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Creating and Using Rubrics in Blackboard

Rubrics are useful pedagogical and evaluative tools that list the criteria and point distribution you will be
using when you evaluate student work. Rubrics can help you communicate your expectations to students,
assist students in devising effective work strategies, and ensure a high level of grading consistency and
transparency throughout your course. They can also make your time spent grading more efficient.

You can create your own rubric from scratch, but there are many educational websites that offer rubrics you
can use as a template for developing your own rubrics (see for example:
http://teachingcommons.depaul.edu/Feedback Grading/rubrics.html, or http:/rubistar.4teachers.org). You
might also want to ask your Academic Director if there are standard rubrics recommended by your
program, or if they have any particularly effective examples other instructors of your course or one like it
have used. When creating your own rubric, it is a good idea to create a table in Word beforehand, and then
cut and paste it into the rubric on Blackboard (this way, you can also use that Word document for posting
your rubrics on the course site as reference for students; see Steps 8-11 below).

This guide is organized into five parts:
e How to create a rubric (Steps 1-7),
e How to post your rubrics on the course site for your students’ reference (Steps 8-13),
e How to associate a rubric with an assessment in your course (Steps 14-18),
e How to grade assignments using rubrics in Blackboard (Steps 20-25), and
e How to view the items associated with a particular rubric (Steps 26-29).
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Step 3

If any rubrics have been
created for this course, they will
be listed here in the “Rubrics”
course tools area.

To create a new rubric, click
the “Create Rubric” button in
the upper left part of the
screen.

Rubrics

A rubrie lists evaluation eriteria for an assignment. Rubries can help students organize their efforts to meet the reguirements of

Create Rubric Import Rubric

Click "Create
Rubric”

Delate Export

] Name - Description

[7] Discussion Rubric for Collaborate

[F]  MNursing DB Discussion postings that meet all criteria for a grade level will receive the highest points possible at that |
levels. Participation in discussion activities can only be measured by the date on the discussion posting.

may actually submit 5-8 postings, but participation only occurred 3 times during the week. No participal

Step 4

Enter the name of your rubric
(e.g. “Discussion Board Rubric”
or “Writing Assignments
Rubric”). You may also provide
a description of the rubric, but
this is not required.

Under “Rubric Detail,” choose
the type of rubric you would like
to create (Points, Points
Range, Percent, or Percent

Create Rubric

Raubrics are made up of rows and calumns. The rows correspand to the various criteria of e cofms
rubric define the evaluation and seore of an assignment. You can create as many rubrics as needed. More Help

;pond to the level of achi exprd

Enter rubric
name.

# Indicates o required field
1. Rubric Information /
Hame
Description
5 -

Select rubric

2. Rubric Detail

Range). . type.
Note: We recommend using
points, or points range. —
Step 5
A rubric template is provided 2. Rubric Detail
for you with three “Criteria”  AlA _ _ o
The Rubric Gigfflists (rows) for measuring Levels of Achievement (columns)

rows and three “Levels of

Achievement” columns. You

can adjust the template as

follows:

A. Adjust the number of rows
and columns as needed.

B. Torename or delete a row
or column, click on the
arrow by the title.

C. The “Criteria” and “Levels
of Achievement” buttons
allow you to change the
order of the rows or
columns.

psi 1

AddRow  Add Column | Rubric Type: Percent 'ya C.
Levels of Achievement i

Criteria ) Novicﬂ Competent
Formattin Percent Percent 50
Weight 33.00 %
B .1t§ a
Perc Percent 50

QOrganization

Weight 34.00 %
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Step 6

Levels of Achievement 4

Resize text box if
needed; click "abc"

Criteriat, Perfect A+
Quality of Points 30 to
Posting 30

icon to check spelling. |

7

The posting

o)

The posting

For each box, enter the correct reflects a new 3 reflects a me anew
numeric value (points or it refiches | iogieerioes ¥ | Sar rerioc]
percentage) and write a clear comprehension . ehensior] comprehensid
.o ! . b b
description. You may find it v v
helpful to resize the boxes, and - el o Pointslz |t
also note that you can spelicheck Enter the value 48
the descriptions individually. foreach level of F ™ & foitois ™ & it TS
. = o required
achievement. length
es Enter a the N addgesses thi
description. a5
Step 7
Points 10 fo 10 Poinis g fog

Blackboard calculates the total
points possible for you. Make
sure the value is what you desire,
then click “Submit.”

