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Grade Center  

Grade Center, formally known as Gradebook, is a central repository for assessment data, student information, and 
instructor notes. Although it includes items that are similar to those in Gradebook, it offers additional features and 
improved capabilities. This guide will assist you in setting up, managing, and utilizing and customizing Grade Center.  
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Whatôs new in Grade Center  

With the upgrade to Blackboard NG, the Gradebook has been replaced by the Grade Center, which offers similar 
functions but with different ways of carrying out procedures.   

Overview of Grade Center 
Grade center has spreadsheet type functionality where data can be input directly into the grade column. Cells contain 
data specific to corresponding students. All cells and column headings contain menus for various actions. You can 
access information or navigate to other pages to interact with the Grade Center. 
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Adding Columns  

Grade Center is set-up with Student names, usernames, and IDs and automatically creates grade columns for work 
done on the system in Discussion Boards, Assignments, Tests and Surveys. The Grade Center has a default Grading 
Schema and four default Categories: Assignment, Discussion, Survey, and Test, which cannot be removed or edited. 
Descriptions of columns, categories and grading schemas are listed below, along with instructions for creating additional 
(or editing) items.  

Creating Columns  

The Create Column button in Grade Center replaces the Add Item button in the former Gradebook. The Weight Grades 

feature in the former Gradebook is now available in Grade Center underneath Create Calculated Columns, which also 
allows instructors to create minimum/maximum columns, total columns, and average columns. 

Adding a Grade Column 

Columns represent any student effort that is measured. Just as before, columns are automatically added to the Grade 

Center for work done on the system in Discussion Boards, Assignments, and Tests and Surveys. Work done that is not 

automatically graded (such as participation points or written exams) can be measured in the Grade Center by creating a 

Grade Column. 

To create a grade column follow these steps: 

1. On the Grade Center page, just above 
the Grade Information Bar, click the 
Create Column link. 

 

2. Enter the column name in the Column 
Name text box, underneath Column 
Information. Entering a Grade Center 
Display Name is optional; it will appear 
in place of the Column Name in Grade 
Center for you and in My Grades for 
students. This may be useful for 
shortening column widths. It is also 
optional to write a Description of the 
item. 
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3. Use the drop-down menu to select a 
Primary Display (the format in which you 
prefer grades to be displayed in both 
Grade Center and in My Grades). You 
will need to enter grades in the same 
format as the display you choose. The 
Secondary Display is optional and will 
appear in parenthesis behind the 
primary display only in Grade Center; 
the Secondary Display will not be visible 
to students. 

 

Note: The Text option (ñgoodò or ñexcellent workò) is not typically used as a Primary or Secondary Display for 
courses at the university level. If you would like to enter Letter Grades into Grade Center, you may choose 
Letter as your Primary Display. However, this option is mapped to a preexisting Grading Schema (similar to a 
grading scale) that you will need to edit to fit your course. See Creating Grading Schemas for more 
information. 

4. Although choosing a Category for the 
grade column is optional, this feature is 
strongly recommended if you would like 
to weight grades according to type 
(Assignment, Survey, Test, Discussion, 
etc.) and necessary if you would like to 
drop highest/lowest grades. To create a 
new category, see Creating Categories. 

 

5. Enter the amount of points possible for 
the item in the Points Possible text box. 
Including a Due Date for the item is 
optional. 

 

6. In the Options area, choose whether 
you would like to include the mark in the 
final grade, whether the grades will be 
visible to students, and whether you 
would like class statistics (average and 
median) to be visible to students in My 
Grades. 

 

7. Click the Submit button on the right. 
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Creating Calculated Columns  

In Grade Center, you, as an instructor, can calculate grades by combining multiple 
columns. These columns (average columns, minimum/maximum columns, total 
columns, and weighted columns) are called Calculated Columns, which can be 
displayed to students or remain accessible to you only.  

 

Note: New or Restored Courses will automatically contain a Total Points column and a 
Weighted Grade column. To configure the settings of any column, select the columnôs 
Action Link (the double arrows pointing downward in the column title) on the Grade 
Center page and select Edit Column Information from the drop down list.  

 

Average Column 
Adding an Average column will calculate and show the numeric average of all selected grade columns.  

Note: Columns with text as the primary display cannot be averaged.  

