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BLACKBOARD: Course Management 

LOGGING IN 

Note: you will use your Babson username and password to access Blackboard. 

TO LOGIN TO BLACKBOARD: 
1. Open a web browser and type http://blackboard.babson.edu. You can also login through the Babson Portal by clicking 

the Blackboard tab at the top of the screen. 

2. Enter your username and password and click Login. If you are unable to login, contact the Babson IT Service Center 

at support@babson.edu or 781-239-4357. 

 

THE MY BABSON PAGE 

When you login to Blackboard, you will be on the My Babson page. (Note: You can return here at any time by clicking 

the Home link at the top of your screen.) 

The My Babson page contains the My Courses module, which lists the courses in which you are enrolled for the current 

semester. Note: Click the Courses tab to see all of the courses you have participated in within the past 2.5 years. 

By default, the My Babson page also displays: 

http://blackboard.babson.edu/
http://portal.babson.edu/
mailto:support@babson.edu
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 Tools—view announcements, calendar dates, and tasks for courses in which you are enrolled. 

 My Announcements—displays announcements for courses in which you are enrolled. 

You can customize the My Babson page to display content based on your preferences. To add a module, click the Add 

Module button in the upper left of the screen and check the boxes next to the modules you wish to add. Here you can also 

remove modules from the My Babson page by un-checking them. Click Submit to view your changes. 

You can reorganize the modules on the My Babson page by clicking on a module and dragging it to the desired location.  

Click the name of any course or organization to access the site. You can also access any of your courses by clicking 

the Courses tab next to the My Babson tab and selecting any course from the resulting list. 

 

The Courses tab is one way to access your course sites. 

CREATING A COURSE MENU 

When you first access your Blackboard course site, you will see a course menu that looks like this: 

 

You can edit and customize the default course menu in various ways: 

 Changing the order of links 

 Renaming, hiding, or deleting links 

 Adding tools to the course menu 

 Creating new content areas 

 

 

 

To change the order of the links in your course menu: 



 

BLACKBOARD: Course Management  |  3 
 

1. Mouse over the double-headed arrows to the left of the course menu links.   

2. When a four-pointed arrow appears, click and drag the link up or down and drop it in the desired new location. 

To rename, hide, or delete links: 

1. Click the double arrow to the right of the course menu links to bring up a submenu. 

2. Click Rename Link, Hide Link, or Delete. 

The small gray box with a diagonal line through it indicates that the link is hidden from student view.  

 

Click the double arrows to rename, hide, or delete links. 

ADDING TOOL LINKS 

You can also add Tool links to the course menu. First consider the course content and the needs of your students, and add 

Tool links accordingly. For example, if your course uses discussion forums frequently, you may decide to link to the 

discussion board from the course menu. 

TO ADD A TOOL LINK (E.G. DISCUSSION FORUM): 
1. Mouse over the plus sign in the upper left corner of your course menu. 

2. Click Create Tool Link in the dropdown menu. 

3. Enter a name for the new link. 

4. Select Discussion Board from the dropdown list. 

5. Select whether it will be available for users. 

6. Click Submit. 
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Use the Create Tool Link option to add tools to your Course Menu . 

Note: New links will appear at the bottom of your course menu; you can reorder the links as necessary. 

ADDING A CONTENT AREA 

You can also add Content Areas to your course menu. Note: The default course menu contains two Content Areas—

Syllabus and Course Materials.  Content Areas are containers for course materials, such as documents and assignments. 

They can also contain tools, folders, images, links to external Web sites, and more. 

TO CREATE A NEW CONTENT AREA: 
1. Mouse over the plus sign in the upper left corner of your course menu. 

2. Click Create Content Area in the dropdown menu. 

3. Enter a name for the new Content Area. 

4. Select whether it will be available for users. 

5. Click Submit. 

Note: You can create Content Areas and leave them unavailable to users until they are needed. 
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CUSTOMIZING THE COURSE STYLE 

To customize the course style, open the Customization menu in the Control Panel and select Style.  

 

On the next page, you can customize the course style by: 

 Displaying the links on the Course Menu as text or buttons. 

 Selecting a default view for the Course Menu – either List View or Folder View. 

 Selecting a default content view – icon only, text only, or icon and text. 

 Changing the default entry point. The course entry point is the first page students see upon entering the course. 

The default course entry point is the Announcements page. 

 Adding a banner to the top of the course entry page. The banner can be a text phrase or an image representing 

the course. The banner file must be in .gif or .jpg format and its size should be approximately 480 x 80 pixels. 

CHANGING TOOL AVAILABILITY 

You can select which tools are available to users. Available tools are listed alphabetically in the Tool Availability table. To 

change tool availability: 

1. From the Control Panel, open the Customization menu. 

2. Select the last option, Tool Availability. 

3. On the Tool Availability page, make the necessary availability adjustments. To make a tool available, select the 

tool’s check box; to make a tool unavailable, clear the tool’s checkbox. 

