
 
 

 How to Add Weighted Grades in the Grade Center 
                                                      Edit Mode “On”  

 
Step 1: From within your “Course Shell” locate Control Panel >> 
“Evaluation”>> expand the menu and select “Grade Center”. 

 
 

 

 

 

 

 

 

Step 2:  From Grade center click the double down arrows next to “Manage” and 
select “Categories”. 
 

 

  



 
 

Step 3:  Create all needed categories (for example quizzes, assignments 
and participation) 

A. Click “Create Category” 

 
B. Enter the Name and optional description of the category and click 

“Submit”. 

  



 
 

C. Click “ok” to return to Grade Center main page   

                 

 

 

Step 4:  Assign your grade columns to the suitable categories. To do so 
Click “Manage” >> “Column Organization”. Next put a check for the 
items that are to be assigned to a specific category.  

 

 
 

  



 
 

Step 5: Scroll to the top and select “Change Category to”>> Select the 
category to assign the checked items to. Repeat step 4 and step 5 for the 
remaining items and categories. When finished click “Submit” 

  

Step 6:  You would need to set up the percentage in the “Weighted 
Column” to do so locate the “Weighted Column” Select the double 
down arrows next to the column and select “Edit Column 
Information”.  
  



 
 

Step 7: Select the Primary and Secondary Display options for 
percentage and score. Next scroll down to option 3 and under 
“Categories to select” select the columns you will include as categories 
to be weighted. Click the small right arrow to move them over to the 
“Selected Column” box and click “Submit”. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Option 3. 

 Calculate as Running Total Yes No “A running total only includes items that have grades or attempts. Selecting 
No includes all items in the calculations, using a value of 0 for an item if there is no grade. “ 
 
Note: Instructors using Safari may get an obscure error message when trying to update a weighted total in the grade center.  
The error might be something like blackboard.persist.PersistenceException: Unable to generate id. The provided key value is 
invalid: blackboard.platform.gradebook2.GradingPeriod - - {2} 
The bug occurs if there is no grading period in the course.  You can fix the problem by creating an empty grading period.  Go 
to the Grade Center and click on "Manage"->"Grading Periods", then "Create Grading Period"; give it a name (perhaps 
"term") and click "Submit"." If you are using MAC and have Firefox, try using Firefox to add the weighted 

Here you can assign each 
category a percentage. The 
categories will need to add 
up to 100%. For example: 
Test – 50% 
Assignment – 30% 
Particpation – 20% 


