
Grade Center Tools Control panel > Grade Center> Full Grade Center > 
Manage 

The “Manage” menu, in the Grade Center has some 
valuable tools to help streamline and support 
grading and tracking processes. 
 
We will be reviewing the following tools: 

 Grading Schemas 

 Grading Color Codes 

 Categories 

 Smart Views 

 Column Organization 

 Row Visibility 

 Send Email 
 

Grading Schemas 
In the Grade Center, click “Manage” > “Grading 
Schemas” 
 
The grading schema applies a percentage range to a 
letter grade. 
 
Blackboard provides a default grading schema called 
“Letter”, however Blackboard’s schema might not 
match the schema you provide in your syllabus.  You 
must either edit the default schema or create a new 
schema that does match your own. 
 
Enter a name that is distinguishable. 
 
Enter the percentage range under “Grades Scored 
Between” 
Enter the corresponding letter grade under “Will 
Equal” 
In the “Will Calculate as” box, enter a percentage 
roughly in the middle of the range entered under 
“Grades Scored Between” 
You can “Delete Row” by clicking the link on the 
right side of screen or insert a row by clicking the 
arrow (pointing left) on the far right of schema map. 

 



Grading Color Codes 
In the Grade Center, click “Manage” > “Grading 
Color Codes”. 
 
Grading Color Codes provide a quick visual of the 
health of your students’ scores. 
 
This image shows the default settings  

 Color Codes are not enabled 

 White is designated as the background color for 
the default status  

 
Click the arrow next to the color square to choose a 
color for the default status 
 
Add color codes for grade ranges: 
Click “Add Criteria”   

Choose a Grade range criteria: 

 Between 

 More Than or Equal To 

 Less Than 
Enter percentage range 
Choose a color (background and/or text) 
 

 

The “Indicator Preview” shows how the choices are 
displayed. 
 
I entered the range of 90 – 100.1 to capture the 
score of 100 

 

 

 

  



 

Grading Categories 
In the Grade Center, click “Manage” > “Categories” 
 
Categories are used to group assessments. They can 
be used when “Weighting” grades or for keeping 
track of certain assessments. (For example, what is 
the total percentage for all “Tests”?) 
 
Blackboard provides default categories when using 
certain Blackboard tools. 
 
In this image, the grade center includes three 
assessments that utilized the Assignment, 
Discussion and Test tools.  Any category will display 
all assessment columns associated with that 
category.  (Category can be changed as needed) 

 

Create your own category 
 
Click the “Create Category” link (see previous 
image) 
 
Provide a “Name” 
Description is optional 
Click “Submit” 

 

View the category assigned to a specific grade 
center column by clicking the context arrow next to 
the column name > choose “Edit Column 
Information” 

 



In this example, this assessment utilizes the “test” 
tool so the category is “Test” by default.  You can 
change this category if desired. 
 
Click the arrow on the right side of the category box 
and choose from the drop-down menu. 
 
All categories displayed from the “Manage > 
Categories” screen are displayed in this drop-down 
list. 

 

 

  



 

Smart Views 
Smart Views provide a means to display grade 
center columns. 
 
The “Assignments” and “Tests” links under “Grade 
Center” in the Control panel are just smart views. 
When you click “Assignments”, it will only display 
any Grade center column with the category of 
“Assignment” (for all students). 
 
 

 

In the Grade Center, click “Manage” > “Smart 
views”. 
 
Again, Blackboard provides a default set of smart 
views.  
 
Notice the stars in green on the right side of the 
screen. 
 
The green star designates smart views as “Favorites” 
to be displayed under the Grade Center heading in 
the Control Panel (see previous image). 

 

When creating a smart view, be sure to check the 
“Add as Favorite” checkbox if you want it to display 
under the “Grade Center” heading from the Control 
Panel. 
 
*if you forget to check that box, you can also just 
click the star under “Add as Favorites” on the main 
“Smart Views” screen (see previous image). 
 
In that case, Refresh your browser screen to see the 
new smart view from the Control Panel. 

 



These default smart views are associated with 
categories (see Grading Categories) 
 
Therefore, any assessments using the “assignment” 
tool has a category of “Assignment” by default and 
is associated with the Assignment smart view.  
 
In this example, if you change the category for those 
columns to “Homework” you would have to either 
change the name of the default “Assignments” 
smart view to “Homework” and change the category 
or create a new Smart View with “Homework” for 
the name and category.  

 

By default, a smart view will display that particular 
smart view for all students.  However, you can view 
that smart view by group or for only certain 
students. 
 
Choose “Selected Users” for a list of students 
Click on each intended student’s name 
(hold CTRL key and click individual student’s names) 
Click “Submit” when complete. 
 