4. Click Submit. 

Note: A gray filled checkbox indicates that the system administrator made the tool unavailable, and a hyphen indicates 

that availability settings in the system cannot be changed. 
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MAKING YOUR COURSE AVAILABLE 

When you have finished adding content and designing your course site, the final step is to make your course available to 

students. 

TO MAKE YOUR COURSE AVAILABLE: 
1. From the Control Panel, open the Customization menu. 

2. Select Properties. 

3. In Section 3 of the Properties page, select Yes for Make Course Available. 

4. Click Submit. 

Once your course is available, students have access to all unrestricted course materials (i.e. materials you have not hidden 

or time-released. Note: You can always confirm what is visible or hidden from students by clicking Edit Mode OFF. When 

your course is available, you can still add content and make other changes, but it is a good idea to alert students to 

changes (via Announcements) now that they have access to the course site.  

ENROLLING USERS IN YOUR COURSE 

You generally will not need to enroll students in your courses; the Babson Registrar is responsible for this process. 

However, you may want to add a colleague to your course as a Teaching Assistant. When enrolling users, you can search 

within the Babson community or create a user profile. (For instance, perhaps a guest speaker for an Elluminate session 

needs temporary access to your course.) 

When you enroll a user, you will need to select the user’s “role” in the course. The default role is Student. 

 Roles available in Blackboard and the associated privileges 

Role Privileges 

Student 
Students can access all available Course Content and Course Tools, manage their personal 
information, complete assessments, receive grades, and view the Grade Center. Students are not 
allowed to add or change Content. 

Instructor 
Instructors can control all aspects of the Course, including changing the Roles of enrolled users. 
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 Roles available in Blackboard and the associated privileges 

Role Privileges 

Instructors cannot change settings at the System Administration level. 

Teaching 
Assistant  

TA’s can control all aspects of the Course, including changing the Roles of enrolled users. TA’s 
cannot change settings at the System Administration level. 

Grader 
Graders can interact with the Grade Center and add or edit Content. Graders are not allowed to add 
or remove users from a Course, change user Roles, copy, import, export or archive a Course, 
change the Course Settings or set a Language Pack. 

Course 

Builder 

Course Builders are able to add content to the Course. Course Builders are not able to archive a 

Course, export a Course, change users' Roles, or set a Language Pack. 

Guest 
Guests can view areas of the Course as determined by the Instructor. Guests cannot participate in 

any way. 

 On the Control Panel, under Users and Groups, select Users. 

TO ENROLL A USER FROM THE BABSON COMMUNITY: 

1. On the Users page, mouse over the downward pointing arrows on the Enroll User button and select Find Users 

to Enroll. 

2. Enter the Username (if known); if not, click the Browse button to search for users. (Note: Only users who are not 

already enrolled in the course will be identified in a search for users.) 

3. Select the user’s role. 

4. Click Submit. 

TO ENROLL A USER FROM OUTSIDE THE BABSON COMMUNITY: 

1. On the Control Panel, under Users and Groups, select Users. 

2. On the Users page, mouse over the downward pointing arrows on the Enroll User button and select Create User. 

3. Enter the user’s personal information; fields with an asterisk are required. 

4. Enter the Account Information, including Username and Password. Usernames cannot contain any spaces. Once 

created, usernames cannot be changed. (Note: You will need to inform the user of his or her Username and 

Password.) 

5. Select the user’s role; Student is the default. Click Submit. 
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VIEWING THE USERS IN YOUR COURSE 

TO VIEW A FULL LIST OF THE USERS IN YOUR COURSE AND THEIR ROLES: 

 

1. On the Control Panel, under Users and Groups, select Users. 

2. On the Users page, change the Starts with dropdown to the last option—Not blank. 

3. Click Go. 

 

Select “Not blank” and click Go to view a full list of users in your course and their roles. 

CHANGING A USER'S ROLE 

TO CHANGE A USER’S ROLE IN YOUR COURSE: 

1. From the list of users (See Viewing Users in Your Course above), click the downward pointing arrows to the right 

of the username. 

2. Select Change User’s Role in Course. 

3. On the next page, select the radio button that corresponds to the user’s new role. 

4. Click Submit. 

REMOVING USERS FROM YOUR COURSE 

Removing users from your course deletes all of the information associated with the users, such as Grade Center 

information, Assessment and Assignment information, and course statistics. This information cannot be restored to the 

course; however, it is possible to re-enroll the user without any of the associated data. Discussion board posts and emails 

are not deleted when a user is removed from the course. 

TO REMOVE USERS FROM YOUR COURSE: 

1. From the list of users, check the boxes to the left of the username for the user(s) you wish to remove from the 

course. 

2. Click the Remove Users from Course button at the top (or bottom) left of your screen. 

3. Click Ok. 
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Select the users you wish to remove and click Remove Users from Course. 

EMAILING USERS 

You can send emails to users in your course from the Blackboard course site. This is convenient because you can select 

recipients by role (e.g. Students, Teaching Assistants). You can also email specific Groups (if you use Groups in your 

course). 