Verify the total
points value.

the forum or

postings

Grammar Points |10

The posting is directly
related to the topic of

is integrated with other

to 10 Points g tog
The posting is logically a

The pesting is directly
related to the topic of
the page and the forum or the page and
is integrated with other

postings

3135 ahg

The posting is logically «

organized a
spelling, p
or grammati|
the meaning

Click "Submit" 5 -
when you're done. 2

Total Points: 100

3. submit

Click Submit to proceed. Click Cancel to quit.
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Step 8

Making Rubrics Available to
Students

Since students do not have

access to the Rubrics course tool
area, we recommend you post all
rubrics as a Word or PDF file in a

content area on the course site
for your students’ reference.
Steps 8 — 13 will show you how
to create a pdf of a rubric you
created in your course, and how
to post it to your course site.

Rubrics

A rubric lists evaluation ¢

Create Rubric Import

> | Delete | | Export
Name ..

Assignment Rubric

To create a PDF file from your

riteria for an assignment. Rubrics ean help sf

Select "Open”
from the
dropdown menu.

Rubnc

Description}

rubric, navigate to the Rubrics

Discussion Board

Open

tool area as you did in Steps 1-2.
Then, open the dropdown menu
of any rubric and select “Open.”

Week Ten Rubric

>  Delete | Export

Copy

Delete

View Associated Content

Note: If you already created a
Word document of your rubric,
we recommend posting that
instead since it is accessible to
screenreaders. Skip to Step 11
for instructions on how to post it
to your course site.

Step 9

Rubric

This opens the selected rubric in
a new window. Click the “Print”
button in the lower right corner of
this window.

Preficsent

Foines

Paints

15 Point

Click the "Print"
button in the new
rubric window.
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Step 10

This will open the print dialogue
window where you can save the
rubric to your computer as a
PDF.

A. In Google Chrome, click the
“Change...” button in the
“Destination” field, select
“Save as PDF” from the list of
local destinations, then click
“Save” in the print field,
choose a save destination on
your computer and click
“Save”.

B. In Mozilla Firefox, select
“Adobe PDF” from the “Printer
Name” menu, click “OK,”
choose a save destination on
your computer and click
“Save”.

C. In Internet Explorer, choose
“Adobe PDF” from the “Select
Printer” menu, click “Print,”
choose a save destination on
your computer and click
“Save”.

pages

Save as PDF

B

Click "Save" to

'| save a PDF
version of rubric.

Click "Change" and
select "PDF" from
the list of options.

A) Google
Chrome

c - Mozilla Firefox

=://bbhosted. cuny.edu/v

Print
- -

Frinter

Select "Adobe PDF" from
the printer "Name" menu.

Name:

[\\1 15prtsrv14115-P-Room-406

W1 9prtsn
Status g T
Type  W3psn v

W9ty
Where: 179y V1

© Pages™ yicrosot XPS

Selection
—

Comment: \\119prtsry1\119-P-Foom-123 —_
\\119prtsrv 14119-P-Room-213 [ Pent to il

= W11 9prsrv 14119-P-Roa

N FENGE 11 Sprtsry 1119-P-Roonee

CRN (fiche POE | S

Send To OneNote 2010

19-MFP-Room-206
19-MFP-Room-305A
19-P-10th-Floor-Center
19-P-10th-Floor-North
19-P-Room-106

Document Writer

B) Mozilla
Firefox

General | Options

Select Printer

Status:
Location:

%9119-P-Room-406 on 119prtsnil

[/ =0 Adobe PDF
L)

on 119prtsrd

C) Microsoft
Internet Explorer

Ready

-
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Step 11

Now you can load the PDF or
Word versions of your rubric(s) to
your course site. To begin,
choose a student-accessible
content area for showcasing the
rubrics. Some appropriate areas
might include “Course
Information” or “Grading
Policies.” In our example here,
the PDF rubrics will be loaded
into the “Course Information”
content area.

Announcements
Course Information
Instructor Info

Course Materials

Podcasts &
Collaborate Sessions
Assignments
Discussion Board
Weekly Blogs

Tests & Quizzes

e

¥ Jane Austen Demo Course fiy
v9

Weekly Materials

Coul Choose an
o appropriate content
area for your rubrics.

nabled: Statistics Tracking
This document details some background information on Jane Aug

Among current "best practices,” the posting of course objectives i
separate folder, that will be the roadmap for the course, clearly idd

Enabled: Statistics Tracking
Course requirements should take into account the full complemer
down menu in the Assignment menu. Students can also be organ|
surveys, and other assessments that will factor into the students’

Build Content

F

Step 12

Creaie

In the content area, hover over

“Build Content” and select “ltem” Link to NOOK Study
from the menu. Ao

Image

Video

Web Link

Leaming Module
L ——leccon oo

m Content Folder

Course Information

~<sments v Tools v Partner Confent

New Page

Hover over "Build

e Content” and

Mashups 1] 1]
Flickr Photo SeIeCt Item o
YouTube Video

usuaIII
hat will

1. Content Information

Assignment Rubric

3% Name
Color of Name
Text
SteQ 13 T T T T Paragraph
D aoamwo =

After inputting a name for the @ |G & || oru

rubric and any accompanying
text, click the “Browse My
Computer” button in the
“Attachments” field, select your
rubric from the list of files and
click “Submit”.

