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With the upgrade to Blackboard version 8, the Gradebook has been replaced by

| .
the Grade Center, which offers similar functions but with different ways of ~ Loading Grade Center...

carrying out procedures.

Here is a listing of some common Grade Center tasks you may need while getting used to the new system:
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To enter a grade from the Grade Center, follow these steps:

1. Move the cursor over the desired cell and click:

Assignment 1 E

2. Type inthe desired value:

Assignment 1 B

3. Press Enter.

4. The cursor will automatically move down to the next row in the column, ready for you to type in the

next student’s grade.
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To grade or clear a test attempt, follow these steps:

1. Move the cursor over the desired cell and click the double chevron to the right.

3

2. From the menu that appears, choose / %)$ &3$¢4*.

Q

Grade Details <g—
Exempt Grade

3. Onthe/%)$ &3$¢4*Qage, choose 546 & 7#B#2#&0o grade the test or 8-$( Ya&t#&+2#8&o clear the
attempt.

View Attempt
Clear Attempt
Modify Attempt
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With the new Grade Center come some changes in the icons used to represent information. A full 40" &$' $")&

can be found linked in the lower right-hand corner of the Grade Center, but several important icons have

changed:

]

a student but has not been submitted for grading yet.

W

# =$9%)*& %) 4 '& previously a red exclamation point, this indicates
that work has been submitted by a student which must be evaluated
and graded by the instructor.

b

199) 4" &P0%8previously a red question mark (and seldom seen)
this indicates that an item is causing an error, and the instructor
should investigate the situation.

1%()$ &>0) 4B) &>(", (--.& previously not indicated, this icon
overlays a score, indicating that the score has been manually
overridden by the instructor.

7 9 &<ONG*& previously a padlock icon, this indicates that a test or assignment is currently being used by

@l TE<@ae

User Unavailable

Column Not Visible to Users
Completed

Needs Grading

Grade Modified Manually
Attempt in Progress
External Grade

Grade Exempted for this User

m

rror

N

80-, +" & O#BAADIENE&ASYE previously indicated by an asterisk, this icon shows up next to a column

header to indicate that the column is not set to display in the student My Grades view.

Although there are more icons in the legend, they are either no different than in the previous Gradebook, or are

icons representing functions never before available.
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1. To change the details of an existing column, so as to modify the points possible
or change the grade display option (score, percentage, letter, etc.), first click the

double chevron button next to the column name.

2. Next click the > 0) 42&8-, +"&choice from the menu that appears.

Depending on the type of column you are modifying, some different choices may be

available.

For example, a manually added column will have different options than a column

displaying results from an online test or an assignment. Change the options on the Modify Column screen to

match whatever your need is, then click the G@+4#button in the lower right corner of the screen and your

changes will be applied to the Grade Center.
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Often it is useful to match up student names with their totals, and the Grade Center makes this easy. By default
the DOA -&olumn is to the right of all the other grade columns in the grid:

[~ |Armstrong Elsine earmstreng May 19, 2007 Available 0.00
[~ |Davis Haydn hdavis November 7, 2007 Available 12.00
[~ |Valencia Myrna mvalencia July 3, 2007 Available 0.00

By clicking the double chevron button at the top of each column instructors can select the E4$ &8-, +" &nenu
choice:

Hiding the A*$%(+$, G ) $"#&93(*#Z 11$**, and 7F( 4¢ @4t &olumns make it very convenient to match up
student names with their totals in the Grade Center:

%' LastName First Name v Total
[T |Armstrong Elzine 0.00
[T |Davis Haydn 12.00
[~ |valencia Myrna 0.00

These hidden columns can be later restored using the G%( " 4$& %)$ &&" #$®ontrols. This process is described
in the GY%( " 48&#% & %)% &&" #$R0-, +"*&section of this document.
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1. To make a backup of your grades, start out by pointing at the > (" ('$ .
menu near the top of the Grade Center screen. ] Manage  Mpiiremare—1

2. Next, select the 306 " -O()&tem. -
0 [“Download

Although there are several choices on the next screen that will allow you to Categories &
Smart Views \

do a partial backup of grades, to download everything just leave the choices

for the Cb-$1R3(#&H#0&B " -0()&at the default setting of J,- 894 )$ &8" #$% Oxaomg Pedars \\
Grading Schemas 2
You may leave the 3$-4r4#5%82%&et to O @but may want to change the Organize Grade Center

Show/Hide Users

91-)$ &9)$" &I0D%+ED"8option to K$* Click the G@+4#button in the
lower right corner, then on the next screen right-click (or Control-click on a Mac) the 306 " -0()&utton and
choose to C(F$&7*8m the pop-up menu.

You should then be able to choose where to save the file on your local computer, and when this is done your
grades are backed up.
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“%' Manage
To re-order the columns in the Grade Center, click the > (" ('$&button near the top Upload
of the Grade Center and select G%( " 4$& %)% &8" #$%&m the drop-down menu. Download
Categories
At the top of this area, note that you can check items you already hid, and select Smart Views
the C 068C$3$1#9 & 8-, +"* &ption from the C 06LEJ $&nenu to restore these Grading Pgricds
items to the Grade Center. Grading Sghemas
;:f‘ Show/Hide Show/Hide Users
Hide Selected Columns
Show Selected Columns >
Show Selected Columns in
All Grade Center Views
To actually change the order in which items appear, hold down
the mouse button while pointing to one of the grey boxes to the _ ¥
left of a grade item, and drag the item to a new position in the Total (External Grade) | Shown in Selected
list. Release the mouse button when the item reaches the 4 NViews ony
. . . . 7| [Weighted Total Shown in Selected
position you want it at, and the item will now appear at that ; Views only
point. ' SafeAssign Test Shown in Selected
v, ' Assignment Views only

After all the items are positioned as desired, scroll down to the
bottom of the item list, and click the CG@+4#button in the lower right corner of the Organize Grade Center
screen. Upon re-entering the Grade Center main screen the items will be ordered as specified.
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To create a column in the Grade Center, follow these steps from the Grade Center page:

1. Click 7)) &4()$&8-, +"&in the Action Bar at the top of the Grade Center. 4 Add Grade Column
2. Entera80- +" &(+$. This field will only accept 15 characters.

3. Enter <04 #*&8**4@3%. Denote the number of points assigned to this column. Non-numeric entries are
not accepted.
. Enter optional information as desired
5. Click G@+ 4t8b save.
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There are many new functions available in the Grade Center which the old Gradebook was unable to
accommodate, such as dropping the lowest of a series of test scores and having grade columns show up
differently depending on the date, dividing the grade book into groups (or sections if using a merged
course). Check the schedule for upcoming Blackboard training workshops available at
http://support.tcc.edu/training/. Look under "Faculty Training."