TO SEND EMAILS TO USERS: 

1. On the Course Menu, click Tools. 

2. Click Send Email. 

3. Choose the appropriate recipients (e.g. All Users, All Teaching Assistants, Select Users). 

4. Type a Subject and the email body. 

5. Attach files as necessary. 

6. Click Submit. (Note: You will receive a copy of the email.) 
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UNDERSTANDING EDIT MODE  

The Edit Mode switch is located in the upper-right corner of every page and must be “ON” if you want to make changes or 

add content to your course site. Edit Mode OFF means that the page is displaying what the students will see. Edit Mode ON 

means that the editing tools are visible and available for you to use. 

 

Edit Mode must be “ON” in order to make edits. 

As you set up your course, turn Edit Mode to OFF when you want to view the course from your students’ perspective.  Note 

that links to content areas now only appear in the Course Menu (the left-hand navigation) if there is actual content in the 

areas; if they are empty, the links do not appear to students.  This helps direct students to areas of the course only where 

there is material for them to see. When Edit Mode is ON, you will know that a content area is empty and hidden from 

students by the grey square icons that appear next to the name of the content area. 

 

Grey square icons indicate that a content area is empty and hidden from students. 

BLACKBOARD: SYLLABUS OPTIONS 

There are several options for adding a syllabus to your Blackboard course site, including: 

 Babson’s Web Syllabus 

 A series of folders within a content area 

 A course menu-based syllabus 

 Blackboard’s Syllabus Builder tool 

A separate section describes the Web Syllabus and provides detailed instructions for obtaining and using this tool. This 

section focuses on the other syllabus options listed above. 

Whichever option you choose, the key is to keep your syllabus and course content updated and easily accessible to 

students. Should you need to make edits or changes to your syllabus after posting it initially, keep students informed by 

posting an announcement alerting them to the changes. 
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SERIES OF FOLDERS 

Many instructors opt to organize their course syllabus as a series of folders (Week 1, Week 2, etc.) within a content area. 

Below is an example of the folder-level view: 

 

With this approach, students can clearly gauge the scope and goals of the course from the learning objectives 

corresponding to each week. Within each folder, you can include all of the content required for that week, including 

readings, assignments, presentations, discussion forums and more. 

MENU-BASED SYLLABUS 

Similar to a series of folders within a content area, the syllabus can also be built in to the course menu. Here is an 

example: 
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The advantage of this approach is that students have one-click access to the materials for each week. Each week is a 

separate content area that houses all of the required content for that week, including readings, assignments, 

presentations, discussion forums and more. Additionally, the menu directory can be expanded for a quick glance of what 

each week entails. Students simply click on the plus sign to expand any week. 

BLACKBOARD: CREATING AN ANNOUNCEMENT 

Announcements appear when students enter the course. They are the first item that appears and are the first link in the 

default course menu.  They are extremely useful for communicating any message to all of your students.  By default, the 

most recent announcement appears at the top, but they can be reordered by dragging them to new positions. Move 

priority Announcements above the repositionable bar to pin them to the top of the list and prevent new Announcements 

from superseding them. The order shown will be the order presented to Students. Students cannot reorder 

Announcements.  

TO CREATE AN ANNOUNCEMENT: 

1. Click Announcements from the Course Menu  

2. Click the Create Announcement button.  The Create Announcement page opens.  
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3. Complete the 3 sections of the Create Announcement page: 

a. Announcement Information – Enter a descriptive Subject of the announcement.  The subject appears as 

the title of the announcement. The font color of the subject may be changed using the drop-down menu of 

available colors.   Type the Message.  The message may be formatted using the full set of formatting tools. 

 

b. Web Announcement Options – Select the date and duration restrictions that determine when participants 

can view your announcement.  You can also choose to send an email of the announcement to the students 

immediately.  (This will override the students’ preferences regarding notifications and send an email to all 

students immediately.) 

c. Course Link – If you want the announcement to directly link to a location in the course (an assignment, 

project, presentation, or Collaborate session), enter the link into the Location field or click the Browse 

button to select the location from the available locations in the course. 

4.       Click Submit.        

 

 

Announcements is the default course home page and is also available in the Course Menu. 
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BLACKBOARD: GRADE CENTER  

From the Blackboard Grade Center, you can enter and manage your students’ grades for all components of the class: 

assignments, tests, discussion posts, participation, and projects. 