Or click “Selected Groups” 
Choose the group 
 
(You can also just have a Smart View for your 
individual groups (displays the full grade center but 
just for students in that group). 

 

You can filter which columns are associated with 
any particular smart view by grade status. 

 

 

  



 

Column Organization 
In the Grade Center, click “Manage” > “Column 
Organization” 
 
This tool is a lifesaver! 
With such limited real estate in the Grade Center, 
this tool allows you to see a “bird’s eye view” of the 
entire grade center 

 
 
The page is divided into two sections:  

 Student Information Section 

 Assessments Section 
o Rows in one section should not be moved to the 

other section 

 

 

 

 

 

 



Student Section This toolbar above the Student Information section is to be used 
with this section. 

 
Show/Hide  
Notice the bottom four rows in the student 
information section are grayed out.  They have been 
“hidden” from view (in the Full Grade Center) 
Hide a row 

 Click the checkbox on the left of the row 

 Click “Show/Hide” button above the section 

 Choose “Hide Selected Columns” 
Alternatively, to show those rows again, click the 
checkboxes and choose “Show Selected Columns” 

  

Change Category to: Students are in the “Institution” category by default – do not 
change that category 

Change Grading Period to: We do not use Grading periods 

Delete: It’s not recommended to delete any of the student information 
rows 

Use the four-pointed arrow to drag and drop rows 
(“Frozen” means that those rows will always display 
as the first two columns in the Grade Center) 

 

Assessment Section 
It is very helpful to see the category, due date (if 
any) and points possible from one screen. 

The toolbar at the bottom of the Assessments section is to be 
used with this section 

 

Show/Hide: 
 

This tool is used in the same way as above but be aware, if you 
hide a row from this location; you are NOT hiding the row from 
students’ view in “My Grades”. 



Change Category to 
In the “Smart View” example, the assessment 
associated with the “Assignment” category was 
changed to the “Homework” category. 
You can “Edit Column Information” and change the 
category on each individual column in the Grade 
Center, However, if you have to change the category 
for many columns, it is more efficient to complete 
that task from here. 
 
Click the checkbox next to the assessment row 
Click “Change Category to” 
Choose the desired category 
New category will be displayed in the “Category” 
column 
 
*If weighting grades by categories – this tool is 
invaluable to help keep track of categories assigned 
to each assessment. 

Now this column displays the “Homework” category... 

Change Grading Period to: We do not use Grading Periods 

Delete:  
 
We can now delete Grade Center columns from this 
page but be cautious – you can delete assessments 
and all associated grades by mistake. 
 
You will see two alerts to help alleviate any 
mistakes. 
 
If you make any changes from this screen, don’t 
forget to click “Submit” when exiting. 

 
Click “Continue” if you really want to remove this assessment. 
 

 
Click “Delete” to complete 



Row Visibility 
In the Grade Center, click “Manage” > “Row 
Visibility”. 

 
You may have a reason to hide a row (associated 
with a student) in the Grade Center 
For example, the “Student Preview” user tool that 
allows instructors to submit materials for QA 
actually creates a row in the Grade Center if you 
choose to “Keep the preview user and all data” 
option when you exit Student Preview mode. 
In this case, you might want to hide that row until 
you actually want to view a submission.  
 
To Hide a row: 

 Click the checkbox on the left side of the row 

 Click “Hide Rows” 
 
To Show a hidden row: 

 Click the checkbox on the left side of the hidden 
row 

 Click “Show Rows” 

 

Send Email 
In the Grade Center, click “Manage” > “Send Email”. 
 
This tool can be used to send an email to anyone 
inside or outside of the organization.   
 
You have to enter the email address for each 
recipient separated by a comma. 
 

 



Second Email Option: From the full grade center 
 
To email all students: 

 Click the checkbox on the left of the “Last 
Name” 

 (this selects all students) 

 Click the “Email” drop down list 

 Choose “Email Selected Users” 
 
To email one or a few students: 

 Click the checkbox next to the student’s Last 
Name, then  

 Click the “Email” drop down list 

 Choose “Email Selected Users” 
 
  

This opens a screen similar to the screen above but 
it will have included all of the students selected in 
the “To” field.  Students receive the email in their 
BTC mail account. 
 
You can still add more recipients through the (Bcc) 
box by entering their email address 
 
Notice you will receive a copy of the email in your 
(BTC) mail but you can also receive a second email 
listing all recipients of the email, as a backup. 
 
You can attach file(s) to this email. 
 
Click “Submit” to send 
 
 

 
 

If you have further questions contact the TLC cdelcourt@blackhawk.edu or 608.757.7632 

 

mailto:cdelcourt@blackhawk.edu

