DOWNLOADING A GRADE CENTER
IN A BLACKBOARD COURSE

In Blackboard you can download the Grade Center into a spreadsheet
program such as Microsoft Excel.

COURSE MANAGEMENT

To download your Grade Center follow these steps:
1. In your course click on Evaluation and Grade Center
2. In your Grade Center roll over Work Offline and click on Download

Control Panel

This will take you to the Download Grades screen shown on page 2
of this handout.
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In the screen reader view, the table is static and the grades may be entered on the Grade Details paglj accessed by selecting the table cell
for the grade. In the interactive view of the Grade Center, grades can be typed directly in the cells. Usdlithe arrow keys or the tab key to
navigate through the Grade Center and the Enter key to submit a grade.
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ding a Grade Center in Blackboard be careful not to change anything ab
columns or particularly Blackboard sensitive data such as student nam
c. if you plan to re-upload this file back into Blackboard.




DOWNLOADING A GRADE CENTER
IN A BLACKBOARD COURSE

The Download Grades screen will allow you to:
« select the data to download (Full Grade Center, Selected Column or User Information Only),
« choose the Delimiter Type (comma-delimited .csv or tab-delimited .xIs file),

« choose to include hidden information or not.

3. Choose the options that apply,
4. Once you've chosen these options click Submit.

~~ Download Grades

Full or partial data can be downloaded from the Grade Center. Once downloaded, Grades can be changed and alided offline and later
uploaded to the Grade Center. Data can be downloaded as tab delimited or comma delimited files. Downloadediles can be saved on
a local computer or in a Content Collection folder. More Help
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Comma-delimited files (.CSV) have data items separated by commas. Tab-delimited files (.XLS) have data items separated by
tabs. Both are common types of data files and can be opened in most editing software. XLS tab-delimited files can be opened
directly in Microsoft Excel.
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After C| ICkI ng S u b m It yo uwi I I be The data has been saved to a file. To download the file and work off line click Download to Open the file or right click and select

prom pted to d own Ioad th e ﬁ Ie' Save As to save the file locally.

5. Click DOWNLOAD and save this
file to your computer to open itin
Microsoft Excel.