This section focuses on the following topics: 

 Navigating the Grade Center 

 Working with Columns 

 Working with Grades 

 Creating grading “rules” (new in Bb 9.1) 

 Color coding the Grade Center (new in Bb 9.1) 

 Taking your Grade Center content offline 

 Understanding the student experience 

 

 

http://facultyportal.babson.edu/content/bb91-grade-center-navigating#overlay-context=content/bb-91-grade-center
http://facultyportal.babson.edu/content/bb-91-grade-center-working-columns
http://facultyportal.babson.edu/content/bb91-grade-center-working-grades
http://facultyportal.babson.edu/content/bb91-grade-center-creating-grading-rules
http://facultyportal.babson.edu/content/bb-91-color-coding-grade-center
http://facultyportal.babson.edu/content/working-offline#overlay-context=content/bb-91-grade-center-working-offline
http://facultyportal.babson.edu/content/student-experience
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NAVIGATING 

In this section, you will become familiar with the Grade Center interface and its features. You will also learn how to 

navigate and customize the Grade Center. 

To access the Grade Center, click Grade Center then choose Full Grade Center from the Control Panel area. 

 

To access the Grade Center from the Control Panel, click Grade Center then choose Full Grade Center. 

THE GRADE CENTER INTERFACE 

The Grade Center is made up of rows and columns of student information and “gradable” items. Cells in the grid contain 

data specific to corresponding students. 

Here’s a screenshot of the Blackboard 9.1 Grade Center interface: 
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A: Action Bar – rows containing functions specific to the current page 

B: Grade Information Bar – to access column details quickly, click a Grade Center column title, and 

information will be displayed in this grayed area 

C: Grade Center – columns, rows, and cells that make up the current view of the Grade Center data 

D: Icon Legend – explains the symbols used in the columns and cells 

You can use the double downward-pointing arrows to access the contextual menus that display options for most columns, 

rows, and cells.  The options on the contextual menu will vary depending on the location. For example, a menu for a grade 

column will include a Column Statistics option; for a non-grade column, such as First Name, you may only have the option 

of hiding the column. 

The table below describes the default columns in the Grade Center. 
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Any of the above columns can be hidden from view, except the Last Name column. 

THE GRADE CENTER INTERFACE 

To make the Grade Center accessible to as many people as possible, it comes in two different modes:  Interactive View 

and Screen Reader View. 

 Interactive View is the default setting. Columns can be frozen, and grades can be typed directly in the cells 

(called “inline editing”). 

 Screen Reader View displays the Grade Center data in a simplified grid. The table is static and grades can be 

entered on the Grade Details page accessed by selecting the table cell for the grade. You cannot freeze columns 

or edit inline, making it easier to navigate by keystroke and to accommodate screen readers. 

In both views, you can move the cursor from column to column using the tab key. In Interactive View you can navigate 

cells within the Grade Center by using the up, down, left, and right arrows on the keyboard. 



 

BLACKBOARD: Course Management  |  18 
 

To switch to Screen Reader mode, click the two downward arrows to the right of the Grade Center heading at the top of 

the page.  Select Turn screen reader mode on. 

 

This setting is not saved across sessions (persistent). It will last only as long as the current session. Once the browser is 

closed, the view will default back to Interactive View. 

HIDING/SHOWING ROWS AND COLUMNS 

You can hide columns and rows to focus on specific data. When you hide information, the data is retained. 

Users (rows) can be hidden from the Grade Center view to reduce the number of rows in the grid. Hidden users are not 

removed, and can be shown at any time. 

1. Mouse over a student’s name cell and click the double arrows to access the contextual menu. 

2. Select Hide Row. 

A message appears stating that the row has been successfully hidden.  

 

Showing Rows 

To display a hidden row or show/hide multiple users simultaneously: 

1. On the Action Bar, click Manage to access the drop-down list. 

2. Select Row Visibility. 

3. On the Row Visibility Page, select the check boxes for the users you want to show or hide. 

4. Click Hide Rows or Show Rows.   

5. Click Submit. 



 

BLACKBOARD: Course Management  |  19 
 

 

Hiding/Showing Columns 

You can also hide columns to reduce scrolling. To hide a single column, click the downward double arrows for the column 

and select Hide Column. 

To show a hidden column, click Manage on the Action Bar and select Column Organization. 

 

On the Column Organization page, select the checkboxes for the columns you want to show. Note that hidden columns 

appear in italics. Click the Show/Hide button and select the appropriate option. Then click Submit.  
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SORTING/ORGANIZING ROWS AND COLUMNS 

You can sort the information in rows and columns. The sorting remains in effect only for your current session. Once you 

close your browser, the view returns to the default. 

Sorting Rows 

You can sort rows by ordering grades in ascending or descending order. Rows can also be sorted by first or last name. To 

sort rows, click the double arrows beside the title of a column. Choose Sort Ascending or Sort Descending. 
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Sorting Columns 

By default, columns are displayed in the order in which they were created—with the oldest column on the left side of the 

table, and new columns added to the right (referred to as “Layout Position”). You can sort columns by the following: 

 Categories 

 Due Date 

 Date Created 

 Points Possible 

 Display Name 

To sort columns: 

1. Locate the Sort Columns By: Layout Position dropdown menu below the Action Bar and click the double 

downward arrows. 

