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Using the Gradebook in Blackboard/Vista 

To access Blackboard’s orientation module for using the Gradebook: 

 At the “My QCC” page (right after you log in), select “Blackboard Help—Blackboard 

Demos, Help, and How-Tos” 

 Select The Teach Tab 

 Scroll down to 5 and see 5.6 for the 8-page PDF file on using the Blackboard 

Gradebook. 

 

Gradebook Interface 

 
You may change the display (such as the order of columns) for any of the tabs. 

If you need to reorder the column display, remember to select SAVE at the bottom of 

the window or the changes will not happen. 

Options tool 

Use “Column Settings” to control 

options such as displaying or hiding 

columns for students, or to delete 

columns. 

 
 
Create Column Tool 
If you have created assignments or set up 

graded discussions, grading columns will 

appear for them.  Columns you normally need 

to create are either values or calculated. 

 Values (usually numeric) columns are 

used to enter grades for assignments.  

 Calculated columns are set up to 

compute averages and the final grade 

 The letter grade transforms the 

number to a letter according to a 

default scheme (or one you create). 
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You need to know just two formulas to set up your Gradebook: AVERAGE and SUM. 

 
Setting up the formula for simple averages 
 

 
 
 

Setting up the formula for a final grade:  

the SUM function with varying percentages. 
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