
Grade Center: Viewing Students

Instead of viewing all of your students at once within the Grade Center. Learn an easy way to view a
certain amount of students within the Grade Center to make grading easier for you.

 Access the Grade Center

Login into your course, go to your Control Panel, and access your Grade Center which is under the
Assessment section.

Grade Center: Viewing Students - 1



 Viewing Students

As you can see you have complete access to all of your students within your course. However, this can
become quite cumbersome when you only want to view a certain amount of students. Let's see how we
can change this by clicking on Manage button within the top toolbar.
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 Show/Hide Users

Under the Manage Menu, click on Show/Hide Users

 Hiding Users Ver. 1 - Step 1
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As you can see under the Status column, all of the students have the Status of Shown. To view only
certain students we need to hide students that we do not want to see. Here are the steps to hide certain
students.

1. Click on the checkbox of the students you do not want to see in the Grade Center.
2. Click on the Hide Users button

 Hiding Users Ver. 1 - Step 2

1. As you can see the students that you have selected now have the Status of Hidden. These students
will not been seen within your Grade Center.
2. To complete this process click Submit. If you do not click submit the changes you made will not
register within Blackboard.
3. When you return to the Grade Center you will see that you will not be able to view the students that
you have selected to be hidden from view.

 Hiding Users Ver. 2 - Step 1

Version one of Hiding Users works great in certain situations. However, what if you only want to view
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only 1 particular student? Using the process that you just learned could become a tedious task when
you only want to view one student. Here we will learn a different way in hiding users.

1. To begin click on the double arrowed box right next to the Last Name column.
2. Click on Select All.
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 Hiding Users Ver. 2 - Step 2

You will now see that all of your users are now selected.  To continue click on the Hide Users button.
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 Hiding Users Ver. 2 - Step 3

Now, all of our students within our course has the Status of Hidden. If we were to click submit and
return to the Grade Center. None of our students would show.  This is not what we want. What we do
want is to select one student that we can focus on within the Grade Center.

1. Select the student you would like to focus on.
2. Click on the Show Users button.
3. Scroll down and click Submit.
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 Hiding Users Ver. 2 - Step 4

As you return to the Grade Center you can see that you can only view the student you selected and the
other students are now hidden from view. However, how do you return the Grade Center to the original
view where you can see a complete view of all of your students? Let's find out.

 Restoring Users - Step 1

To restore all of the users within the Grade Center. Go back to the Show/Hide Users section under the 
Manage menu. When your there select the double arrowed box to access the dropdown menu and
click on Select All.

Grade Center: Viewing Students - 8



 Restoring Users - Step 2

All of your students are now selected. When your ready click on Show Users and then finish out the
process by clicking on Submit at the bottom of the page.
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 Restoring Users - Completed!

Great, now all of our users have been restored.  This process that you've just learned is great for quick
views. However, there are even better ways that you can customize views and save them for future use
within the Grade Center. They are called Smart Views which I will be covering in future Blackboard
Tutorials.
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 Questions, Comments, or Requests

Have any questions regarding Blackboard or would like to request a tutorial to be written. Feel free to
contact me and I will be more than happy to assist you.

Phone: 619-644-7395
Email: chris.rodgers@gcccd.edu
Website: http://www.grossmont.edu/chrisrodgers
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