2. Select one of the available options. 

3. Columns will automatically re-sort in the Grade Center. 

 

Organizing Columns 
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The Column Organization page provides an at-a-glance view of the columns in the Grade Center. Each column is 

represented by a row, with the top row representing the left-most column in the Grade Center. You can organize columns 

in the following ways: 

 Rearrange the order of columns quickly by using the drag-and-drop function 

 Freeze or unfreeze columns. If a column is frozen, it remains stationary when scrolling through the 

Grade Center view 

 Quickly hide or show multiple columns 

 Change a grade column’s category 

To organize columns: 

1. Access the Column Organization page from the Manage menu on the Action Bar and choose Column 

Organization from the drop-down list. 

2. Select the check boxes. 

3. Use the move icon (overlapping arrows) to drag the item to the desired location.                               

4. Drag the bar to change which columns are frozen. Columns in gray are frozen in place on the left side 

of the Grade Center. They do not move while scrolling through other columns. 

5. Click Submit to save your changes. 

COLUMN TYPES AND CATEGORIES 

Grade Columns and Calculated Columns 

Grade columns are automatically created in the Grade Center when you create a gradable discussion, assignment, or 

assessment. You can also manually create grade columns for additional items that you want to grade. For example, you 

can create a column to record participation grades. The Grade Center also contains calculated columns. As with grade 

columns, some calculated columns are created by default, such as the Total and Weighted Total columns, which we will 

discuss later. Others are created by the instructor. A calculated column uses data from two or more grade columns to 

make a calculation. For example, in the image below, the Testing Total column is a calculated column that shows the 
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combined points scored on two tests: the Chapter 1 Test and the Chapter 2 Test. (Note: For instructions on how to create 

grade columns and calculated columns, see the section—Working with Columns.) 

 

Categories  

Categories are used to group related items together. Categories that are created by default include: 

 Assignment 

 Discussion 

 Survey 

 Test 

When you create a gradable item, a column is automatically created for the item in the Grade Center and the column is 

automatically added to the appropriate category. For example, if you create a gradable discussion forum called Week 1 

Discussion, a column with that name is added to the Grade Center and the column is automatically added to the Discussion 

category. You cannot edit or delete the default categories themselves, but you can move a column from one category to 

another category. You can also create an unlimited number of categories by which to organize grades. 

You can use categories to: 

 Sort the Grade Center. For example, you can sort using the Assignment category to see all assignment 

columns at a glance.  

 Calculate grades. For example, you can assign a weight to a category when calculating final grades. We will 

learn more about calculating grades later in the workshop. 
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 Create a Smart View. Smart Views are views of the Grade Center based on a variety of student criteria. For 

example, you can generate a Smart View that only displays columns associated with the Test category. 

 

In this section, you will learn how to create grade columns for items you want to grade. You will also learn how to create 

calculated columns that combine the data in multiple columns. Next, you will learn how to organize and manage columns 

by using categories. You will also learn how to edit the letter grade schema to reflect Babson’s grading policy. 

CREATING GRADE COLUMNS 

When creating Grade Center columns, you can: 

 Choose how the grade will be displayed, such as score, letter, text, percentage, or complete/incomplete. See the 

table below for more information. 

 Add it to a category. 

 Select whether to make the grade available for potential inclusion in any Grade Center calculations, such as when 

creating a calculated column. 

 Select whether students can see the grade. 

To create a grade column: 

1. Click Create Column on the Action Bar. 

2. On the Create Grade Column page, enter the Column Name and an optional Description. This becomes the 

column name in Grade Center, unless a shorter name or abbreviation is entered in the Grade Center Display 

Name text box. The optional description appears when the column information is viewed and when students view 

the column details in My Grades. 

3. Select the Primary Display from the drop-down list.   

4. (Optional) Select a Category in which to include the column. 

5. In the Points Possible text box, enter the total points. 

6. (Optional) Select the radio node next to Due Date and enter a date. If you select a due date, this date can be 

used with the Early Warning System to generate an alert if a test or assignment is not submitted on time. 

7. Select the radio nodes next to the desired Options. 
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8. Click Submit. 

The table below describes the options on the Create Grade Column page:  

 

Once you have created the grade column, you can enter grades and include the column when creating calculated columns. 

DEFAULT CALCULATED COLUMNS 

By default, you will see two calculated columns in the Grade Center: 

 Total 

 Weighted Total 

You can edit the default columns to calculate and display the data most useful to you. If desired, you can delete the default 

columns. The table below describes the default columns, their default settings, and their suggested use. 
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CREATING CALCULATED COLUMNS 

In addition to using the Grade Center to record grades, you can use it to calculate grades. You do this by creating a 

calculated column. When you create a calculated column, you select two or more grade columns from which the data is 

used to make the calculation. 

