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

 
 
 
 
The file should display in an Excel spreadsheet. 
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