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Blackboard Vista: Modifying Grade Book

Column Settings

Column Settings determine how information appears in the columns. They allow you to adjust attributes such as
column label, column type, alignment, number of decimals and whether the column is released for students to
view. Depending on the column type, you may not be able to change specific settings. In this section, you will

change a column label.

Open Column Settings

1. From the Grade Book screen, click Grade
Book Options.

2. In the drop-down menu, click Column
Settings. The Column Settings screen is
displayed.
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Select a Column

1. To change a column label, click a linked
label. The Edit Column Value window is
displayed.

Column Settings
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[ Select All/None| 3 0 [o Jo o o
ALtons ¥ I.. x_o
Label; Last Name First Name User ID Role Midterm Final

Type: Alpha Alpha apha apha Qg Qalg
Asignment: LCLEBE LCEB LCBLCELCBLCBLCE LCE
Released Yes Yes Yes Y Yes Yes Yes Yeos
NOTE: You cannot rename columns to Student: -
automatically created when a new ::::j"'""' = = - :” :” :" -
a§signn}ent, qu.izz survey or gradable aximm vales: T
discussion topic is added to the course. Source:
Default columns also cannot be renamed Release Statistics: oh  [Hhok Ao
(Last Name, First Name, User ID and Role) | | o vestel (aeiease] 60tk feioase
- Abgn - ij > » Dacimals - v > » Grade: ~ v >
N3 KRH Change the Column Name -
Edit Column Value
1. In the Edit Column Value window, type
. ; Column: Case Stud
the new column label in the New Value: :
text box. Setting: Label
2. Click Save. The column is renamed and
the Column Settings screen is displayed Current Va'f:r' Case Stud
(not illustrated).

New Value:




If you want to change the Type, Decimals or Maximum Value for a single column, click the linked value in the
column. A pop-up window opens, allowing you to enter a new value. In Steps 4-5, you will change the Maximum
Value for one column.

To change the Alignment for a column, click the L/C/R toggle link. If you want to change the Released to Student
or Grade Column settings, click the Yes/No toggle link. In Step 6, you will change the Grade Column to No in one
column.

In Step 7, you will change Alignment, Decimals and Grade for multiple columns.

N3 F B Change One Column Column Settings

Create Column %

1. Click on the Maximum value: link in the

column you want to edit. In this example, Er:n:"' ai/one| O = [o 1o l:C ]E |Q |F3 ‘
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Edit Column Value
Edit Column Value

1. In the Edit Column Value window that

pops up, type the new value in the New Columin: FROjJect 2
Value: text box. Setting: Maximum value:
2. Click Save. The new value is displayed on
the Column Settings screen (not Current Value: 50
illustrated). New Value: J @
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Change One Grade Column

Column Settings

Create Column %

1. In the column which you have decided to

make nongrade-related, click Yes. It will | [ selectai/none| 0 L o Jo o o I’g‘ ](_-J
change to No (not illustrated). e o > =
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Change Multiple Columns

Column Settings

1. To edit multiple columns at one time, Create Columa &
check the columns’ header check boxes. () Select All/None| (] O 0

2. Select the desired Align, Decimal or Label; Lost Name  First Name  User 10
Grade option from the drop-down lists at vee: Alohs Alpha Avha
the bottom of the screen. In the example, ::':’::'::' : e : — t AL
we are changing Alignment to Left. to Student: - - -

3. Click the Go button. The change is e = o T L
applied to the three selected columns (NOt | |y rumum valve: e s
illustrated). Source:
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Your screens may look different depending upon your configuration.
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