
Using BeachBoard’s Gradebook at the End of the 
Semester 
 
By default, your BeachBoard gradebook shows you every grade you have 
entered for your students throughout the semester.  In some cases, your 
gradebook could have so many scoring columns that the column showing your 
student’s running totals [their final grade in points] and weighted totals [their 
final grade with weights applied to various assignments] run off the page. 
 

 
 
Once you are certain that the individual grades in each scoring column are 
correct and that students who earned zeros on particular assignments or 
assessments actually received zeros, you can easily “hide” your gradebook’s 
scoring columns and only view your students’ running or weighted totals. 



To View Only Your Students’ Running Total 
 
Your students’ “Running Total” is your students’ final grade without any weights.  
To view your students’ running total, in your BeachBoard gradebook click on the 
pull-down list next to “Filter Items by Category,” choose “Total,” and then click 
on the “Go” button. 
 

 



This opens a screen showing you two columns: Your students’ names [in 
alphabetical order by last name] and your students’ running total in points. 
 

 
 

To Display Your Student’s Campus IDs in Your BeachBoard 
Gradebook 
 
By default, BeachBoard only shows you your students’ names, not their campus 
IDs.  To change this, click on the “Gradebook Settings” icon at the top of your 
gradebook. 
 

 



This opens your Gradebook Settings.  Click on “Spreadsheet Settings.” 
 

 
 
Click on the checkbox next to “Username” and then click on the “Submit” button. 
 

 
 
BeachBoard will give you a receipt telling you that your settings have been 
updated.  Click on the “OK” button. 
 

 



This takes you back to the “Spreadsheet Settings” page.  Click on the “OK” 
button. 
 

 



This takes you back to your gradebook.  Notice there is now a new column 
showing your students’ campus IDs [which BeachBoard considers to be 
“Usernames.”] 
 

 
 

Displaying Your Final Grades as a Letter or Percentage 
By default, BeachBoard shows you your students’ running totals in points.  You 
can also view your students’ running totals as a letter grade or a percentage.  To 
do this, click on the “Running Total” link at the top of the Running Total column 
in your BeachBoard gradebook. 
 

 
Image 4: BeachBoard’s Running Total link. 



This opens the Item Options for the Running Total.  Click on the “Item 
Information” link. 
 

 
 
This opens the Add/Modify Gradebook item page.   
 
WARNING: BY DEFAULT, BEACHBOARD EXEMPTS ITEMS THAT HAVE 
NOT BEEN GRADED FROM THE RUNNING TOTAL.  This is not a problem 
when you deal with raw scores – points are points.  The problem arises when 
you convert raw scores into letter grades or percentages.  Before you display 
your students’ running total as a letter or percentage, go back to your gradebook 
and double-check that all students who deserved to receive a zero on a 
particular assignment or assessment actually received a zero.  Blank scores in 
BeachBoard’s gradebook are counted as “excused absences” and those missing 
scores are not included in the student’s final letter or percentage 
grade. 
 
Example: In a class that has four assessments, a student gets a 90% on the first 
assessment and then stops coming to class.  Unless the instructor manually 
enters a grade of zero for assessments two through four, when the instructor 
changes the Running Total’s “Display As” options from “Score” to “Letter” or 
“Percentage,” that student will automatically receive a running total/final grade 
of “A” or “90%.”  REMEMBER: BY DEFAULT, BEACHBOARD EXEMPTS 
ITEMS THAT HAVE NOT BEEN GRADED FROM THE RUNNING TOTAL. 
 
You can turn off “Exempt items that have not been graded” by click on the 
button next to the word “No.” 



In the “Display As” pull-down list, chose how you want your students’ final grade 
to appear in your gradebook.  Then click on the submit button. 
 

 
 
BeachBoard will give you a receipt telling you that your gradebook item was 
successfully updated.  Click on the “OK” button. 
 

 



This takes you back to the Item Options for the Running Total.  Click on the “OK” 
button. 
 

 
 
This takes you back to the gradebook.  Notice that your running total display has 
changed. 
 

 



Here is how BeachBoard determines letter grades: 
 
Percentage Letter Grade 
97% to 100% A+ 
94% to 97% A 
90% to 94% A- 
87% to 90% B+ 
84% to 87% B 
80% to 84% B- 
77% to 80% C+ 
74% to 77% C 
70% to 74% C- 
67% to 70% D+ 
64% to 67% D 
60% to 64% D- 
0% to 60% F 
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