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How to Set Up Smart Views (Bb) 
 
This document will use Grading Period and Smart Views to customize how instructors 
view the Grade Centre. 
 
Prior to beginning, decide how you want to view your Grade Centre – do you use 
chapters, units, modules, etc.  
 
For this example, I will be using Chapters 
 
Step 1: 
Create Grading Periods 

- In Grade Centre, select  Manage  Grading Periods 
- To create the grading period, click on Create Grading Period  
- Create as many as you need for your course 

 
Step 2: 
Organize assignments/tests by Grading Period 

- In Grade Centre, select  Manage  Column Organization 
- Select assignments/tests that belong in your first grading period (Chapter 1) 
- From the drop-down list (at the top of the page or the bottom), select Change 

Grading Period To… 

 
 

- Organize all assignments/tests into the appropriate Grading Period 
- **be sure to select SUBMIT to SAVE the changes 
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Step 3: 
Create Smart Views 

- From Grade Centre, select  Manage  Smart Views 
- Select Create Smart View (see snapshot below) 

o Type in a name for the Smart View 
o Select “Add as Favorite” (so this view will show on your menu) 
o Type of View  select User 
o Select Criteria  All Users 
o Filter Results  Selected Grading Periods Only 

 Ex --- If this is Chapter 6 smart view, I would select Chapter 6 
grading period. 

 
 

- Create smart views for all of the grading periods  HINT:  
you can copy a Smart View and then edit it. 

 
Once you have created your Smart Views, your menu now should 
look similar to the snap shot on the right  
 
 
 
  


