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Calculating Final Grades Using the Weighted Total Column

Once the Grade Center in your course has been set up with a column for every evaluation/ assessment/
evaluated item you can easily create a grading column to accurately calculate students’ final grades. (For
information about how to set up the Grade Center refer to our Basics of the Grade Center quick guide:
http://spsfaculty.commons.gc.cuny.edu/quick-guides/.)

This guide explains the steps necessary to:
- Check columns in the Grade Center for accuracy (Step 2),
- Check existing Categories in the Grade Center, and create new ones (Steps 3-7),
- Map assignments to categories (Steps 8 and 9),
- Setup the Weighted Total column (Steps 10-14).

Please note the difference between a Total Column and a Weighted Total Column. A Total Column
calculates final grades by adding up all of the points a student has earned; i.e. the weighting of assignments
is done by assigning a different number of points possible per assignment. For example, a paper worth 40
points counts more toward a student’s final grade than a quiz worth 10 points.

In contrast, a final grade calculated using the Weighted Total is based on the respective percentages you
give to various columns and categories.” When setting up the Weighted Total column, you'll determine the
weight assigned to either a column (i.e. a single assignment, such as the Final Paper), or a category (i.e. a
group of assignments, such as discussions or quizzes). A Weighted Total is calculated independently of the
actual points an assignment is worth.

*Note on terminology: The Grade Center makes use of Categories and Columns. Columns in the Grade Center correspond to
each individual item in the course that will be graded. Categories correspond to groups of assignments of the same type, e.g.
quizzes, essays, or discussions. Blackboard has a number of default categories corresponding to the different types of assessment
(i.e. Assignment, Discussion, and Test categories) but you can also create your own. Both categories and columns can be used in
calculating final grades using the Weighted Total Column. For example, you might group all discussion assignments into a category,
but include the single column for the final exam grade.

Important for grade display: If you choose to display grades as letters, make sure you select “Letter SPS” from the menu. This
ensures that letter grades will be calculated according to the SPS undergraduate grading point schema. If you are teaching a
graduate course at SPS, do not use any of the letter schemas on Blackboard.

Step 1

First, navigate to the Grade Center: womees | gl | Click on the right-facing
From anyWhere within the course, look " "l arrow to access the Grade
for the Control Panel in the lower left Center from anywhere
section of the screen. Click on the arrow | within the course

next to “Grade Center.” :
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Step 2
Check for Accuracy

This takes you to the full Grade Center.
You will see some menu items on the
top, and a table listing the students
enrolled in your class, along with
columns listing the assessed items in
your course.

Scroll right to make sure each of the
assessed items (i.e. discussion forums,
tests, and other assignments that will

Grade Center : Full Grade Center

Create Column Create Calculated Column v

Manage v

Reports v

Move ToTop ~ Email

/ Menu
Items

Sort Columns By: | ay

Grade Information Bar

v Total

W |astName First Name Last Access

Drag scroll bar to December 14, 2019

February 17, 2015 |--

[Possible: 100 | Assignment | Assignment #1: Love and Friendship | 0/ 4 students have submitted. 0 attempts riged

Assignment #1 . Midterm Exam

Assignment #1: Love and Friendship

the right to see
more columns

Hover your mouse over a
column's title to display

October 6, 2015

receive a grade) has a column. I G AL oo Jib e
MoveTadooll [EEmai assessment's category
Hover your mouse over the title of each p
column to review if the correct number
of points are assigned to each
assignment. You can also check an
item’s category this way.
Note: In a dev course site, no students will be
listed.
Step 3
Checking / Creating Categories
Grading Policies
In the example to the right, there are five
components to the final grade of the R N
course: discussions, weekly quizzes, a [ Course SraingPoly
wiki project, reading responses and a Snatled: Sizisics Trackng
final paper. Discussions (15 weeks)------ 30%
Note that some (such as discussions or W.e(?kly C_lu'zzes (15)--- ZOZ/"
quizzes) may include more than one Wiki Project (group work)--- 1Of’
assignment, and therefore more than Reading Responses (4)------ 20%
one column in the Grade Center. These Final Paper---------------r-oo--- 20%
will need to be grouped together into a

category (such as Discussion, or Tests)
to include in the Weighted Total
calculation.
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Step 4

To review existing categories — and
create new ones if needed — mouse
over the “Manage” on top of the Grade
Center, and select “Categories.”

