Downloading the Grade Center in Blackboard

Click on the Manage link in the action bar and select the ‘Download’ option from the list
(Fig.1)

@ Grade Center
Grades can be entered directly from the Grade Center page. To enter grades, click on the cell, type the grade value. and press the Enter key to submit. Use the arrow keys or the tab key to navigate through the
Grade Center. Use the contextual menus to modify column proj grade details.
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Fig. 1

The ‘Download Grades’ screen is displayed (Fig.2). The default setting is to download the entire
Grade Center. Should you wish to download individual columns, simply click the ‘Selected Column’
option and select the column you wish to download from the dropdown list.

The delimiter type can be left as ‘Tab.’

Click ‘Submit.’

@ Download Grades

Download data from the entire Grade Center. a specific Grading Period or Column, or the user information by selecting the appropriate options. Select the check box to include comments when downloading a single
column

@ Data

Select Data to Download &) Fyll Grade Center

© Selected Column | Weighted Total [ Include comments for this column

O User Infarmation Only

@ Options

Comma-delimited files ( CSV) have data items separated out by commas. Tab-delimited files { XLS) have data items separated out 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 Excel. CSV comma-delimited files need to be imported for use in Excel.

Delimiter type O Comma & Tab
Include Hidden Information (O yas @ No
Hidden infomation includes columns and uzers that have been hidden from the view.

© Save Location

Select where to save the file

Download Location: & My computer

© Content Collection

@ Submit

Click Submit to finish. Click Cancel to quit.

Cancel ) Submit )

Fig. 2

The ‘Download Grades’ screen is displayed. Click ‘Download’ and, when prompted, ‘Save’ the file.

@ Download Grades
Instructions

The data has been saved to a delimited file. Download this file and view it using any software that accepts such formats. In order to successfully upload preserve the file format upon saving to your desktop.
Click on Dewnload button to save the file locally.
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Downloading the Grade Center in Blackboard

When opening the file, you may receive an on-screen message if you are operating Office 2007 on

your PC, informing you that the file you are trying to open is in a different format than specified by the
file extension (Fig. 4). Click ‘Yes.’

Microsoft Office Excel
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The file you are krying to open, 'g_BETLDUO1Z_fullgc_2009-05-11-09-33-42.xks', s in & different Format than specified by the file extension. Werify
that the file is not corrupted and is from a trusted source before opening the file. Do you want to open the file now?
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Fig. 4

The file should display in an Excel spreadsheet.
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