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Workshop Learning Objectives
Participants will be able to…

Establish an effective instructor presence through communication.

Communicate clearly and consistently with students using Blackboard Ultra.

Organize the Gradebook to support student understanding of their progress.

Apply effective grading and feedback practices.

Monitor student progress and respond when students need support.

Streamline routine teaching and course management tasks.
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Recommended Steps to Course Design

1. Contribute the basic course information

2. Chunking - Identify and name the Modules 

3. Articulate your Module Overviews

4. Build the content / activities / assessments

5. Reconcile the gradebook
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Reconcile your Gradebook
Understanding the Gradebook
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Views
• List View – List of Gradable Items
• Grid View -  Students and Grades

• To Do panel
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Gradebook – Gradable Items
(List View)
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Icon

Options

Due Date

Name Status

Posted?

Category
Drag and 
Drop
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Gradebook – Grid View
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Student Names
Student ID Numbers

Name of Gradable Item



U N I V E R S I T Y  O F  R O C H E S T E R

Grid View – Filter Options
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Gradebook - Settings
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Sorting options

Display ID number?

Download / Upload 
Gradebook
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Gradebook Settings
Grade Schemas / Student Performance
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See and Edit Grading 
Schemas

Set Performance 
Criteria for 
Notifications
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Example Grade Schema
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Not the University Letter 
Grade Options!

Edit these before using!
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Gradebook Settings 
Automatic Zeros / Overall Grade
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Automatically Assign Zero Grades 
after Due Date
Late submissions can still be 
graded

Setup Overall Grade 
Column
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Gradebook Settings
Manage Gradebook Items
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Visible to 
Students

Visible to 
Instructor
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Gradebook Settings
Categories
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Create Your Own Categories

Blackboard’s Categories

Categories are useful for setting the 
Overall Grade Instructor-Created 

Categories
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Adding Category to any Graded Item
Journal, Discussion, Test, Assignment
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Use Setting Gear for any Graded Item to 
set the Category

Tip: Review the Category on the 
Gradable Item List page!
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Reconcile your Gradebook
Setting Overall Grade
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What is the Overall Grade?

• Total Points or Weighted Total 
• You decide how it is presented/calculated
• You decide if it is displayed to students
• Used on Analytics page to support Student 

Success measures
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Set it Up

List View – Bottom of Screen Gradebook Settings Gear
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Overall Grade Settings
Uncheck for Total points 
(denominator is all points)
Check for Running Total
(denominator is graded points)

Choose Grade Type
Points, Weighted

Uncheck to Hide this column

Advanced is NOT recommended
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Display of Overall Grade

Verify Letter Grade 
Settings

Remember: Grade Schemas in Settings
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Groups Gradable Items

Expand to see Gradable Items in this 
Category
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Groups Gradable Items

Click to Exclude from points collection 
(will turn purple)
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Groups Gradable Items

Click to Remove / Unlink from Category 
completely
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Move items into the Category
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Using Weights

Initial View

All Categories
Equal Weighting
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Updating Weights

Exclude any Unused 
Categories

Update Percentages for 
others
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Adjusting for Scores
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Be Present in your Course
Communicate with Purpose
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Make sure course is OPEN
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Types of Communication
Information
• Changes
• Reminders
• Important dates
Guiding
• What’s coming
• Approach to assignment
• Where students should focus

Connecting
• Welcome messages
• Encouragement
• Celebrations
Intervention
• Students falling behind
• Missing work
• Common misconceptions
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Communication Tools
• Announcements 

• Great for INFORMATION type communication
• Useful for WELCOME

• Messages
• Great for personal communications like INTERVENTIONS

• Automations
• Celebrations and Encouragement

• Content – Text and Video
• Welcome, Misconceptions, Approaches to Work
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Announcements
• Seen by ALL course members, including other instructors, teaching 

assistants, course builders.
• Message remains in the course on the Announcement page for future review.
• Can be sent as an Email to everyone (option).
• Can be scheduled (option).
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Pop-up Upon Course Entry