 

1. To create an Average Column, click the 
Average Column link on the drop-down 
menu underneath Create Calculated 
Column. 

 

2. Note: Entering a Grade Center Display 
Name is optional; it will appear in place 
of the Column Name in Grade Center 
for you and in My Grades for students. It 
is also optional to write a Description for 
the item. 

 



 
 

William Paterson University | Bb Support (Faculty) 6 

 

Instruction and Research Technology 
William Paterson University http://bb.wpunj.edu 

3. Use the drop-down list to select a 
Primary Display.  
 
Note: If you would like an average of 
Letter Grades, you will need to choose 
Letter as your Primary Display. To use 
this option, you will need to edit a 
preexisting Grading Schema (similar to 
a grading scale) to fit your course.  

 

4. Select which columns you would like to 
include in the Average Column. Choose 
All Grade Columns to include all grade 
columns in the average and Selected 
Columns and Categories to include 
only specific columns or categories in 
the average. 
 

5. Choose whether you would like the 
average to Calculate as a Running 
Total. A running total only includes 
items that have grades or attempts. 
Selecting No includes all items in the 
calculations, using a value of 0 for an 
item if there is no grade. 

 

6. Select whether you would like to Include 
this Column in Grade Center 
Calculations, Show this Column to 
Students, or Show Statistics for this 
column to Students in My Grades. 

 

7. Click Submit on the right. 
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Minimum/Maximum Column  

A Minimum/Maximum Column calculates either the minimum or maximum grade for a selected number of Columns. 

Everything remains the same as the Average Column except for the following:  

1. To create a Minimum/Maximum 
Column, click the Minimum/Maximum 
Column link on the drop-down menu 
underneath Create Calculated 
Column. 

 

2. Underneath Select Columns, select 
whether the Calculation Type is a 
Minimum or Maximum calculation. 
Choose All Grade Columns to include 
all grade columns in the defined set. To 
include specific columns or categories in 
the defined set, choose Selected 
Columns and Categories. 
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Total Column  

A Total Column calculates the total points for a number of Columns related to the total number of points allowed, which 

is useful for generating a final score. Everything remains the same as the Average Column except for the following:  

 
Note: New or Restored Courses will automatically contain a Total Points column and a Weighted Grade column. To 

configure the settings of these columns, select the columnôs Action Link (the double arrows pointing downward in the 

column title) in Grade Center and select Edit Column Information from the drop down list.  

 

1. Click on the Total Column link 
underneath Create Calculated Column. 

 

2. In the Options area, choose whether 
youôd like to Include this column in 
Grade Center Calculations, Show this 
Column to Students, or Show Statistics 
(average and median for this column) to 
Students in My Grades. 
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Weighted Column  

A Weighted Column calculates and displays a grade for a selected number of Columns based upon each column's 

respective worth of the total grade. Columns with text as the primary display cannot be displayed as a weighted grade. 

Everything remains the same as the Average Column except for the following:  

 
Note: New or Restored Courses will automatically contain a Total Points column and a Weighted Grade column. To 

configure the settings of these columns, select the columnôs Action Link (the double arrows pointing downward in the 

column title) and select Edit Column Information from the drop down list. 

 

1. Select Weighted Column from the drop-
down list underneath Create Calculated 
Column. 

 

2. Underneath Select Columns, select the 
columns and categories to include in the 
weighted grade and click the center 
arrow to add them to the Selected 
Columns area. After all columns and 
categories have been selected and 
added to the Selected Columns area, 
set the weight percentages. 
 
Note: When a Category has been 
selected, several other options appear. 
Select to weigh columns within the 
Category Equally or Proportionally. 
Choosing Equally applies equal value to 
all Columns within a Category. 
Choosing Proportionally applies the 
appropriate value to a Grade Item 
based on its points compared to other 
columns in the Category. Also decide 
whether to drop high or low grades 
within the Category or use the lowest or 
highest value in the category. 
 
Note: If you have created a column for 
an item and placed it in a category, 
weight either the column or the category 
for that particular item. If you weight 
both the column and the category, the 
item will be factored into the weighted 
grade twice. 
 
Note: To delete a selected Grade Item 
or Category from consideration, click the 
red ñxò. 

 
 
 
 
 

 


