How to download information from the Blackboard Grade Center

Instructors can download the grade information in the Blackboard Grade
Center in a tab-delimited format. Once downloaded, this file can be viewed in
a spreadsheet application like Microsoft Excel.

1. Click on the [Grade Center] link on the [Control Panel] of a course (Assessment section).

2. The Blackboard Grade Center will be displayed. On the top menu, hover the mouse over the
[Manage] link and then click on the [Download] link.

3. Under [Data] section, select the [Full Grade Center] option, under the [Options] section, select [Tab]

as the delimiter type and the [Yes] to include hidden information as shown below and click on the
[Submit] button at the bottom of the page.

@ Download Grades

lownload data from the entire Grade Center, a specific Grading Period or Column, or the use
olumn.

@ Data

Select Data to Download @ Fy|| Grade Center
0 Selected Column  Weighted Total -

0 User Infarmation Only

@ Options

Comma-delimited files (.CSV) have data items separated out by commas. Tab-delimits
editing software. XLS tab-delimited files can be opened directly in Excel. CSV comma

Delimiter type ) Comma @ Tab

Include Hidden Information @ yas ) Mo

Hidden information includes columns snd users thet have been hi

€ Submit
Click Submit to finish. Click Cancel to quit.

4. On the next page, click on the [Download] button. A dialog box with the request to save the file will

be presented. Save the file to a location where it can be easily retrieved. This saved file can be viewed
in Microsoft Excel. Please remember to store this file in a safe place.
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