Also appears on Activity Stream
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Add an Announcement
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Create the Announcement

If you Save Draft, 
you will need to 
Post later
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Email / Schedule
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Scheduled Announcement

Email will also send at this time if chosen
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Messages
• Private communication between you and selected course members.
• Message remains in the course on the Messages page for future review.
• Can be sent as an Email (option).
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Send Messages
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Compose Message
One or More Students
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Choose Recipients

Type name or choose from list
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History of Messages
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Automations
• Automated messages based on graded items.
• Private communication between you and course members.
• Message remains in the course on the Messages page for future review.
• Log of automations sent available.
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Set up Automations
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Setup Automation
Name

Choose Type of Message
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Setup Trigger
Congratulatory Supportive

Feedback Reminder
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Compose Message
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Feel free to modify the message.

Be sure to indicate which assignment 
this was based on in order to help 
student understand the reason for the 
message.
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Review Logs
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Log of All Messages
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Content – Text or Video
• Seen by students in the course as released
• Useful for

• Welcome messages 
• Common misconceptions
• Approach to assignments
• Instructions where visuals are important
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Grade to Support Learning
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Grading Notification
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To Do Panel
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Needs Grading
From Grid View
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Non-Blackboard Tools
• Cannot access non-Blackboard tools through the Grid View

• May need to go through Content and through link there to Grade
• Can also access from the Assignment list View
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Add Grade

Text 

feedback
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Rubric Scores and Feedback
Open the Feedback Pane

Text Feedback
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Post Grades
Journals/Discussion boards must be posted
Tests/Assignments must be posted if not set Automatically
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Reminder - Automatic Posting

Access from Gear 
Settings on 
Assignment or Test
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Monitor and Support Student 
Progress
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Monitor Student Performance
Within Gradebook settings

Based on :
Overall Grade
Missed Due Dates
Days since Course Access

Takes you to Analytics page

Sen student notifications automatically
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Analytics

Chart View

Course Activity
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Analytics

List View
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Discussion Post Analytics
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Progress Tracking

Highly Recommended to Leave ON
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Student View

Marked as Complete

Started
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Progress Tracking
View by Student Access via:

Gradebook
Students
Click on a specific Student
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Item Specific Progress
For Student

Student clicked, and marked it 
complete

Student did not click into this

Student submitted this

Student clicked this
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Progress Tracking
View by Content Item

Access via:
Content
Find Specific item
Click three dots
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Student Specific Progress
For Item 

Student opened and marked 
Complete

Student has not opened

Student opened

Each student will 
be listed and their 
progress 
indication
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Overall Test Activity

Accessed from Student Activity page for the Test
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Attempt Logs

Accessed from Submissions page for the Test
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Attempt Logs

Accessed from Student Specific page in Gradebook
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Student Attempt Information
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Detailed Student Activity
Access via:
Gradebook
Grid View
Click on a specific Student
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Detailed Student Activity

Download
Only the first 1000 events are 

downloaded.

Date Range

The student activity log can be filtered by event type and can look to the past 140 days. 
The log can take up to 20 minutes to update from the last time a student performs an 
action.
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Who Reviewed Feedback Access via:
Gradebook
Grid View
Click on a specific Student
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Make Teaching More 
Manageable
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Discussion
New Posts Indicator
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Journal
New Posts Indicator
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Setup Email Notifications

Options for when emails are sent
Once per day or Immediately

What events trigger an email
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Daily Notifications by Email
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Setup Push Notifications

Tip
Turn on Push Notifications
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Mobile App Notifications

Tip
Log in to the Mobile App

You will continue to get notifications even 
after the app logs you out.
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User List in Course
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Add Users
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Student Preview
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Batch Edit

This is a great tool for 
changing visibility of 
multiple items at once.

Tip: Use Qwickly Course Tools for Editing Due Dates
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Select Items to Edit

In a large course, you 
may have to select in 
batches rather than all!
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Edit Visibility

Recommend Qwickly Course Tools for Due Dates!
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Questions?
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