Path: p

2. Attachments

If you select a file you do not y
Altach File

This is the rubric I'll be using to assess your writtel

¥ Arial

W siack \
v 3(12p) ro s T

= = a0 =l=

-1 « o] Give a name to the

rubric link and add a

G| dESCription (if desired).

Select the rubric

when done.

Browse My Computer Browse Content Collection

and click "Submit"
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Step 14
Associating Rubrics with
Assessments
3 Grading Click to add an
To use your rubrics for grading you existing rubric
need to associate them with the % Points Possible when creating
appropriate assessment Assignments, Tests,
PP ' Associated Rubrics Add Rubric or Discussion
The easiest way to associate a m— Board Forums.

rubric with a Test, an Assignment, or
a Discussion Board Forum is to add
the rubric when creating the

assessment.
E?r SafeAnggnmem;’ Cl?r\?vplgs PaCk COURSE MANAGEMENT C||Ck here to

0gs, and Campus Pack Wikis, you - e go to Grade
can only attach a rubric through the Cent
Grade Center after you created the P enter.
assessment. ¥ Course Tools

. ¥ Ewvaluation -
Either way, you can follow Steps 14- g Ai”sffsssimff
18 to associate a rubric with any i Percentage

e
» Users and Groups
assessment you have already = -
created in your course. To do so, ¥ Customization Eios;ilséaaizg:nru
access the Grade Center by clicking } Packages and Utilties
on the right-facing arrow next to the » Help I Rubrics for Asss
. . Iscussion roru
“Grade Center” link in the “Control Points
Panel.” ——
Step 15

ter : Full Grade Center

Click the downward-

rode is on the table is staric, and grades may be entered on the G

Is an the Grade Center page. To enter a grade: click the cell, type th facing arrow in thC
assessment's column.

the grade, When seree]
arrou keys or the tab

Go to the column of the
assessment with which you will
associate your rubric. Click on
the downward-facing arrow and
choose “Edit Column

Information.” SHecE "R
Column
Information”.
Steg 16 Tategony SateAssignment
<& Points Possible 100
Associated Rubrics Add Rubric
Select Rubric Date Last
On the next screen, scroll down . \
. reate From Existing
to the bottom of Section 1. Hover 2. Dates \
over “Add Rubric,” and then click was204 | Hover over "Add
on “Select Rubric.” Dus Date o ] Rubric” and click on
"Select Rubric”.
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Step 17

Select Rubrics

[] Hame - Description [ This is a table showing the attributes of a collection of

Tick the box next to the rubric n ossd Tick the box next

ubric fo
1 1 Collaborate W: .

you wish to use for this =281 to the rubric and
d h | k (=] g O de level will receive the highest
H n e a will receive a score within the|
assessment, an t en C IC CIICk SU bmlt . ities can only be measured by

“ L d th k
Submit. ‘ Postngs, out paricpaton only
during the week. No participation in a discussion board activity will resultin zero
Observation This rubric will be used to provide feedback on your draft and then to evaluate you
Essay- “Observation Essay”
Percentage
Step 18
Associaled Rubrics Add Rubric

You should see your rubric listed

in a pale yellow band across the e

screen. You can remove, view, or /

edit it using the buttons to the left. | [°=
Remove, \;iew, “lselect "Used | |Select "Yes

Date Created

Enable the options to use the
rubric for grading, and select
“Yes (With Rubric Scores)” to

make the rubric visible to qor edit rubric. | ATy (S\LV;Z;}-MC
students after grading T T -
(recommended). i Bivmnaliid. Bouseadi
Click “Submit” when done.
Step 19
Grading with Rubrics
To grade an assessment USing Grade Center : Full Grade Center
an associated rubric, navigate to et gt che L.ty h g vl ot e he e ke i o e o R or e o 0 gt o)
the Grade Center and flnd the Create Column Create Calculated Column + Manage Reporis w
submission in need of grading
(ungraded submissions are » [MoreToTop | [ Emai
represented by a yellow B et @ © s © sokionce © porumo 5 ® ecttoa o @ T2
exclamation point icon). i) Horts .
Hover over the box, click on the R == . . . - . .
downward arrow and select 0 iz -
“Attempt” (or “Grade User i -
Activity” for Discussion Board Click "Attempt" to
Forums). view and grade a emm— | O
student's submission.
Note: For certain assessments,
you may need to go to “View

