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Assign a Grade to an Essay Question

To assign a grade to an Essay Question:
1. Inthe Grade Center, find the column for the Quiz or Test that needs to be graded.

2. Then look for the student record that has the [£4] (green exclamation mark).
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In the Screen Reader made, 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 arrow keys or the tab key to
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3. Click the action link to the right of the =21 (green exclamation mark) and select View Grade Details.
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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 ihe grade. In the interactive mode of the Grade Center, grades can be typed directly 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 Column || Create Calculated Column %

Sort Columns By: Layout Position

Filter  Work Offline

Order: aAscending

Last Saved:June 02, 2010 10:35 AM

* Move To Top  Email

Grade Information Bar  Grade Type: Grade | Points Possible: 10 | Displayed As: Score | Visible to Users: Yes

r [ <
[~ Adams John train02 70.00 Thomas Jefferson | -

[~ Jefferson Thomas train03 100.00 Sally Jones -

[~ Jones Sally train06 100.00 John Adams -

[~ Smith Anne train05 75.00 George Washingtor -

[~ Smith James train04 80.00 Anne Smith -

[~ Washington George train01 90.00 Jamf

Selected Rows: 0 «

“» Move ToTop| Email

Displayed

n

4. Select the Attempt to grade.
5. The Grade Test page is displayed.
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6. Enter a Score for each Essay question.
7. Enter your Response Feedback.

8. Then click Save and EXxit to save the updated test and return to the Grade Center.

Entering Grades manually in the Grade Center

On occasion faculty may have assignments that require grading outside of Blackboard. So instead of
creating an assignment in the course, they just create a column in the Grade Center and enter the score or
grade for that assignment. For example, in a class on campus, they may give pop quizzes or take
attendance. The scores for these items are entered manually as they were not created in an electronic
format in Blackboard.

To enter grades manually in the Grade Center:

1. Inthe Grade Center, find the column that requires manual grading.
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2. Click one of the cells in the column.

3. Then enter the Grade or Score and press Enter.
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4. When you press Enter the cursor will automatically navigate to the next cell, if the cell is empty.

5. Otherwise, you will have to use the up or down arrow key on the keyboard or your mouse to select
the previous or next cell.

Changing a Grade

There are two ways to change a Grade. The first is to simply click on the cell in the Grade Center, enter
a new grade and then press Enter. The second is to use the Edit Grade option on the Grade Details

page.

To change a Grade from the Grade Details page:

Teaching & Learning Services

ithelp@clemson.edu

June 2010

Page 4 of 19



Blackboard Grade Center: Viewing Student Survey/Test Assignment Attempts

CLEMSON

COMPUTING & INFORMATION TECHNOLOGY

1.
2.
3.

4.
5.

6
7
8.
9

In the Grade Center, find the column that contains the Grade that needs to be edited.

Click the action link to the right of the current Grade.

Then select View Grade Details.
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The Grade Details page is displayed.
Click Edit Grade.
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Enter a new Grade in the Current Grade Value field.
Enter Feedback to User.
Enter Grading Notes.

Then click Save.

10. The Grade Details page will update.
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11. Click Return to Grade Center to return to the Grade Center.

Overriding a Grade

There are two ways to override a grade. The first is to simply click on the cell in the Grade Center that
already contains a Grade. Then enter a new grade and press Enter. The second is to use the Override
option on the Grade Details page.

To override a grade from the Grade Details page:

1. Inthe Grade Center, find the column that contains the Grade that needs to be edited.

2. Click the action link to the right of the current Grade.
3. Then select View Grade Details.
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4. The Grade Details page is displayed.
5. Click the Manually Override tab.
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Then click Save.

10. The Grade Details page will update.

11. Click Return to Grade Center to return to the Grade Center.
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Reverting a Grade

To revert a Grade that has been overwritten to the previous Grade:
1. Inthe Grade Center, find the column that contains the Grade that needs to be edited.

2. Click the action link to the right of the current Grade.

3. Then select View Grade Details.
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The Grade Details page is displayed.

