
 

Creating Gradebook Items in Blackboard 

Creating Gradebook Items in Blackboard 
To create gradebook items in Blackboard, you must first access the Control Panel of the course 
site.  The link to the Control Panel is located under the navigational buttons of a course site and is 
only available to users with instructor status in that course site. 

In the Assessment module of the Control Panel, click on the Gradebook link to begin. 

 

1. Click on Control 
Panel 

2. Click on Gradebook 
in the Assessment 
module 

3. Click the Add Item 
button to create a 
new gradebook item 

Note: Items such as 
Exams and Quizzes 
automatically create 
gradebook items 
when deployed in the 
course site. 
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4. Under Item 
Information, enter a 
Item Name for the 
gradebook item 

(This will be the name 
displayed in the 
column header of the 
gradebook) 

Category, 
Description, Date, 
Points Possible and 
Display As are 
optional 

5. Under Options, 
choose whether the 
gradebook item is 
visible to students 
and if the gradebook 
item will be calculated 
into the final score 

(Both are set to Yes 
by default) 

6. Click Submit to 
create the gradebook 
item 

Click on the 
gradebook item in the 
column header for 
additional options. 

Community College of Allegheny County 
Distance Learning Center 

2 



 

7. Click Item 
Information to 
modify any of the 
properties set while 
creating the item 

8. Click Item Grade List 
for a listing of all 
students in the 
course site, current 
grade and an editable 
grade field 

This is beneficial to 
enter grades for 
multiple students 
quickly. 

Click Submit to 
accept changes. 

9. Click Item Detail to 
display a detailed 
report of the 
gradebook item, 
including averages, 
deviation and 
variance 

Click OK to return to 
the Gradebook View 
Spreadsheet. 
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