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National University 
Center for Innovation in Learning – 6.8.20

Grading Periods Job Aid

Job Aid Objective: This job aid will provide Faculty with instructions on how to create Grading 
Periods within their Blackboard courses. This job aid will demonstrate how to create Grading 
Periods that automatically associate gradable activities and how to create Grading Periods that 
do not automatically associate gradable activities. 

Automatically Associated Grading Periods 
*Please note, this option will only work if due dates for all activities have been set. 
See the Setting Due Dates     job aid for additional information on how to do this.

Step 1: To begin, scroll down the 
home page of your course to the 
Course Management section of the 
left hand navigation menu. Select 
Grade Center and when the 
menu expands, click on Full 
Grade Center. 

Step 2: In the Full Grade Center click on Manage in the action bar. Then, select Grading Periods. 

https://drive.google.com/open?id=15tiRkv4wzfRghfwvHCMFKkErsNPKzs-j
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Step 3: On the Grading Periods page, click on the Create Grading Period button. 

Step 4: Begin by entering the Name you wish to associated with the grading period and a Description. 

Step 5: To make the Grading Period automatically associate gradable activities, select the Range button 
and select the dates associated with the week you wish. Next, click the Associate Columns option 
followed by clicking the Submit button. 
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Step 6: When the Grading Period is created, the following will appear on your screen. 

Step 7: To see the columns that have been associated to this Grading Period, return to the Full Grade 
Center and click on the Manage button. Next, click on Column Organization. 

Step 8: In the Column Organization page, you will see a section labeled “Week 1” and all activities with a 
Due Date within the range selected during the creation process are automatically pulled into the 
Grading Period. 
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Grading Periods with Manually Associated Activities 
*Please note, this option is appropriate when due dates are not set within the activities in Blackboard.

Step 1: To begin, navigate back to the Full Grade Center and click on the Manage option in the action bar. 
Then select Grading Periods. 

Step 2: On the Grading Periods page, click on the Create Grading Period button. 

Step 3: Begin by entering the Name you wish to associated with the grading period and a Description. 
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Step 4: For a Grading Period that is designed to have the Faculty member manually associate 
gradable activities, select the None option and then click on the Submit button. 

Step 5: When the Grading Period is created, the following will appear on your screen. 

Step 6: To manually assign activities to the new Grading Period, return to the Full Grade Center and click 
on the Manage button. Next, click on Column Organization. 
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Step 7: In the Column Organization page, you will see the new Grading Period and there will not be any 
items listed below it, as demonstrated below. 

Step 8: In the Column Organization, you will see items that are “Not in a Grading Period.” In that list, 
identify the items you want to be associated with the Grading Period. 
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Step 9: To begin the process of moving these items into the Grading Period, click on the Check 
Boxes associated with the items you wish to move. 

Step 10: After checking all the boxes, scroll to the top of the Column Organization page and click on 
the Change Grading Period to… button and select the Grading Period these items should be put 
into. 

Step 11: After this is done, scroll back down the page and you will see your items in the Grading Period. 