In the Current Grade area click Revert.

The system will display a pop-up window to verify that you want to revert the Grade.
Click Ok.

N g &
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8. The Grade Details page will refresh showing the original grade.

Exempting a Grade

Faculty can exempt students from any grade item in the Grade Center to take into consideration students
that transfer, add a course late, drop a course, or require other accommodations. Exempted items are not
added into any statistical or total grade calculations.

Existing grades that have been exempted are not deleted but are ignored in all total and statistical
calculations. No secondary display value is shown for items that are Exempting.

Exemptions entered for system-generated column are saved as the Override grade. Exemptions entered
for manually created columns are saved as the grade for the column when no Override grade exists.

Students can be exempted from a grade from the Grade Center or the Grade Details page. Exempted
grades display an Exempted icon in the cell. Comments can be added to any exempted grade.

There are two ways to exempt a grade. The first is to simply click on the cell in the Grade Center that
already contains a Grade. Then click the action link to the right of the current Grade and select Exempt
Grade. The second is to use the Exempt option on the Grade Details page.

To exempt a grade from the Grade Details page:
1. Inthe Grade Center, find the column that contains the Grade that needs to be exempted.
2. Click the action link to the right of the current Grade.

3. Then select View Grade Details.
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4. Inthe Current Grade Value area click the Manually Override tab.
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Select the checkbox to Exempt user from this item.

. Then enter any comments regarding the exemption in the Grading Notes.
Click Save.
The Grade Details page will update.

© © N o v

Click Return to Grade Center to return to the Grade Center.
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10. The cell in the Grade Center will now contain a ] (blue crosshatch square). This is the icon to
indicate that this grade is exempt.

11. To clear and exemption, click on the action link to the right of the ] (blue crosshatch square).
Then select Clear Exemption.

Grading Student Assignments

To grade a student assignment:
1. Inthe Grade Center, find the column for the Assignment that needs to be graded.

2. Then look for the student record that has the [£4] (green exclamation mark).
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3. Click the action link to the right of the =21 (green exclamation mark) and select View Grade Details.
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il

4. Select the Attempt to grade.

5. The Grade Assignment page is displayed.

CLEMS#

U N1 VERS.

My Institution Courses

fili Home @ Hep =¥I Logout

Community Content Collection

Grade Center - Edit Grade

Edit tode is: [ |2 ]

# Business Writing
(MEMARSH-
DE101)

1 Home Page

1 Information &
{ Content
t| Discussions
1 Groups
Il Tools
1. Help

COURSE MAHNAGEMENT

# Control Panel
Content Collection

Course Tools
Evaluation

Grade Center i»
Full Grade Center

Assignments

Tests

Section 001

Missing Pre-reas

AtRisk Stugents

Users and Groups
Customization

Packages and
Utlities

Help

‘Quick Unenroll

Enter a grade and feedback for current assignment attempt Use the Save and Next and View Previousbuttons to navigate through the
attempts in the queue one at a time.If no changes are made to the attempt, clicking save and next will not change the status of the attempt.
The grades are not released to students until all of the attempis have been graded. Click Hide User Names to grade these attempts
anonymously. Click Show User Names to display user information. More Help

Jumpto.. Hide User Names

Pl aes Ea Al View Assignments  User Thomas Jefferson(Attempt 1 of 1) Column: Writing Assignment 1
StatusAll Statuses

¥ Assignment Information

Indicates a required field

Cancel SaveasDrat  Save and Exit EXTs

e
Attempt #1 ( You are reviewing this attempt
2.
Submission Afttached is my writing assignment.
Attached Files Newsl|stter2009.dog H’D
Comments
3.

Grade outof 20 +®

Feedback to User

This document turned out great. I like the styles vou chose. They =
follow the guidelines well.

abx

v
Attach File k3)-* Browse My Computer Browse Course Files

6. Inthe Review Current Attempt area, click the links for the Attached Files to download the
document submitted for the selected assignment.
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7. Inthe Grade Current Attempt area, enter the Grade.
8. Enter Feedback to User.

