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Entering Grades & Feedback 
 
  Some columns in Blackboard will be automatically graded while others will require you to view and 
grade attempts or submissions.  There are two ways to enter grades and provide feedback to students 
via the Grade Center:  manually or view attempt.   Let’s explore these options! 
 
Follow these step-by-step instructions to Enter Grades manually in Blackboard:    
 

1. Click on the Grade Center Action Link to open the full Grade Center. 

         
 
 

2. Move your cursor to the desired cell and click. Blackboard highlights the cell. 

 
 

3. Type in the point value of the item. 

 
 

4. Press the Enter key on your keyboard. Blackboard records the score and activates the cell of the 
next student so the instructor can continue grading that item. 

 
 

5. Instructors can also add feedback while grading.   Hover over right side of the Grade Center 
Item on which you’d like to leave a comment.  Click on Action Link. 
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6. Click on the Quick Comment Link. 

 
 

7. Click inside the Feedback to User text box and type a comment.    The Grading Notes Field 
allows instructors to leave notes to themselves regarding the particular assignment and 
student.  To leave a Grading Note, click inside the Grading Notes textbox and type a comment.    

 
 

8. Click Submit to save the comment.    

 
 

9. Students will see this comment in their My Grades area.     
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Follow these step-by-step to Enter Grades for test attempts or assignment submissions:    
 

1. Assignments or exams that cannot be automatically graded by Blackboard will appear in the 
Grade Center as a green exclamation point.  The instructor will need to view the attempt and 
enter grades accordingly.  

  
 

2. Hover over the desired cell and an Action Link will appear.  Click on the Action Link. 

 
 

3. A pull-down menu will appear.  Select View Grade Details. 

 
 

4. The Grade Details page will open. Select the “Grade Attempt” button.  
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5. If the column is a Test, the Test attempt will display within the page. 

 
 

6. If the column is an Assignment, the instructor can view by opening up the attached files. 

 

The test attempt shows selected 
answer, time it took student to 
complete, and score.  This screen also 
allows the instructor to update grades 
using the fields on the right side of the 
page, as well as provide feedback. 
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7. Enter the grade for an assignment, or  

  
a. Update points for test questions 

 
 
8. Enter any feedback into the Feedback textbox.   You can use the Attach File area to send back a 

grading rubric, or document with track changes to provided detailed feedback to the student. 

 

9. Optional:  Enter grading notes 

 
 
 

10. Click Save and Exit to return to the Full Grade Center View, or click Save and Next to grade the 
next student. 

 
 


