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A weighted grade column is a calculated column that displays the calculated result of 
component parts (columns and/or categories); each part is worth some percentage of the total. 
Instructors control the visibility of the weighted grade column in the Grade Center as well as 
controlling the visibility of the column to students. 
 
Instructors can create a weighted grade based on any column and/or category in the Grade 
Center. For example, an Instructor may create a weighted grade column that calculates the 
final grade for the course. Categories such as Test, Discussion, and Assignment would be 
given a certain percentage of the final grade along with the percentage for other grade 
columns (e.g. Mid-term, Final Exam).  
 
 
1. To add a Weighted Grade column, go to the Control Panel and click on Grade Center to 

expand it, and then click on Full Grade Center. 
 

    
 
 

2. Move your mouse over the Create Calculated Column button and select Weighted 
Column from the drop down menu.  
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3. In section 1, enter a name for the weighted grade column in the Column Information field. 
Grade Center Name and Description are optional. Use the Grade Center Name to enter a 
shorter name for the grade column (up to 15 characters). You will see the shortened name 
in the Grade Center. Select how you would like the results of the weighted grade to be 
shown by clicking on the pull down arrow and selecting a primary display (Score, Text, 
Percentage, Grading Schema (e.g. Letter), or Complete/Incomplete). Secondary display is 
optional and will only be shown in the Grade Center.  
 

 
 
4. In section 3, existing grade columns and categories are shown on the left. Select a grade 

column or category and click the arrow to move the column/category to the selected 
columns area.  
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5. All columns and/or categories that are moved to the selected columns area must be 
assigned a percentage. Enter the weight percentage to be applied to each 
column/category. The total weight must equal 100%.  
 
If you select a category to include in the weighted grade, additional options will appear 
below the category. You have the option of weighing the columns in the category equally or 
proportionally. Equally applies equal value to all columns within a category. Proportionally 
applies the appropriate value to a grade column based on its points compared to other 
columns in the category. You can also decide whether to drop the highest or lowest grades 
within the category or to use the highest or lowest grade in the category. 
 
Finally, you should decide whether you want the weighted grade to be calculated as a 
running total. If you select “Yes” to calculate as running total, only the columns that have 
been graded will be included in the calculation. Selecting “No” will include all grade 
columns/categories that are selected (including those with no grade) in the weighted grade 
calculation. 
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6. In section 4, set additional Options for the weighted grade column by selecting the Yes or 
No radio button for the following: 

• Include this Column in Grade Center Calculations – the column is included in the 
possible selections of items when creating Calculated Columns, such as Weighted 
Grades Columns or Total Point Columns 

• Show this Column to Students – Grades will be shown in My Grades. My Grades is 
what is shown to your students when they go into your course to view their grades. 

• Show Statistics (average and mean) for this column to Students in My Grades – 
Includes statistical information with the grade value when shown to students. 

 

 
 
 
7. Click on Submit when you are done. You will be returned to the Grade Center. The 

weighted grade column you just created will be added as the last column in the Grade 
Center. 

 

 
 