You can use calculated columns to: 

 Calculate the average grade 

 Calculate a minimum or maximum grade 

 Calculate the total grade 

 Weight grades by column, category, or both 

Each type of column is created in a slightly different way. New or restored courses automatically have two calculated 

columns, a Total and a Weighted Total. A Weighted Total column contains the weighted sum of all grades for a user based 

on item or category weighting. 
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To create a calculated column: 

1. Click Create Calculated Column on the Action Bar to access the drop-down menu. 

2. Select Weighted Column. 

3. On the Add Weighted Column page, complete the Column Information. 

4. In the Columns to Select box, click a column title to select it. To select multiple columns in a row, hold down Shift 

and click. To select multiple columns out of sequence, hold down the Control Key and click. 

5. Click the right-pointing arrow to move columns into the Selected Columns box. 

6. In the Selected Columns box, enter the weight percentage for each item in the text boxes. 

7. Select the radio next to Calculate as Running Total, if desired. Running totals will exempt any cells that do not 

contain data. 

8. Select the radio nodes next to the desired Options. 

9. Click Submit. 

You can include a calculated column when creating another calculated column. For example, if you have created a 

calculated column that weighs quiz grades, you can include this column when creating a final grade column. 

As with other columns, you can choose whether calculated columns are displayed to students. 

CREATING CATEGORIES 

As discussed in the Navigating section, there are four default categories: 

 Assignment 

 Discussion 

 Survey 

 Test 

You can create an unlimited number of additional categories to organize your columns. Once you have created a category, 

you can do the following: 

 Assign new columns to the category when you are creating a column 

 Move existing columns to the new category 
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To create a category: 

1. Click Manage on the Action Bar to access the drop-down menu. 

2. Select Categories.  

3. On the Categories page, click Create Category on the Action Bar. 

4. On the Add Category page, enter the category Name and an optional Description. 

5. Click Submit. 

CHANGING COLUMN CATEGORIES 

You can move columns from one category to another. You can also move a column from a category to no category. 

You can move any column, except calculated columns, to a different category. For example, you can move a column from 

the Discussions category to a category named Extra Credit. 

To change a column category: 

1. Click Manage on the Action Bar to access the drop-down menu. 

2. Select Column Organization.  

3. On the Column Organization page, select the check box for the column to move. 

4. On the Action Bar, click Change Category to… to access the drop-down list. 

5. Select the category to which to move the column. 

6. Click Submit to save changes. 
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WORKING WITH GRADES 

In this section, you will learn how to enter and override grades in the Grade Center. You will learn how to view and grade 

assessments and assignments, as well as how to enter grades for projects created outside of Blackboard. You will also 

learn how to override and exempt grades from grade calculations. Finally, you will create Smart Views, which allow you to 

see a customized display of student performance. In Blackboard 9.1, you can add Smart Views to the Control Panel for 

easier access. 

GRADING AN ASSIGNMENT 

When an assignment is created, a grade column is automatically created. Assignments that have been submitted, but not 

graded, are indicated with an exclamation point icon in the Grade Center. 

When reviewing assignment submissions, you can provide a grade as well as feedback. You also have the option of 

returning the submission to the student with comments only, so the assignment can be refined further and then 

resubmitted for a grade. 

To grade an assignment: 

In Grade Center, locate the cell for the student’s assignment containing an exclamation mark. 

 

1. Move the mouse pointer over the cell to see the double downward arrows. 

2. Click the Action Link to access the contextual menu. 

3. Select View Grade Details. 

4. On the Grade Details page, select View Attempt. 

5. On the Grade Assignment page:  
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 Click the filename under Review Current Attempt to view or download attachments. 

 Enter a numerical value in the Grade box. To return an assignment attempt without a grade (with 

comments only) follow the steps for grading an assignment, but at Step 7 below, click Save as Draft. 

The attempt remains ungraded but students can access your comment. 

 Enter feedback in the Comments area and attach any necessary files for the student to review. 

 Optionally, enter Instructor Notes and attach files that only you will be able to access. 

6. Click Save and Exit to return to the Grade Details page (or click Save and Next to view and grade the user's 

attempt). 

7. Click OK to return to the Grade Center. 

VIEWING GRADE DETAILS 

When you finish grading an item, the Attempts and Grade History are updated on the Grade Details page. To view grade 

details from the Grade Center table, locate the cell that contains the grade, then click the downward-pointing arrows and 

select Grade Details. 

On the Grade Details page, the Attempts section displays: 

 Value – the grade you entered 

 Feedback to User – available to the student when submission is viewed 

 Grading Notes – any instructor notes you entered 

 

The Grade History tab on the Grade Details page displays the history in reverse chronological order. It includes: 

 Date and time the item was last edited (submitted or graded) and by whom 
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 Grade and comments entered when the item was edited 

CLEARING TEST ATTEMPTS 

You can clear a test attempt thereby allowing a student to retake a test. For example, if a student encountered technical 

problems and only partially completed a test, clear the grade to allow a retake. If you clear a grade that has a previous 

attempt, the previous attempt will now be the grade. 

