How to Manage the Grade Book

From the Teach tab, scroll down and click Grade Book.
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2. The Grade Book in Blackboard is slightly different than in WebCT CE:

*The Last and First Names are always listed on the left. You may scroll through the columns
using the scroll bar at the bottom.

*Blackboard lists 20 students per page. You may view all students at once by clicking .4/ from
the dropdown menu at the bottom right. However, you can only edit 20 grades at a time.

To create a new column, click Create Column.
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How to Manage the Grade Book

Select a column type.
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4.  Enter a Column label.
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Enter the maximum score possible in the Maximum value field.

Build Teach Student View Simmons #1180 - Intro to Introductions

>

¢ Your location: Grade Book » Create Column

Mumeric Column

—w

Column Settings

* Calumn label: |

alignment: [Left v

Decimals: 9 v

ME:X”T?U"” | ’(Maximum walue must be greater than 0 and lass than
YA 100000}

Grade-related column
If selected, the column will appear on the Grades tahb.

Released to Student
If Grade-related column and Released to Student are selected,
this column will appear to Students in their My Grades tool

Release Statistics .Ngne v

=)= EEE © |EEREEREE R

6.  You may choose to have the column displayed on the Grades tab (select
Grade-related column) and to allow students to see their grade (select
Released to Students).

Click the Save button.
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7. You may hide columns from the Grade Book section by clicking the action link
next to the column.
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8. Select the Hide Column link.
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The two columns that stay static on the left are “frozen” (they do not move
when you scroll). You may unfreeze those columns.

To do so, select the Grade Book Options action link.
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10. Select the Unfreeze Columns link.
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11. 'The columns on the left are now unfrozen. You can see this because there is no
black bar to the right of First Name and no scroll bar.

Build Teach Student Yiew Simmons # 1180 - Intro to Introductions
(S]]
6 A Your location: Grade Book
O | Create Column % || Enroll Members H Import from Spreadsheet | | Grade Book Options% |
Reorder Columns
ﬁ . Grades | Members Wiew All : Custorn Wiew : SCORM Grades
&) .|:| Last Name % First Name % |UserID X Game Quiz ¥ |TEST X |Assign
(e Alphanumeric 4@ Alphanurmeric Alphanurneric Quiz Quiz Murneric
(out of 25) (out of 107 |(out of 1
) | O < simmans Brandon simmorb |
G)'_j | D YL Student 5153494011 Demo wehct_demo_6153494011 ’\35 [uji} 0.00 e
& IZ |I2| Send Ma|l‘ |E Export to Spreadsheet‘ H‘ﬁ Grant Access| |?i Deny Access| ||._;i Unenroll

12. You may also hide students who have unenrolled from your class.

Select the Grade Book Options action link.
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13. Select the Hide Unenrolled Member Data link.
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For more options, click the Grade Book Options action link.
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15.  Select the Column Settings link.
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Here you may change column Type and Alignment and whether or not
students can see their grades.
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