1.  Under the Grade Center section of Course Management, click Full Grade Center
     [image: https://kb.uc.edu/PublishingImages/3c5be58b65d74554a7ed641db29fa203.png]
2.  Click Create Column
     [image: https://kb.uc.edu/PublishingImages/ee70fd63cd2a45b78e69ed19271fee76.png]
3.  Give the column a name
        a.  If you would like the display text other than the Column Name, enter this text in the Grade Center Name textbox
    [image: https://kb.uc.edu/PublishingImages/07250e2068fb4789a0b346ccb2f5bb84.png]
4.  Enter a short description for the column
    [image: https://kb.uc.edu/PublishingImages/6595f01efe4d481dae2a96eb3d8c9d7e.png]
5.  Select what kind of data you would like to display by changing the Primary Display
         a.  If you would like to display two separate types of data in one column use the Secondary Display section (ex. Both a score and 
              the corresponding letter grade)
              [image: https://kb.uc.edu/PublishingImages/c1c9bdc7212f4d469c5123eab2ef4263.png]
6.  Enter the amount of points possible (100)
     [image: https://kb.uc.edu/PublishingImages/090cb3fe993d41ef97d18c5492457800.png]
[bookmark: _GoBack]7.  If needed, add a rubric by clicking Add Rubric
     [image: https://kb.uc.edu/PublishingImages/a93a5d1116984fff9aac441f03d097c5.png]
8.  If you would like to set a due date, enter the date and time of day
    [image: https://kb.uc.edu/PublishingImages/3f1a5235a6bd474db84806a16cc23b4c.png]
9.  If you would like to include the column in calculations performed by Grade Center (ex, a column that totals the points of all grade 
     center columns) leave the Yes button checked. Otherwise, click No
     [image: https://kb.uc.edu/PublishingImages/f26aa13168694694b87a0d29be701d68.png]
10.  If you would like to show the column to students, leave the Yes button checked. Otherwise, click No
      [image: https://kb.uc.edu/PublishingImages/d70443c3d9a04f398658c5f388d5f70f.png]
 
11.  If you would like to show statistics about the column (such as the average class score) to the students, click Yes. Otherwise, leave the No button checked.
   [image: https://kb.uc.edu/PublishingImages/62812305941146dc93660893fdddd7cc.png]
12.  Click Submit
    [image: https://kb.uc.edu/PublishingImages/b494495af8664e5ba4fb4d5fd995ecc3.png]  
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