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INTRODUCTION 
A percentage-based (or weighted) Grade Center is one that uses categories to group graded activities 
and determine their impact on the overall final grade by assigning a weight value.  For example, you 
may create a category named "Quizzes" that is worth 20% of the final overall grade for the course. All 
quizzes that you create in the course will be assigned to the "Quizzes" category and the total average 
of all of them combined will be weighted at 20% of the final grade.  

CREATING GRADEBOOK CATEGORIES: 

1. Expand the Grade Center option in the Control Panel and 
select Full Grade Center. 

2. To access the categories in the Grade Center, click on 
Manage in the Action Bar and select “Categories” from the 
menu.  Blackboard has default categories that it assigns as 
gradable items are created.  As the instructor, you have the 
choice to either work with Blackboard’s existing categories 
or to create your own. 
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3. A listing of current categories and 
the columns assigned to them will 
appear.  If there is a category that 
doesn’t appear in the default list 
that you would like to add, click 
the “Create Category” button on 
the Action Bar.  

4. Type a Name for the new category and click the Submit button.  (Description is optional). 

5. You will see your newly 
added category in the list.  
The checkbox that appears 
next to it indicates that the 
category is one that you 
created and can be edited.  
The default Blackboard 
categories cannot be edited 
or deleted.  Continue adding 
the categories you need and 
click the OK button.  
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ASSIGNING CATEGORIES TO COLUMNS IN THE GRADE CENTER: 
Before we can set up the column that calculates our weighted average, we need to make sure that all 
course activities that will be used in the calculation are assigned to the appropriate category.  To do 
this: 

1. Click on “Manage” in the Action Bar of the Grade Center and 
select “Column Organization”.  This will bring up an area in 
which you can see all of your Grade Center columns, which 
categories they are assigned to, and how many points each is 
worth. 

2. To assign a category to a column(s) in the Grade Center, first 
place a checkmark next to the column name(s) that you 
would like to change (1), point to the “Change Category to…” 
button (2), and select the appropriate category (3).  Continue 
changing categories until all are assigned correctly and click 
the Submit button (4). 
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CREATING A WEIGHTED COLUMN: 

1. Once your categories are completed and columns are assigned, you will create a Weighted 
Column by pointing to  Create Calculated 
Column in the Action Bar and selecting the 
Weighted Column option.  
 
Note: Your gradebook may already have a 
weighted column.  If so, you can simply edit 
that column rather than create a second one.  
Either way, you should delete any calculated 
columns that you aren’t using in order to avoid 
confusion. 

2. Fill out the information in the top half of the 
screen giving the column a name (1) and 
setting the Primary and Secondary Displays to 
“Percentage” and “None” respectively (2). 

3. Scroll down to the second half of the screen until you see the section titled “Select Columns.”  
This is where you will be setting the weights for the categories. 
 
Note:  We will be working with Categories rather than with individual columns.  When 
continuing on to the next step, be sure you are working in the “Categories to Select:” area and 
not the one specified for columns. 
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To assign category weights: 

1. Click on a category you wish to add (1). Below, we have selected Homework.   Click the right-
pointing chevron to move it to the Selected Columns box (2).  

2. Once the column appears in the box to the right, you will need to give it the appropriate weight 
percentage for your final grade calculation. Type the percentage weight for the category in the “%” 
field (3).  
 
In addition to the percentage assigned to the overall category, you can choose how individual 
graded items weight within the category itself or drop a specified number of grades in the column. 

Notice the Total Weight under the Selected Columns box (4).  You must continue to add categories 
until the Total Weight of your grade center is equal to 100%.  
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Final Options 
After verifying that the total Weight is equal to 100%, scroll down to the next set of options and choose 
the following: 

1. Make sure to leave the Calculate as Running Total set to “Yes” (1). 

2. Do NOT include this column in Grade Center Calculations (2) unless you plan to use the 
weighted average in another calculation. 

3. Typically the column is shown to students (3) and the Statistics are not (4). 

4. When finished, Click Submit (5) to add the column to your Grade Center.  The new column will 
most likely appear to the very far right side of the Grade Center.  Columns can be rearranged in 
the Column Organization area. 

ONLINE@SUNYBROOME 
Please visit the Online@SUNYBroome website (www.sunybroome.edu/online) for additional 
information pertaining to distance education.  The site contains information for Students, Faculty and 
Chairs.  A repository of informational/instructional documentation is included on the site as well as a 
listing of training opportunities and frequently asked questions.  
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