
 

 

 
 

How to Setup a Basic Blackboard Grade Center  
 

 
What You Need to Know First:  
Are you familiar with Bb grade center terminology? If not check out the attached terminology page 
What are the gradable items in the course – quizzes, tests, projects, interviews, etc.? 
What is the course grading scale? 
Is any part of the final grade weighted? 
 
 
The 4 basic steps to setting up Bb Grade Center  
 

  
 
 

 Once you are logged in, click 
on the title of the course  
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 Now that you’re in the class, 
locate the Grade Center in 
the Control Panel and click 
on Full Grade Center  

 
 
 

 

 
 
 

 The Grade Center Template 
will appear with the WATC 
default columns.  Instructors 
enter the final grade (and 
work ethics grade) into the 
Final Grade column at the 
end of the course.  These 
grades are “published” to 
Banner.   

 

Create Categories 

 Click the Mange tab select 
Categories  

 
 



Create Categories 
 

 The default categories will 
appear.  If the default 
categories are all you need 
click OK.   

 Click: Create Category if you 
need additional or different 
categories than the default 
types. 

 
Create Categories 

 

 Enter the required 
information  

 Click:  submit  

 



Create Categories 
 

 Your created category 
will appear in the list 
with the Bb default 
categories.    

 Create as many 
categories as you need.  

 
Create Grade Schema 

 Click: Manage Tab 

 Click : Grading Schemas 

 



Create Grade Schema 
 

 Letter is the WATC default 
grading scale 

 Click : Letter to see and/or 
change the schema 

 

Create Grade Schema 
 

 Click: Ok to use the default 
schema 

 Enter: new percentages in 
the appropriate area to 
change the schema.  C 

 Click:  OK 
  

  

 
 



Create Overall Grade Column 
 

 Click : Create Calculated 
Column 

 Select : Total Column  

 Use this option if all 
assignments are of equal 
importance  

 
Create the Overall Grade Column : 
Total  

 
  

1. Enter: Column Name  
2. Enter: Grade Center 

Name – use the same 
name as column name 

3. Enter: Description – 
Optional 

4. Select: Primary Display – 
Percent 

5. Select: Secondary 
Display - Letter 

 

 



Create the Overall Grade Column : 
Total  

 
 
   

6. Click: Include in Total – 
Selected Columns and 
Categories 

7. Select:   appropriate 
categories 

Hint: Hold the control key 
down to selected more than 
one category at a time. 

 

 
Create the Overall Grade Column : 
Total  

 
8. Click: bottom chevron in 

the selected columns 
box 

9. Select: any of the 
appropriate items in the 
selected columns box  

10. Click: Calculate as 
Running Total – yes 

 

  

 

Create the Overall Grade Column : 
Total  

 
11. Click: Include this 

column in  Grade Center 
Calculations – Yes 

12. Click: Show this Column 
to Students – yes 

13. Click: Show Statistic – 
your choice  

 

 



Create Overall Grade Column- 
Weighted  
 

 Click : Create Calculated 
Column 

 Select:  Weighted Column 

 Use this option if you want 
categories  of assignments 
to be worth a particular 
amount of the grade  

 

Create Overall Grade Column 
Weighted 

 Steps 1-9  are repeated  

 Enter:  the category weight 
in the selected columns box 

 Steps 10-13 are repeated  

 

Create Overall Grade Column  

 Make the Overall Grade 
external 

 Click:  Chevron on overall 
grade column 
Select: Set as external grade 
 

 



Create Overall Grade Column  
 

 Check Mark will appear on 
the overall grade column 

 

Create Grade Column 
 
There are two methods to create a 
grade column  
 
The manual method is used for 
gradable items  such as projects or 
interviews created outside the LMS 
 

 Click : Create Column 
 

 
Create Grade Column 

 

 Enter: Column Name  

 Enter: Grade Center 
Name – use the same 
name as column name 

 Enter: Description – 
Optional 
 

 



Create Grade Column 
 

 

 Select: Primary Display – 
Percent 

 Select: Secondary Display – 
Letter 

 Select: Category 

 Enter: Points Possible 

 Add: Rubric if applicable 

 Enter: Due Date 

 
Create Grade Column  
 

 

 Click: Include this column in  
Grade Center Calculations – 
Yes 

 Click: Show this Column to 
Students – yes 

 Click: Show Statistic – your 
choice 

 



Create Grade Column   
 

 Manually Created Grade 
Column is added to the 
Grade Center  

 

Create Grade Columns 

 Columns for gradable items 
created in the LMS such as 
tests and discussion boards 
are created automatically. 

 Items  created in the LMS 
must be deployed to the 
course before the grade 
column appears on the 
Grade Center  

 The exception to the 
deployment  rule is 
assignments – the grade 
column appears without the 
deployment step 

 

 



How to Deploy a gradable item 

 Create the item via course 
work or control panel 

  
 

 
 
The tests listed above were created in Bb but have not been deployed yet. 

How to Deploy a gradable item 
 

 Click: Course work 

 Click: Assessments or Tools 
as appropriate  

 Click: the appropriate 
gradable item 

 

 

How to Deploy a gradable item 
 

 Select: the gradable time 
you want to deploy 

 Click: Submit 

  

 



How to Deploy a gradable item 
 

 Set the Test Options are 
applicable 

 Click: Submit 

 

How to Deploy a gradable item 
Item now appears on the Grade 
Center  

 

Frequently Asked Questions 
 

 Why do I need to click yes on calculate running total?   If you select no the students will see their grade as points 
earned against the grand total instead of points earned against assignment to that point in time.  The students would 
see very low grades until all the gradable items are assigned. 

 Why should I select % as the primary display and letter in the secondary display of a weighted column.  This will help 
facilitate filling in the Final Grade column at the end of the course. 

 What do the students see when I have a % primary display and secondary display as letter.  Students see only the 
primary display  

 



 

 


