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Using the Grade Book in Blackboard CE8 
 
 
OVERVIEW 
 

1. Make sure the My Grades tool is enabled if you wish for the students to be able to view 
their grades. 

2. Access the Grade Book. 
3. Use the Grade Book View features (Create, Sort, Hide, and Reorder Columns). 
4. Use the Column Settings View features (Rename, Change type, Release, Customize 

statistics). 
5. Create a simple formula. 
6. Apply a grading schema. 
7. Test functionality using Student View. 

 
DETAILED STEPS 
 

1. Make sure the My Grades tool is enabled if you wish for the students to be able to view 
their grades. 
 
a. From the Build or Teach tab, click Manage Course under Designer Tools. 
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b. Click Tools: 

 
 

 
 

c. Place a check mark next to the My Grades item under Student Tools. The Grade 
Book Tool is permanently enabled by default for instructors. Scroll to the bottom of 
the page and click Save: 
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2. Access the Grade Book. 
 
a. From the Teach tab, click Grade Book: 

 

 
 

3. Use the Grade Book View features (Create, Sort, Hide, and Reorder Columns). 
 
a. Create a new column. Click Create Column, and then select an item from the drop-

down list. For this example, we will choose Alphanumeric. For detailed information 
on column types, click Help in the upper right-hand corner of your browser window. 
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b. Enter a Column Label. To keep your Grade Book width manageable, it is 
recommended that you use abbreviated column names. You may choose to not 
release the column to students until all of their grades have been entered. Click 
Save. 
 
 
 
 
 
 
 
 
 
 
 
 
  
 

c. Sort the grade book by the values contained in a particular column. Click any 
Column Heading to sort the Grade Book by that value. For instance, in a course 
with multiple instructors, you can click Role to separate the students from the 
instructors. Click Role a second time to sort in reverse order. 
  
  
  
  
  
  
  
  
  
  
  
  
  
 

d. Hide a column. For instance, the Midterm and Final columns are used by the 
Blackboard system to submit grades to Banner. If you do not intend to submit grades 

through Blackboard, you can hide these columns by clicking the Action Link ( ) 
next to each of their names, and then selecting Hide Column from the drop-down 
list: 
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e. You may choose to Reorder Columns in order to more easily manage your Grade 
Book. First, click Reorder Columns: 

 
f. Place a check mark in the box next to the column you wish to move. Next, click the 

 icon next to the column to the left of which you wish to move it: 

 
 

g. You will now see that the columns have been reordered: 
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