Grade Details” and click “View
Attempt.”
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Step 20

You'll be taken to the grading
screen. To access the rubric,
open the grading pane by clicking

Assignment Details ~

GRADE
Last Graded Attempt

Click here to
open grading

pane 1122114 11:21 AMAttempt

on the downward-facing arrow at \ 1100
the bottom of the pale blue ~
“Attempt” bar on the right side of SUBMISSION
the screen. not very clear [l submission *
Step 21
. . Assignment Deta For grading, C|iC|(
To use the associated rubric for M cnoe on the rubric's
grading, either click on its name EEERE e OR the
to display as inline rubric (see s o ] POP-OU bUtEON
next step), or the pop-out button 1100
to open the rubric in a new /
WlndOW. GRADE BY RUBRIC
OBSERVATION ESSAY - POINTS IUsed for Grading
FEEDBACK - SHOWN TO LEARNER
Step 22
The in_Iine rubric consists of the T
following parts: g
A' TICk thEbOX to dlspla’y . . . [C] Show Descriptions [C] Show Feedback
descriptions of the rubric criteria
UNDERSTANDING MATERIAL
for your reference when © Excellent 70 (70%) points
1 ©) Good 60 (80%) points
gradlng. C - Satisfactory 53 (52%) points
B. Tick the box to open a text e ——
feedback box for each e
individual criterion. © Excallent 20 (20%) points
C. Tick the bubble of the ) Gl Wit
. () C - Satisfactory 15 (15%) points
appropriate level of © Faling 8 (&%) points
achievement for each criterion.
. . “ GRAMMAR AND SPELLING
The grade will display as “Raw ) Excellent 10 (10%) points
Total” at the bottom of the ) E) SRR
. () C - Satisfactory 7.5 (7.5%) points
rUbrIC. ) Failing 4 (4%) points
D. You can manually adjust the D.
“ " Raw Total: 0.00 (of 100.0)
RaW TOtal grade here Change the number of points out of 100.0 t
E' InDUt Overa" assessment ) Feedback Students will not see this feedback unless you
feedback here (Wl" Only dlsplay setthe rubric grading score to be visible to the students
to students when rubric is set to
be visible). B b
F. Click “Text Editor” to open F. °
rubric in a new window with full Text Editor || Cancel | Save Rubric
text editor. Click “Save Rubric”
to save current grading effort
and collapse inline rubric pane.
Office of Faculty Development and Instructional Technology: ofdit@sps.cuny.edu 10/23/2014
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Ste 23 UNDERSTANDING MATERIAL (70%)
&« Excellent 70 (70%) points :
() Good 60 (50%) points
7y C - Satisfactory 53 (52%) points
() Failing 28 (28%) points
FOCUS (17%)
(7) Excellent 20 (20%) points
Using either the inline or pop-out e
rubrics, select the appropriate © € Safistactory 19 (1 Solg
. ) () Failing 8 (2%) points
levels of achievement, input Select
feedback where necessary and cromran s achievement
1 i T AN () Excellen ( ) po
click “Save Rubric” to return to o 6ooa 5@ pomd 1€VElS and
the original inline grading screen. v c.satstactoy 7508 give feedback.
Failing 4 (4%) points Click "Save
PLEASE NOTE: C“Ckmg “Save Raw Total: 94.50 (of 100.0) Rubric" when
Rubric” does NOT post the grade Chiange thenmmberopoy | o
to the Grade Center. To finish Feedback Students wil not 3
grad'ng, please proceed tO Step set the rubric grading score to be visible to il tudents.
24 Overall, vour argument is persulgive "
. and you demonstrate an excellen
grasp of the material. However, . -
tend to drift off topic andl your
Step 24
nment Details
GRADE Rubric ex::alua.tl.on .
pepemyrms—— complete” notification.
You Sh(_)md seea gre?n R‘_Jb”,c Add private grading [ used for Grading
evaluation completed” notification notes and more
m.the light blue “Attempt feedback if desired. Click
window. Add more feedback to o ) "
students and private grading womission § "Submit
notes if desired. When done, click to post
“Submit” to post the grade to the grade.
Grade Center.
w A @ Character oo 23 y
Cancel Save Draft
Office of Faculty Development and Instructional Technology: ofdit@sps.cuny.edu 10/23/2014
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Step 25

The grade will now appear in the
Grade Center (along with a
“Grade submitted” notification at
the top of the screen) and the
student is free to view their

Grade Information|

Success: Grade submitted.

