
 

Gradebook Settings in Blackboard 

Gradebook Settings in Blackboard 
To modify the gradebook settings 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 Gradebook 
Settings button to 
begin modifying the 
settings 
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Gradebook Settings 
has the ability to 
modify the display of 
student information, 
manage categories 
and manage grade 
displays. 

4. Click the 
Spreadsheet 
Settings link to 
manage how student 
information is 
displayed in the 
gradebook 

5. Click the Manage 
Gradebook 
Categories link to 
create or modify new 
categories for 
weighting and filtering 
grades 

(It is also possible to 
Modify or Remove 
custom categories) 
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6. Click the Add 
Category button to 
create a new 
category. 

7. Enter a Name and 
optional Description, 
then click Submit to 
create the category 

8. Click the Manage 
Display Options link 
to create or modify 
new grade display 
options 

(It is also possible to 
Copy a display 
option) 

9. Click the Add 
Display Option 
button to create a 
new grade display 
option. 

10. Enter a Name and 
the desired Symbols, 
Values, and Rules 

(Use the Add and 
Remove buttons to 
create and remove 
rules) 
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