9. Click Browse My Computer. Select any files that contain information that needs to be shared with
the student. This can be the student’s document with markups or a copy of the rubric with notes
attached.

CLEMS""’N @ MyPaces fiff Home @ Hep =3I Logout

U N1 VERSTTY

Ea| My institution Courses Community Content Collection System Admin

Tties s o
Help
Grade

outof 20

Quick Unenroll Feedback to User This documen © turned out great. I like the styles you chose. They
ollo h idelines well.

e
Attach File Browse hly Computer | Browse Course Files
4.
Grading Notes
=
Attach File Browse by Computer | Browse Course Files

1

5.
Click Save as Draft to save changes and continue working later. Click Submytio Lk Cancel o quit without 5aving changes.

10. In the Instructor Notes area, enter Notes. These are notes that only the instructor can see.
11. Then click Save and Exit.

CLEMS'-"O . & MyPaces iy Home @ Hep =38 Logout

U N 1 vERSITY

B4  Myinstitution Courses Community Content Collection System Admin

-
Business Writing MEMARSH-DE101 PR AT Edt vode is: [IETH - |[? ]

Attempt by train03 is successfully edited ]

%:”"| Grade Center: Assignments v

{ Home Page

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 directly in the cells. Use the arrow keys or the tab key to

T Information &

1, Content navigate through the Grade Center and the Enter key to submit a grade. More Help
I Discussions L
1 Grouns " Create Calculated Column ¥ Filter  Work Offine 3
1 Tools
1 Help ~»  Move To Top | Email Sort Columns By: Layout Position ~ Order. aAscending
Grade Information Bar Last Saved:June 03, 2010 05:08 P
COURSE MAHNAGEMENT |
[~ Adams John train02 "10.00 -
# Control Panel e

o ieTroie [~ Jefferson Thomas train03 V‘m 00 -

— [~ Jones sally train06 V‘m 00 -

T I~ smith Anng train0s 10.00 -

L3

T I~ smith James train04 10.00 -

Full Grade Center [~ Washington George train01 10.00 -

Assignments Selected Rows. 0 ‘ " v

Tests :

Section 001 % Move ToTop | Email Icon Legend

Missing Pre-reas

At Risk Students Edit Rows Displaved h

12. The Grade Center is updated to reflect the student’s grade.

NOTE: All attempts must be graded, or additional attempts must be removed in order for the
grade to appear in the Grade Center. Depending on Column settings, either the First Attempt,
Last Attempt, Lowest Grade, Highest Grade, or Average Grade will be displayed.
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Clearing Survey/Test/Assignment Attempts

Clear Attempts for all Users
To clear attempts for all users:

1. Inthe Grade Center, find the column for which to clear attempts for all users.

2. Click the action link to the right of the column name.
CLEMS""'N @ MyPaces iy Home @ Heip =FI Logout

U N1 VERSTY

B3| Myinstitution Courses Community Content Collection System Admin

Business Writing MEMARSH-DE101 [l Yo ) eatnode is: [IET0 |7 |

%:”"| Grade Center: Assignments v

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 made of the Grade Center, grades can be typed directly in the calls. Use the arow keys or the tab key to
navigate through the Grade Center and the Enter key o submit a grade. More Help

Create Calculated Column ¥ Filter  Work Offline

{ Home Page
T information i
1 Content

1. Discussions

Groups -
i. ¢ ‘9 < > Move ToTop | Email Sort Columns BY: | Layout Position | Order:| a Ascending
ools
| Grade Information Bar 3, 2010 05:08 PM
T Help
=
[~ Adams John train02 "10.00
COURSE MANAGEMENT "
[~ Jefferson Thomas train03 10.00
# Control Panel I Jones Sally train06 10.00
el eE LEED I~ Smith Anne train0s 0.0
B TeES I Smith James train04 "10.00
Eisltation I~ Washington George train0 4 10.00
Grade Center L
S_e\ected Rows: 0 < » =

Full Grade Center

Assignments > Move ToTop | Email | Legend
Tests N
Section 001 i it Rows Displayed