Grade Center : Full Gra

When sereen reader mode is on the table is statig
enter a grade: elick the cell, type the grade value)

Create Column

Successfu

Create Calculated Column + Manage

Student's grade
> moeTo now appears in
the Grade Center.

submission
notification.

| grade

~ Reports +

X E Last Hame conal State Test Data Recol

grade, the rubric scores, and any Y [ans ooy
feedback you have given them 0 ke —
under “My Grades.” B Lew Antonia )

[ Muniz Jose @

S:elected Rows: 0 4

3 | Move To Top | Email

Step 26 AR oo ity
Below I3 me_ev;l:.l‘alhan link for this course, [Caurse Hame any
VieW A" Assessments Course Evaluation Link: hit
Associated with a Rubric
To display and print a list of all
assessed items associated with a
Pamcpla’f I’UbrIC,“C|ICk on N Click
Rubrics” under “Course Tools” in = .
the Control Panel. Rubrics
Step 27
Delete Export Select "open"
On the Rubrics page, click the o N from drop-
downward arrow next to a rubric’s down menu
name and SeleCt “Open_" Discussion Board Rubrics
. . 1 Essay/Final Paper Rubrig
Note: For a quick overview, el
select “View Associated Content” o Joumal Rubric Soc 101 | ot
instead. Copy
Delete Export Delete
View Associated Content
Displaying 1to 3
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Step 28

This opens the selected rubric in
a new window. Click on “View
Associated Items” at the bottom
of the table. If a “Batch already
begun” message pops up,
disregard it by clicking “Ok.”

Rubric

Hame
Description

Rubric Detail

Criteria

Quantity

Weight
25.00%

Quality

Weight
25.00%

Relevance

Weight
25.00%

Manner

Weight
25.00%

Discussion Board Rubrics

Levels of Achievement

A

100 %

The amount of information is sufficient to
establisn clearly the purpose of the
posting

100 %

The posting reflects a new contribution
which reflects comprehension of the

readings and a thoughtful response, AND,

s supported by accurate evidence/
examples/ciations.

100 %
The posting is directly related to the topic.
of the forum or the page and is integrated
with other postings

B

89.9%

There is a litle too much or too It information;
however, the purpose of the posting is stil clear

89.9%

The posting is a new contribution that reflects
comprehension of the readings and a thoughtful
response; however, evidence/ examples/citations are
missing or inaccurate OR, there is no new contribution
but there are new examples/evidencefcitations

89.9%

The posting is directly related to the topic of the forum
or page but is not integrated with other posting

100 %
The posting is logically organized an
ne speling, punctuation, or grammati
errors; the meaning of the posti

View Associated fiems

Select "View
Associated
Items"

c F
799% 0%
There is too much or too litie No
information such that the posf
purpose of the posting is invol
unclear aca
inte
799% 0%
The main idea is a No
restatement of prior postings pos|
with no new contribution invol
aca
inte
799% 0%
The posting is not relevant to No
the topic or to other postings posf
invol
aca
inte
799% 0%
The posting is disorganized No
and/or has serious errors in pos|
speling, sentence structure invol
such that itis difficutt to aca
understand inte

Step 29

A list of all assessments
associated with this rubric will be
displayed underneath the rubric
table.

Click the “Print” button in the
lower right corner of this window
to print or to create a PDF of this
page (see Steps 9-10 above).

Hrle A

Week - Culure 8 Socity
Week §. Geoder nequaily
Wk 1- Whnt i Socieiegy?
Week & Soralration
Week & Deviance & Crime
Webek B Class & necualty

ek 11, Globakzaten

Week 15 Education & Mess Nedia

Wieek 13 Famies

Week > Thearescsl Perapecives

Wesk - Gavernmant & Fal Pawer

Week 10 Elhnicly & Race
Wik 17 Rlmigion

Week & Arseareh in Sacoingy

drar

List of
associated
items

/8 Hubne Scores

With Rubric Scures)

van Rubne Seores)

ntegrry

oo

100

ah flubne Seares)

Graced Forem Wes (With Rubnc Scorest
Grased Foram e (Wah Hubr Scores)
Gradded Furem es (With Rubrc Scores)

Giraded Farsm

Ciraed Fonm

Aubrc Scores}

ies (With Rubrie: Scares}

Click "Print"
to print or to
create PDF

a3 (With flubrie Seares)

Gradad Forem ‘e (Weh Hubrc icores}
Graded Forem Wes (With Rubric Scores)
Sraddd Farem Wik (With Rubrie: Senree}

Giraded Fonsm

“Wees (With fubrie Seares)

Pt AT
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