Full Grade Center

e Calculated Column

7

Manage +
——e—
Grading Periods

Reports +

Hover over
Grading Schemas

"Manage”
1 i i and select Grading Color Codes
This W||I.op(.an a display of all the F— — I
Categories in the course and all of the --Smmews
aSS|gnmentS |n eaCh Category ,;i:j: i:: Column Organization
Step 9 Categories

Review existing categories to be sure
they match the components of your final
grade.

Blackboard has default categories, e.g.
for Assignments, Discussions, Tests efc.
which cannot be deleted.

When you inherit a course, there may be
extra categories. If these are empty and
unnecessary, remove them by ticking
the boxes next to each and clicking the
‘Delete” button.

A Grade Center Category is a classification of Grade Center Cohumns. Categories are used to orga
has nine default Categories: Assi , Blog, Di:

Tick boxes and click
Delete to remove
empty categories

Create Category

[0 Title

Assignment Animal Sounds Assessmer

Blog gefect
Brainstorming

Note: To delete categories that are not empty, you must first remap the
associated Grade Center columns to a different category (see Step 7-8).

Step 6

For our example, we will use existing
default categories for Discussion and
Test (for quizzes) and only create an
additional category for the “Reading
Responses.”

To create new category, click the
“Create Category” button on the top.

Note: Whenever possible, use the default
categories in Blackboard; this way, new

Categories

A Grade Center Category i
when ereating Calculaf

Click to create a
new category.

egories are used to organiz
lumns in a Category. The (
rvey, and Test that cannot

e — If possible, use
Blackboa rd "5 ook Review,Personz

ite literary character,C

Discussion

SafeAssignment

default
categories.

Survey

assessed items created will be aUtomatica”y Week 9 & 10 QuizWeek 12813 Quiz Week 3 Quiz,Week 6 Quiz
mapped to the correct category.
Step 7
Create Category

On the “Create Category” screen, enter
a name (e.g. “Reading Responses”). A
description is not necessary. Then click
Submit.

Repeat Steps 6-7 for each new category
you need to create.

cenee

* Indicates a required field. Enter Category
name and click

Submit

CATEGORY INFORMATION

| Reading Responses I

<& Name

Description

Office of Faculty Development & Instructional Technology: ofdit@sps.cuny.edu

12/15/2015



mailto:ofdit@sps.cuny.edu

Calculating Final Grades Using Weighted Total (v.1)

40f6

Step 8
Mapping Columns to Categories

Now we will map the respective columns
in the Grade Center to their correct
category.

In the Grade Center, hover over
‘Manage,” and select “Column
Organization” from the drop-down menu.

Grade Center : Full Grade Center

When screen reader mode is on the table is static, and grades may be entered on the Grade Details page
enter a grade: click the cell, type the grade value, and press the Enter key to submit. Use the arrow key:

Manage ~ Reports «

In the Grade Center,
hover over "Manage"
and select "Column
Organization”

rading Periods
Grading Schemas

Grading Color Codes

Categories
Smart Views
[T] Harris Robby 2010817012 Availabl|
Column Organization
[0 Ko Susan 20110621022 13 Availabl
Row Visibili
2014 | Availabl

[C] Muniz Jose 20030603003(
e — = 7 . Send Email

Step 9

On the next page, all the columns found
in your grade center will be listed. You
can also see to which category each of
your columns is mapped.

To change the category of a column or a
set of columns, check the box next to
their names, click on the “Change
Category to” button at the bottom of the
list and select the appropriate category
from the drop-down menu.

Important: When done, click “Submit” to
save all changes.

Categories for
assessments are
listed in this column

—_1]

Calculated Grade

¢ O Weighted Total

Period

Check the boxes of
columns whose category
you'd like to change

& O Total (External Grade) Grade

& @

erno

8 Kuchta Assignment Not in a Grading Assignment

Click here to choose
the appropriate
category from the

| O Week 1: College Choices

4 O Week #3: Your Career Choice

drop-down list

«f» O Week #2: Holland Code

Show/Hide Change Category to... Change Grading Period fo...

Step 10
Setting Up Weighted Total Column

All courses at SPS include a “Weighted
Total” column by default. To set yours
up, go back to the Grade Center. Find
the “Weighted Total” column, click on
the downward arrow next to its name,
and select “Edit Column Information.”