Wissing Pre-reqs
At Risk Students —»
Users and Groups
Customization

Packages and
Utlities

Help

3. Select Clear Attempts for All Users.

napat I [E]

4. Select whether to clear a specific attempt or to clear attempts by a date range.

a. Click the first radio button. Then select the attempt to remove or clear from the available drop
down list.

e Last Attempt — will remove the score for the last scored submission.

e First Attempt — will remove the score for the first scored submission.
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e Lowest Scored Attempt — will remove the score for the lowest scored attempt.
e Highest Scored Attempt — will remove the score for the highest scored attempt.
e All Attempts — will remove all submitted and scored attempts.

b. Click Attempts Between Dates. Then select a Start Date and an End Date. All attempts
submitted or scored during the selected date range will be removed.

5. Then click Submit.

6. The system will display a pop-up window to verify that you want to continue. The actions are final
and cannot be undone.

7. Click OK.
8. The Grade Center updates and displays the updated column.

Clearing a Student Attempt
To clear a specific Student Attempt:

1. Inthe Grade Center, find the column for the attempt that needs to be cleared. This could be for an
assignment or a quiz or test.

2. Then look for the student record.

QLEVIMS"‘;N g oM fili Home @ Hep =3 Logowt

Workgroups Content Collection Employees Portal Admin System Admin Clemson Resources

R o] Evaluation > Grade Center edit node: RN 17 ]

Grade Center

 DE_102 (Technical
Writing)

1 Home Page

.

In the screen reader view, 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 view of the Grade Center, grades can be typed directly 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.

1 Information &
.

1 Module 1
.

R T

I. Groups
1 Tools Current View: Full Grade Center Set as Default Sort Columns By Layout Position Order:  aAscending
.
Il Help Grade Information Bar
il araaeia Move To Top  Email Icon Legend
Control Panel L
I train02 Adams John 8.00
[~ train06 Adams Johnq 10.00
Evaluation I~ train03 Jefferson Thomas 9.00
Early Warning System I~ ftrain04 Madison James 7.00
S:::;:::jmmm I trainos Wanroe James 8.00 -
Tracking Reporis [~ train30 train3o train30 9.00 32.00 e
[~ traind1 Washington George 10.00 l-
Selected Rows: 0 | J

b

3. Click the action link to the right of the students score, or the l=2] (green exclamation mark).
4. Select View Grade Details.
5. The Grade Details page is displayed.
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8.
9.

@ MyPaces fiff Home @ Hep =3I Logout

Community Content Collection System Admin
-
conoss o I 17
g, .
:j,_] Grade Details
Jumpto__.
1 Home Page
T Information g
User John Adams (train02 Column Quiz 1 (Quizzes
{ Content ( ) ' @ )
1 Discussions
1 Current Grade: 20.00 out of 20 points =
1. Groups Grade based on Grade of Last Attempt
t Tools Due: Mone
I. Help Calculated Grade 20.00
Grade Attempts
CHURSE MR CEWENY, Edit | Manually Override  View Column Details ~ Grade History
* Control Panel
-
Content Collection Delete LastAttempt Go
Course Tools
Ee a5 View Attempt
4 Jun 3, 2010 5:25:27 PI
Grade Cente H g
rade Center : ‘Completed) 20.00 — Clear Attempt
Ful Grade Center on Grage
Assignments
Tests.
Section 001
Missing Pre-reas Icon Legend
At Risk Students h

Click Clear Attempt.

The system will display a pop-up window to verify that you want to delete the attempt. That the
actions are final and cannot be undone.

Click OK.
The Grade Details page is updated and the selected attempt has been removed.

Downloading Assignments

To download all student assignments from the Grade Center:

1.

