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Setting Up Your Gradebook 
in Blackboard 6.3 

 
Overview 

Blackboard automatically creates an item in the Blackboard Gradebook for any test, 
quiz, or survey created using Blackboard’s Test Manager. You can also create your own 
grading items in the Gradebook to record grades for course activities such as 
assignments, papers, exams, PRS scores, etc.  
Important Points Regarding the Blackboard Gradebook 

 You can download and save the gradebook data for use in a spreadsheet 
program or as a comma-delimited file (CSV file). 

 In Blackboard 6.3 grades, scores, or other information can now be uploaded into 
the Blackboard gradebook from a CSV file, or any spreadsheet application such 
as Excel. 

 For best results, you should only manipulate and upload gradebook files that 
were first downloaded from the Blackboard gradebook. Do not create a new 
gradebook spreadsheet from scratch and then upload it to Blackboard. 

 A Gradebook upload will fail if the user name for each row of data isn’t present. 
Also, the Gradebook won’t process the data for any user name that is not 
enrolled as a user in the Blackboard course. Changes to the first name and last 
name columns will not be processed either. 

 It isn’t possible to upload a gradebook from an earlier Blackboard version into the 
Blackboard 6.3 gradebook. 

 Download the Blackboard gradebook frequently so you have a back up copy of 
your grades. 

 The Blackboard gradebook may not print well from your browser. Instead, 
download a copy of the gradebook from Blackboard, then open and print the 
gradebook using your spreadsheet application.  

Creating Items in the Gradebook 

In the Control Panel, click the Gradebook link in the Assessment area 
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To add a new item, click the Add Item button 
 
 
 
 
 
 
 
 
 
 
  
 
 
 

Enter the name of the item (e.g., Assignment #1), select a category, type a description, 
choose the date, enter the total points possible, and choose how you want the score 
displayed (it is possible to customize the score display) 

If you don’t want students to see the item in their Student Gradebook yet, select the No 
radio button next to Make item available to users. 
If you don’t want this item included in any of the summary calculations automatically 
produced in the Gradebook, select the No radio button next to Include item in 
Gradebook score calculations. 
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Modifying Gradebook Items 

In the Gradebook, click the Manage Items button 

 

 

 

 

 

Click the Order drop-down arrow to position an item in a different left-to-right order in 
the Gradebook 

Click the Modify button to change the item name, the category assigned, the 
description, the date, the points possible, or to change how you want scores displayed 
in the Gradebook 

 

 

 

 

 

 
Click the Remove button to delete the item and all of the grades associated with it 
from the Gradebook. Gradebook items created using the Test Manager, the Survey 
Manager, or the Assignments tool won’t display a Remove button. To delete those items 
you must do so from the Test Manager, the Survey Manager, or the Content Area 
where the Assignment was created. 

Gradebook Settings 
Blackboard 6.3 allows you to control several different settings that affect the Gradebook 
display. In the Gradebook, click the Gradebook Settings button 
 
 
 
On the Gradebook Settings page click the option you wish to customize 


