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Creating Grade Center Categories 
Enter a Blackboard course and select Full Grade Center under Grade Center in the Control 
Panel. 
 

 
 

Hover over Manage to open the drop down menu. Select Categories. 
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Look at the categories that are already created before you create a new category. If there is not a 
category available that you wish to create, select Create Category.  

 
 
1. Create a name. 
2. Click Submit. 
 
Your newly created category will appear in the list of categories.  

 
 
Proceed back to the Full Grade Center and select a column from the Create Calculated Column. For 
this example, we will use the Total Column. Our goal here is to create a total column for all the 
selected category. 
 
Column Information: 
Column Name: Create a column name. For this example, we will create a total column for tests. 
Description: The description is optional. 
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Select Columns: 
Include in Total:  
1. Select Selected Columns and Categories 
2. Categories to Select: Select the category you recently created. This eliminates having to select 
all test columns. The included columns included will appear below the Categories to Select box. 
3. Select the over arrow to move the category from the left Categories to Select box to Selected 
Columns box. 
4. Make any adjustments to the category total, such as drop grades or use lowest/highest value to 
calculate.  

 
 
Calculate as Running Total:  
Select Yes to calculate all grades in this category to total. Select No to not calculate all grades in this 
category to total. 
 
All other options you may leave default. Once you are finished, click Submit. 
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Proceed to the Full Grade Center. The newly created category column will appear to the far right. You 
may have to scroll over depending on how many columns you have. 

 