1. In Grade Center, locate the cell containing the student’s test grade to clear. 

2. Move the mouse pointer over the cell and click the double downward arrows to access the contextual menu. 

3. Select View Grade Details. 

4. On the Grade Details page, select Clear Attempt. A warning message appears. 

5. Click OK. 

6. To return to the Grade Center, click OK at the bottom of the page, or use the breadcrumbs. 

 

 

The grade is cleared under Attempts and the action is recorded under Grade History. The grade is also cleared in the Grade 

Center column. 

OVERRIDING GRADES 

You can override/edit grades that were either manually or automatically recorded in the Grade Center. A grade Override 

supersedes all attempts, including attempts students have not yet submitted. When a grade is overridden, the grade is 

updated in the student’s My Grades tool. 
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To override/edit a grade: 

1. In the Grade Center, locate the cell containing the student’s grade to override. 

2. Move the mouse pointer over the cell and click the double downward arrows to access the contextual menu. 

3. Select View Grade Details. 

4. On the Grade Details page, under Actions, click Edit Grade. 

5. Edit the Current Grade Value. (Note: You can also check the box to Mark this Attempt as Ignored. Choosing this 

option allow the student to re-submit the attempt or take the test again. 

 

6. (Optional) Enter Feedback to User that explains the grade change. 

7. (Optional) Enter Grading Notes for yourself. 

8. Click Save. The updated Grade Details page appears. 

The Override field collapses and the new grade is now the Current Grade Value. 

Overriding Grades Directly 

Grades can be entered directly in the Grade Center cells. The grade entered is designated as an Override. Since Override 

grades supersede all other grades, only use this method if students will not be submitting any other attempts. 

To Override a grade directly, click the assignment’s exclamation mark and enter the grade in the field. Click Enter to save 

the grade. 
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EXEMPTING A GRADE 

You can exempt a grade from a student’s record. When you exempt a grade, the grade is ignored in all Grade Center 

calculations. The grade remains available on the Grade Details page, and you can clear the exemption at any time. 

 

To exempt a grade, click the double downward arrows that appear when you mouse over the grade cell and select Exempt 

Grade. The grade cell displays a blue square to indicate an exempt grade. 

CREATING SMART VIEWS 

As you enter and view grades in the Grade Center, you are automatically obtaining information on how students are 

performing in the course. You can tailor your view of student progress by creating Smart Views. A Smart View shows only 

the data that matches a set of criteria that you define. For instance, you could create a Smart View that displays the 

progress of: 
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 A particular group 

 Student performance on a particular items 

 Individual students 

You might, for example, want to create a Smart View to see which students scored below a designated score on a specific 

assignment. 

To create a Smart View: 

1. On the Action Bar, click Manage to access the drop-down menu. 

2. Select Smart Views. 

3. On the Smart Views page, click Create Smart View. 

4. On the Add Smart View page, enter the Name of the Smart View. This will appear in the Current View drop-down 

list under Smart Views. 

5. (Optional) Enter a Description. 

6. (Optional) Check the box next to Add as Favorite if you want the Smart View to be accessible directly from the 

control panel 

7. Select the radio node next to the Type of View (Note: For our example, choose “Performance” to create a view of 

select users based on performance). 

8. Complete the Criteria Section:  

 Under User Criteria, select the grade column to search. 

 Under Condition, select the criteria, such as “Less than”. 

 In the Value text box, enter the score or percentage against which the criteria and condition will be 

assessed. 

9. Select the Filter Results from the drop-down list by selecting the columns to display in the Smart View. 

10. Click Submit. The list of Smart Views appears. 
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CREATING GRADING RULES 

Blackboard 9.1's Early Warning System maximizes student retention and success by enabling instructors to set 

performance rules. These rules are used to send alerts to instructors based upon specific performance criteria. This section 

describes how to create a Grade Rule and set the rule criteria. To create a Grade Rule: 

1. Access the Early Warning System from the Contol Panel under Evaluation 

 

2. Click Create Rule. 

3. For the new rule, enter a brief name. This name displays in the Early Warning System page. 



 

BLACKBOARD: Course Management  |  36 
 

4. Click the radio button to make the rule available. 

5. Select the Grade Center item to define the score threshold for the rule. 

 

6. Define the score criteria and set the score. 

7. Click Submit. 

The new rule appears on the Early Warning System Page. You can see how many students within the class have 

"warnings" based on the criteria you have set for a particular item in the Grade Center. 

 

COLOR CODING THE GRADE CENTER 

You can use Grading Color Codes to apply background and text color to items in the Grade Center that meet specific 

criteria. Adding color rules to the Grade Center provides visual indicators to help you interpret information quickly. For 

example, you can use red to highlight low grades that need attention. 
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SETTING COLOR CODING OPTIONS 

By default, color coding is not enabled in Grade Center. To enable color coding and set color coding options: 

1. On your course, under the Control Panel, click Grade Center, and then click Full Grade Center. 

 

2. Point to Manage, and then click Grading Color Codes. In the Color Code Information section, select Enable 

Grading Color Codes. 

