUA All Categories  JEENER Al Statuses

Show All Rows

1 Home Page
1. Information
II Content =

II Discussions
t Groups

1 Tools

T Help

Move To Top | Email Sort Columns By: | | ayout Position Order: & Ascending =
COURSE MANAGEMENT Grade Information Bar
I}

# Control Panel

Content Collection [ Adams Available

11l b

* Course Tools Scecisi Rl

Evaluation Move To Top Icon Legend

Grade Center

Edit Rows Displayed

Full Grade Center

Assignments. > Email User

Tests » Hide User

* Users and Groups

Customization

Packages and
Utilities

~ Help

6. Then select Show All Rows. The Grade Center is displayed with all student records except those
whose visibility was changed using Option 1.

Filter
The Filter option is a toggle that can be turned On/Off. The Filter option allows you to enable different
filters that can be applied to the Grade Center. Below are some of the configuration options:
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e Current View — Contains the options to filter the Grade Center by Favorites, the Full Grade
Center, Grading Periods and Smart Views.

e Full Grade Center — this is a view created by default. It displays all columns and rows in
the Grade Center.

e Smart Views — are views of the Grade Center based on a variety of student criteria. This
enables Faculty to create certain views of the Grade Center — based on performance criteria
for gradable items such as Assessments or Assignments — that quickly track Students.

e Category — Contains the option to filter the Grade Center by a specific category.

e Status — Contains the option to filter the Grade Center by status. Statuses include: Completed,
Edited Manually, Exempt, In Progress, Needs Grading and not attempted.
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