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Create a Grade Center Column 

 
1. To create a Grade Center column locate Control Panel >> Evaluation and exand the menu by 

clicking it.  Next select Grade Center.  Click the Create Column Button (image B.)  
 

A)  B)  
 
2. On the next screen begin entering the Column Name.  Note that if the column name is longer than 

15 characters it will be truncated in the Grade Center. You can create a Grade Center Display 
(shortened) name for your purposes. Students will always see the full Column Name, however. 
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3. On the same screen for creating a Grade Center Column proceed to step 2 and if you wish enter a 
Due Date.  The due date will show in notifications in your course and in the students My Grades 
area. 

 

 
 

4. Move to option 3 and select the desired options. Click Submit to create the column. 
 

 
 

5. The new column is the last column in the Grade Genter by default.  To see it drag the scroll 
indicator to the right.  Please see the next tutorial on Managing Columns in the Grade Center to 
learn to move and organize columns. 

 

 
 

 
 