 

3. In the Color Coding Options section, select the colors you wish to use for the different grading statuses by 

clicking the double downward arrows and choosing a color from the color swatch box. 

 

SETTING GRADE RANGES 

If you want to add color to specific grade ranges, you can do so in the Grade Ranges section. 

1. While in the Grading Color Codes page, in the Color Coding Options section, click Add Criteria. 
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2. In the Criteria list, set the criteria to More than, Less than, or Between.  

3. In the Percent Value box, type one or more values related to the criteria.  

 

4. Set the Background color and the Text color. 

5. When you are finished, click Submit.  

You can see the preview next to the criteria values. 

WORKING OFFLINE 

Grade Center allows you to download grades and student submissions so that you can work with them on your local 

machine. When you are finished working locally, you can upload the grades back into the Blackboard Grade Center. This 

section describes how to: download grades from the Grade Center to Excel, upload grades from Excel, and download 

multiple student submissions.   

DOWNLOADING THE GRADE CENTER TO EXCEL 

To download grades:  

1. Hover over the Work Offline button in the upper right corner, and select Download from the menu that appears. 
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2. On the form under Data, leave the default selection, Full Grade Center, selected. 

3. Click Submit. 

4. On the next screen, click Download and save the file to your local machine. 

5. Open the saved file, responding Yes to any pop-up messages that appear. 

6. In Excel, expand columns as needed so that you can see and enter data. 

7. When you are finished working with the data, save the file. 

8. Respond Yes to the pop-up question that asks if you want to keep the workbook in this format. 

9. Close the file and respond No to the question that asks if you want to save changes. 

10. (Optional) Open your file again to ensure that your changes are there. 

UPLOADING GRADES FROM EXCEL 

After you finish working with grades offline, you can upload them from Excel back into the Grade Center. 

To upload grades: 

1. Hover over the Work Offline button in the upper right corner, and select Upload from the menu that appears. 

2. On the next page, browse to find the Excel file containing the grades you wish to upload. (Note: The file must be 

in the original XLS format.) 

3. Leave Auto as the default delimiter type and click Submit. 

4. On the confirmation page, select which columns of data you wish to upload; the default is all columns. 

5. Click Submit. 

6. View the uploaded data in Grade Center. 

DOWNLOADING MULTIPLE SUBMISSIONS 

For assignments that you create using Blackboard’s Assignment Tool, Blackboard automatically creates a column in the 

Grade Center. When students submit assignment files, an exclamation point icon appears in the corresponding Grade 

Center column to indicate that the assignment has been submitted and needs to be graded. Earlier we covered how to 
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view student assignment submissions individually and provide a grade and feedback. You can also download multiple 

student submissions at once, save them to your local machine, and view them offline. 

To download multiple submissions: 

1. Click the double downward arrows at the top of the column containing the assignments you wish to download. 

2. Select Assignment File Download. 

 

3. On the next page you will see checkboxes next to each submitted assignment available for download; click the 

box for each assignment you wish to download. 

4. Click Submit. Blackboard packages the selected assignments in a .zip file. 

5. On the next page, click the Download assignments now link. 

 

6. A dialog box will appear asking if you want to open or save the file. Click the desired option to view the download 

assignments offline immediately or at a later time. 
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ACCESSING GRADES AND VIEWING GRADES 

Students view their course grades using the My Grades tool. Grades are available by default; however, instructors may 

choose to make a grade unavailable. 

Instruct your students to click Tools on the Course menu, then My Grades in order to access their grades. 

  

 

My Grades displays the following information by default. You can customize the information students see. 

 Item Name – each item is a column in the Grade Center, such as a grade column. 

 Details – contains the description the instructor entered when creating the column, or the default 

description if the column was automatically created. 

 Due Date – information appears only if the instructor entered a due date when creating the column. 

 Last Submitted, Edited, or Graded – displays the date a student submitted the item or the instructor 

graded or returned the item. 

 Grade – if the item has been graded, the grade is a link to the submission and instructor feedback; if it 

has not yet been graded, a symbol shows the item’s status. 

 Points Possible – value entered by the instructor when creating the test or assignment, or when creating 

the column. 

 Comments – if the original grade is overridden, the instructor can provide feedback to the user.   
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In the Grade column, a symbol represents the item’s status. The table below describes the symbols displayed on the My 

Grades page. 
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BLACKBOARD: MOBILE LEARN 

With the Blackboard Mobile LEARN app, you can post Announcements; participate in Discussions; read Journals and Blogs 

and much more – from almost anywhere in the world. 

Download the Bb Mobile Learn app to access: 

 Announcements 

 Discussions 

 Media 

 Roster 

 Grades 

 Tasks 

 Journals 

 Blogs 

The Blackboard Mobile Learn app is available for iPhone/iPad, Android, Blackberry and Palm. 

Go to http://www.blackboard.com/Platforms/Mobile/Products/Mobile-Learn.aspx to download the app from 

Blackboard.com. 

 

 

 


