Download Grades from Grade Center

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

1. Go to the Control Panel and click on Grade Center to expand it, and then click on Full
Grade Center.
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3. You should see the Download Grades page. Select the data to download by choosing

appropriate option:

Full Grade Center: Contains all columns and associated data

Selected Column: Using the drop-down menu, select a Grade Center column.
Check the box to include comments for the column if desired.

User Information Only: Columns containing student data (e.g. first/last name,

username, etc.)
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Select Data to Download ®
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Full or partial data can be downloaded from the Grade Center. Once downloaded, Grades, or comments accessed through the Quick Comment feature or
the Manually Override page, can be changed and added offline and later uploaded to the Grade Center. Data can be downloaded as tab-delimited or
comma-delimited files. Downloaded files can be saved on a local computer or in a Content Caollection folder. More Help
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4. Select the file delimiter type. Tab delimited files can be opened in Microsoft Excel.
Select whether you want to include hidden information in the download file.

Hidden information will include columns and students that were hidden from Grade
Center view in the download file.

Include Hidden Information O Yes ® No
Hidden infarmation includes columns and users that have been hidden from view.

N o

Comma-delimited files (.CSV) have data items separated by commas. Tab-delimited files (. TXT) are text files that have data items separated hy tabs.
Both are common types of data files and can he opened in most editing software. Tah-delimited files can be opened in Microsoft Excel but must he

saved as .TXT files. Comma-delimited files need to be imported for use in Excel and must be saved as .CSV files. Saving the file in another format will
make the file unreadable by the system when uploading

Delimiter Type O Comma @ Tab

5. Choose My Computer as the location where you would like to download the file. Click on

the Submit button.
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6. You will get a message that the data has been saved to a file. Click on DOWNLOAD.

Download Grades
\ The data has been saved to a file. To download the file and work off line click Download to Open the file.

‘ DOWNLOAD

7. Select Save File and then click on OK.

Opening gc_Bb9Sandbox. jflorent_fullgc_2011-04-18-15... (X

You have chosen to open
'_@J gc_Bb9Sandbox.jflorent_fullgc_2011-04-18-15-49-33.xls

which is a: Microsoft Excel 97-2003 Worksheet
from: http:/blackboard.xula.edu

What should Firefox do with this file?

\ O Openwith | Microsoft Excel (default)
@ pave File

[] Do this automatically For Files like this from now on.

[ Cancel ]

NOTE: Depending on the web browser you are using, you may have to
navigate to the folder on your computer where you want to save the
file. Otherwise, the file will be saved in your default download folder.

8. Click OK.
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