Last Saved

o et
- a Ao ant &

Qick Column Information

| Edit Column Information I
alumn statistics

Set as External Grade

Click on the arrow
next to "Weighted
Total" and then click
on "Edit Column
Information”

Show/Hide to Users

Sort Ascending
Sort Descending
Hide Column

Delete Column
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Step 11

You may change the title of your
weighted column, or leave as is.

Select the way grades will be displayed
to students from the “Primary Display”
drop-down list.

Note: We recommend choosing
“‘Percentage” or “Letter SPS™, even if
you used points for all the assessments
in your course.

*Letter SPS is for undergraduate courses only.

1. Column Information

Grade Center Name

Displays as the column header|

Description

T T T F Paragraph =~ Arial - 3{12pt)
¥ D0OaQ EE=EE = T |'T-
© @ (& B f; oMashes - T 6 © © L H

Path: p

Primary Display Percentage -

Calculated grades display in th

Step 12

Scroll down to the “Select Columns”
section of the page. Here, you'll add
columns for single assignments (such as
the final paper or the wiki project for our
example), and categories for a group of
assignments (such as discussions,
quizzes, and reading responses) to the
weighted total.

To add a column or category to the
calculation window on the right, click on
its name to select it and then click on the
right-facing arrow.

Repeat this step for each column or
category you wish to add.

Include in Weighted

Grade

l Final Paper

| Discussions l
areAssignment E]
VViki Project
| Reading Responses l L
eam Projec

Select columns and/or categories and

Columns 1o select- | €lick arrow to include in Weighted Total

VVOOUTTacr AsSsIgr
Journal assignment
i Demo

~a

Language Use and Language Policy

another VT assignment

AT accinnman t i
Column Information

Categories to Select
TUrvey

Fxtra Credit 2
ICategory Information

Total Weight: 0%
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Step 13
In the “Selected Columns” box, define

the following parameters:

1. The weighted percentage as a
component of the final grade (e.g.

Selected Columng
Enter the weight age for each item. Percentages should add up to 100 percent.

Final Paper is worth 20%). >

For Categories only:
2. Weight Columns: You may select
how to weight columns within each

20

olumn: Final Paper o

‘Weight Columns: @ Equally

% Category: Weekly Quizzes o

Proportionally

. Drop Gradh ﬁ Uk ly it
CategorY' Equa”y l(recolrnmended) or .Dr:J:D - esHighestGrades Sic?\fn.'estlfalueto Calculate
Proportionally. This option only Highest Value to Calculate
. . . . Dro Lowest Grades
matters if assignments in this i i

category have different point values. o
Example: if two reading responses are worth
20% of the final grade, and one is assigned

5 points and the other 15, this option affects
how they are counted toward the final grade. Drop

‘Weight Columns: @ Equally

# Drop Grades OR

% Category: Discussions o
3

Use only the
Lowest Value to Calculate
Highest “alue to Calculate

Proportionally

Highest Grades

When choosing “Proportionally” the 15 point
paper would count 15 % of the final grade
and the 5 point paper 5%. Choosing
“Equally” applies equal value to all columns
within a category. Selecting this would make
each paper worth 10% of the final grade
despite their point values.

3. Drop Grades or Use Only: You may
choose to drop any number of the
highest / lowest grades, or to use
only the highest / lowest grades

within each category.

4. Total Weight: Must add up to 100%
in order to submit and create the
weighted total column.

Total Weight: 100% “

Step 14

Keep the defaults for “Calculate as
Running Total” and the option for
including the column in the Grade
Center. Decide whether to show the
column and statistics to students.

OPTIONS

Click “Submit” to save.

Important reminder for grading: When
calculating the final grade as a running total, you
must enter a value (such as 0, or another
number) for any missing work before it will be
factored into a student’s final grade. If you enter
no grade at all the assignment will be regarded
as not submitted (and graded) yet.

Show Statistics (average and
median) for this column to
Students in My Grades

for use in other calculations

Makes the column available I

from caleulations. Selee

Seleet No for the first option to exelud s Grade Center column fror 1
Students in My Grades. Select Yes folhe third option to show column statisties to Studer

Include this Column in Grade @ Yes No Makes the column
Center Calculations visible to students

Show this Column to
Students

& Yes Mo

Yes @ Mo Enables students to
see class averages.

Click Submit to proceed. Click Cancel to go back.
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