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For help in developing pedagogical strategies for assessing students, 
contact the E-Learning Director, Christine Bauer: 

CHBauer@nnu.edu   (208) 467-8240 

 

 

For help in understanding how the Gradebook works, 
contact the Instructional Technologist for E-Learning, Crystal Nielsen:  

CDNielsen@nnu.edu   (208) 467-8782 

 

 

To report issues with the Gradebook,  
contact the Technical Response Center: 

help@nnu.edu   (208) 467-8111 
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Using the Gradebook Spreadsheet View 
The Gradebook is accessed through the Control Panel.  

 

The Gradebook Views link provides access to the View Grades by Item and View Grades by User 
options. 

 

 

 

 

 

The Gradebook link will take you into the Spreadsheet view – the most common view. 

1 – The toolbar is often your first click for working with the Gradebook features. 

2 - Students show up whether or not Gradebook items have been added. Student Options can be 
accessed by clicking on a Student’s name. 

3 - Gradebook Item Options can be accessed by clicking on an Assignment Name. 

 

 

 

 

Continued 
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Adding Gradebook Items 
Blackboard automatically adds a Gradebook column when you use certain features: 

• Trackable or TurnItIn Assignments 
• Graded Discussion Threads or Forums 
• Tests or Surveys 

 

You can add any additional Gradebook columns desired. 

1. In the Gradebook Spreadsheet View, click on the Add Item button on the toolbar. 

2. Enter the Item Information in the first section.  

 

3. In the second section, select the Item Options. 

 

4. Click Submit. 

Continued 

Display options include:  

• Complete/Incomplete 
• Letter 
• Percentage 
• Text 
• Score 
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Managing Gradebook Items 
In the Gradebook Spreadsheet View, click on the Manage Item button on the toolbar. 

 

 

 

 

 

 

Using Gradebook Settings  
In the Gradebook Spreadsheet View, click the Gradebook Settings button on the toolbar. You will see 
three types of settings to customize: 

 

 

 

Continued 

If you wish to update the properties 
of an item, click Modify. You will 
see the screen from page 2 of this 
document. 

If you wish to reorder 
the items, use the 
Order dropdown on 
the left side. 

If you wish to remove an item, click 
Remove. Note that Assignments and 
Tests must be removed from their 
content areas first. Removing such 
items will remove all student work, too! 
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Continued 

Categories are very helpful 
when weighting grades. 

My Grades refers to 
the tool used by 
students to view their 
individual grades and 
feedback. 
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Continued  
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Calculating Grades 
As items are included in the gradebook, they are usually included in the point total.  By default, the letter 
grade or percentage is accurate at any given time because it gives a “running total” of all student grades 
that have been entered. Blackboard lets you choose whether you want to assign grades with straight 
points or percentages OR to weight grades. 

 
 

Straight Grading 
1. Click the linked title in the Running Total column. 

2. Choose Modify Gradebook Item. 

3. Choose the desired display option. 

 
 

Weighted Grading 
When you weight grades, you are able to change the importance of some items in determining a 
student’s grade. 

Sample of How a Grade May Be Determined 

    Weekly Assignments .................... 25% 

    Participation in Discussions ......... 25% 

    Course Project ............................. 30%  

    Final Exam ................................... 20% 

Continued 

Display options include:  

• Complete/Incomplete 
• Letter 
• Percentage 
• Text 
• Score 
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1. In the Gradebook Spreadsheet View, click the Weight Grades button on the toolbar.  

2. Choose either Weight by Category or Weight by Item, making sure your total percentages 
reach 100%. 

3. Click Submit. 

 

 

Continued  

Usually, choosing Weight by 
Category is best.  

Notice in the example that 
Blackboard automatically parses 
out the percentages for all items 
within a category. In this case, 
exams are worth a total of 30%. 
We have two tests, so they are 
worth 15% each. 
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Assigning Grades 
You may either assign grades individually or all at once, depending on your preference and somewhat on 
the nature of the item being graded. 

 

 

Grading Manually Created Items 
Grading By Individual 

1. In the Gradebook Spreadsheet View, click the dash in the appropriate column for a given 
student. 

2. Enter a grade in the Manual Grade field. 

3. Click Submit. 

 

Continued 

If you hover over a given 
cell in the Gradebook, 
the name of the student 
in that row will pop up. 
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Grading By Class 

1. Click the linked title of the item in the desired column. 

2. Click Item Grade List. 

 

 

3. Enter the grade for each student in the Manual Grade column. 

 

4. Click Submit. 

 

Downloading and Grading Trackable Assignments 
When you add an Assignment in Blackboard using the dropdown box in a Content Area, Blackboard 
automatically creates a Gradebook column for it. 

The Assignment feature is designed for students to submit written assignments, so the accompanying 
Gradebook item not only holds the student’s grade, but also the student’s submitted document and any 
comments the student made on the assignment. It can also hold a document you wish to return as 
feedback to the student, your comments to the student, and comments for yourself. 

When retrieving students’ uploaded documents, you can either download them individually or all at once. 