In the Grade Center, find the column for the attempt that Assignment that needs to be downloaded.
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@ MyPaces jiff Home €@ Hep =3l Logout

Courses Community Content Collection

Business PUEIEGEIL] Grade Center Edit Mode is: [T |2 ]

é :,;_’I Grade Center: Full Grade Center |

# Business Writing
(MEMARSH-
DE101)

{ Home Page

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 directly 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 Column || Create Calculated Column ¥ Filtsr  Work Offling

T Information g
1 Content

t Discussions

Groups
i- o0l < ~» Move To Top  Email Sort Columns By: Layout Position | Order: aAscending
ols
. Grade Information Bar d:June 03, 2010 05:32 P
T Help
L /]
[T Adams John train02 Thomas Jefferson
COURSE MANAGEMENT
[~ Jefferson Thomas train03 Sally Jones
# Control Panel [~ Jones Sally train08 John Adams
Content Collection I~ Smith Anne train05 George Washingtor
Erey e s ™ smith James train04 ** Anne Smith
E D ™ Washington George train01 James Smith

Grade Center

: Selected Rows: 0 <
Full Grade Center i —.

Assignments » | Move To Top | Email

Tests
Section 001
Wissing Pre-reqs
At Risk Students

Users and Groups
Customization

Packages and
Utilities

Help

Quick Unenroll

2. Click the action link to the right of the column name.

3. Select Assignment File Download.

Places iy Home @@ Hep =3I Logout

Community Content Collection System Admin
-
Grade Center » Download Assi Viriting Assig 1 Edt vode is: [IETH - |[? ]
o
 Business Writing 1 Download Assignment: Writing Assignment 1
(MEMARSH-
DE101)
Download and view student assignment submissions by selecling one or more Usemnames and clicking Submit. Selected Assignments
1, HomePage are packaged as a ZIP file. Click the link to save the file to a local drive
T Information &
1
I Discussions L
1 Groups < 1 r
Tool
I. ool ] Select Ungraded
I Help I I .
Smith, James Mot Available
Jones, Sally Not Available
COURSE MANAGEMENT Jefferson, Thomas Mot Available
Thursday, June 3, 2010
£ Control Panel Smith, Anne v ;M W Needs Grading
(i EE EET Adams, John Mot Available
Course Tools
Thursday, June 3, 2010 L
I ] )
Ealuation Washington, George 530 94 P EOOT Needs Grading
Grade Center 2
Full Grade Center
Assignments 2.
Tests
Section 001 Cancel
Wissing Pre-reqs
At Risk Students i

4. The Download Assignment page is displayed.
5. Select the users assignments that should be included in the download.

6. Then click Submit.
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7.

CLEMS@N

ER S T TV

@ MyPaces iy Home

Community Content Collection

Download Assit

@ tep =3I Logout

System Admin

TR 1

Edit Mode is: [IEL0 |

§ Home Page
Il Infarmation £
{ Content
T Discussions
Il Groups
1. Tools
t Help

COURSE MANAGEMENT

* Control Panel
Content Collection

Course Tools
Evaluation
Grade Center
Full Grade Center
Assignments
Tests

Section 001
Missing Pre-reas

At Risk Students

Download Assignment: Writing Assignment 1

The assignments have been uackag* Download now. (7154 KB
Thursday, June 3, 2010 5:37:23 PM Ell

T

1

Click the Download assignments now link.

Note: Each students submission included in the .ZIP file automatically includes the following
items in the filename: The assignment name, the username of the person who submitted the
assignment, and the original filename of the file the student attached. If students also added

comments, you will also find a related txt file that contains those comments.
8. Thefileisa .ZIP file. You will need WINRAR or WINZIP to Open the .ZIP file.

9. You can also click Save and browse for a place on your local computer to place the .ZIP file.

Teaching & Learning Services

ithelp@clemson.edu

June 2010

Page 19 of 19



	Viewing Student Survey/Test/Assignment Attempts
	Blackboard Learn Grade Center
	Assign a Grade to an Essay Question
	Entering Grades manually in the Grade Center
	Changing a Grade
	Overriding a Grade
	Reverting a Grade
	Exempting a Grade
	Grading Student Assignments
	Clearing Survey/Test/Assignment Attempts
	Clear Attempts for all Users
	Clearing a Student Attempt

	Downloading Assignments


