How to Add a UCA Core Rubric to the Grade Center in Blackboard Learn
A Step-by-Step Guide
Step 1 Log into Blackboard Learn and import the UCA Core Rubric you will use (see How to Import the UCA Core
Rubrics into Blackboard Learn: A Step-by-Step Guide).

Step 2 In the left navigation panel, under Control Panel, click Grade Center to expand the Grade Center menu
and then select Full Grade Center. The Full Grade Center panel will open.

Step 3 In the Full Grade Center panel, click Create Column. The Create Grade Column panel will open.
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Step 4

Step 5

Enter a Column Name (e.g., UCA Core Rubric).

Enter the total Points Possible for the activity. If you are only using the column to enter rubric data and
the rubric evaluation will not affect students’ grades, enter zero. You cannot leave this field blank.
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Step 6 Click the Add Rubric button.
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Step 7 Select the UCA Core Rubric you wish to use.

Step 8 Click Submit. The window will close and you will return to the Create Grade Column panel.
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Step 9 The rubric you selected should be listed under the Add Rubric button. If the rubric will not be used for
grading (i.e., the rubric score will not affect students’ grades), select Used for Secondary Evaluation
from the menu icon under Type.

Step 10 If you want students to see the rubric, choose what and when you want to show students under Show
Rubric to Students.
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Step 11 Under OPTIONS, if the rubric will not affect students’ grades and you do not want students to see the
grade column for the rubric, select No for Include this Column in Grade Calculations and for Show this
Column to Students.

Step 12 Click Submit. You will return to the Full Grade Center panel.
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Step 13 Under the new grade column, click o for the student you are assessing and select View Grade Details.
The Grade Details panel will open. NOTE: If the student did not turn in or complete the activity being
assessed, or the student's work violated standards of academic integrity (plagiarism, cheating, etc.), skip
the student (i.e., do not submit a completed rubric for the student).
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Step 14 Click the View Rubric button. The Rubric Detail window will open.
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Step 15

For each criteria, select the level of achievement (0 to 4) that best matches the performance of the

student on the activity being assessed (paper, test, etc.). Click the Save button when finished. You will
be returned to the Grade Details panel.
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Step 16 Scroll to the bottom of the screen and Click Save. You will be returned to the Grade Details panel.
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Step 17 Click the right directional button (>) after the student’s name to advance to the next student. Repeat

Steps 14 — 16.

Step 18 Click Return to Grade Center when finished. You will be returned to the Full Grade Center panel.
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