Continued 
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Retrieving Assignments Individually 

1. In the Gradebook Spreadsheet View, click on the exclamation point in the appropriate column 
for a given student. 

2. Click View. 

 

 

3. Right-click the link to the uploaded assignment document and save to your computer. 

 

Continued 
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4. Assign a grade. 

5. If desired, enter comments and attach a file with your feedback, such as a Microsoft Word 
document where you have tracked changes and added comments on what your student wrote. 

6. If desired, enter comments for yourself in the Instructor Notes area. 

7. Click Submit, OK, Submit, OK. 

 

Retrieving All Assignments at Once 

1. In the Gradebook Spreadsheet View, click the linked title of the appropriate Assignment. 

2. Click the Item Download link. 

 

 

3. Check the assignments you wish to download (usually, Select All). 

 

4. Click Submit. 

5. Click the Download Assignments Now link. 

6. When presented with a decision to either Open or Save the file, choose Save and click OK. 

Note: Blackboard packages the files in a compressed format called a “zip” file. This file is automatically 
named the same as the Assignment. When you “unzip” it using archiving software such as 
PowerArchiver, you will see .txt files along with the student assignments. These .txt files are the student 
comments and will open in a program such as Notepad. Documents ending in .docx are MS Word 2007 
documents; you must have Word 2007 or a converter to open them. If any students have named their 
files using a pound symbol (#), you may have trouble opening the assignments.  

Once you have downloaded and read the papers, you may assign grades as shown above. 

Continued 
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Grading Tests 
When you add a test or survey using Blackboard’s assessment feature, Blackboard automatically creates 
a Gradebook column for it. Again, you can either retrieve test information by individual or in aggregate. 

 

Retrieving Individual Test Information 

1. In the Gradebook Spreadsheet View, click the score or exclamation point in the appropriate 
column for a given student. (If a test only has objective questions, you will see a score; if it 
contains any subjective questions, you will see an exclamation point.) 

2. Click View to see the student’s individual responses to the test questions. 

 

 

 

 

 

 

Continued 

Grading options for tests set up  
for multiple attempts include: 

• Grade of Last Attempt (default) 
• Grade of First Attempt 
• Highest Grade 
• Lowest Grade 
• Average of Grades 

 

If the student gets “locked 
out” of the test, the Clear 
Attempt button will allow the 
student to retake the test.  
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3. Enter points for any subjective questions, then click Submit. 

 

Retrieving Aggregate Test Information  

1. In the Gradebook Spreadsheet View, click the linked title in the appropriate column for a given 
test. 

2. Click Assessment Attempt Details for percentages of how students answered. 

 

 

 

Continued 

You can set up tests to give 
partial credit and/or extra credit. 
You can also choose to give 
individualized feedback for 
each test answer. 

If you wish, you may click 
Modify Comments on this 
screen or on the previous 
screen to give general 
feedback to a student. 
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If desired, click Download Results on the Item Options menu to save the results into an MS Excel 
spreadsheet. 

 

Using the Gradebook with MS Excel 
You can download the Gradebook to Microsoft Excel for offline work on your computer, then upload it 
back to Blackboard.  

Exporting the Gradebook to Excel 
1. In the Gradebook Spreadsheet View, click Download Grades. 

2. Select either the Comma or Tab delimiter type (usually, Tab is best). 

 

3. Click Submit. 

Continued  
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4. Right-click Download. 

 

5. If using Firefox, choose Save Link As. If using Internet Explorer, choose Save Target As. 

6. In the Save As dialogue box, choose where you want to save the file (such as in your NNU 
network N: drive or on a USB drive), and name the file appropriately. 

7. Click Save. 

 

Opening the Gradebook in Excel 
1. On your computer, open the Microsoft Excel program (On a PC, go to Start > All Programs > 

Microsoft Excel).  

2. In Excel 2007, click the Office button > Open. In Excel XP, click File > Open. 

 

3. Browse among your files to find the file you just saved. 

4. Double-click the file to open it. 

5. If you saved the file as a tab-delimited file, you will likely see this message. Click Yes. 

 

 

 

 

Continued  
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On the Text Import Wizard screen, stay with the default choices and just click Finish.  

 

 

Uploading the Gradebook from Excel 
1. In Microsoft Excel, make your changes as desired (such as adding new columns of data), then 

save the file as a Comma Separated File. 

2. In the Gradebook Spreadsheet View, click Upload Grades. 

3. Browse among your files to find the file you just saved. 

4. Click Submit. 

 

 

 

Continued 
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5. Select the desired column to upload and the desired destination column, or choose a new 
column. Note that you can only upload one column of data at a time. 

 

6. Click Submit. 

7. Make any adjustments necessary on the Modify Gradebook Item page, then click Submit. 

8. Click Select All to choose all students in your course, then click Submit. 

If desired, you can click Manage Items to reorder the Gradebook items. 

 

Guiding Students to View Their Grades 
Direct students to the Toolbox under the course menu, where they will click Tools > My Grades. 
Students can click linked scores for further information and individualized feedback. 

 


