Blackboard v9.1 for Employees
Downloading Grades from the Bb Grade Center

This document describes, for employees, how to download a course’s grade center into a Microsoft Excel document.

Brief Instructions

From the grade center of your course site within Blackboard:
e Click on the Work Offline button,
e Click on Download,
e Select Full Grade Center if wanting all grades download, or select a specific column or student information,
e Leave the delimiter type as Tab,
Decide if you want to download any columns that may have been hidden from the grade center view,
Save the dowloaded Excel documen to My Computer,
Click Submit,
Click on the Download button to download the Excel document,
Save the Excel document to your San Jac H:/ drive,
When opening the Excel document you will receive an error message, click on Yes to open the file,
Adjust the formatting of the Excel document to meet your needs, and save all changes.

Process complete.

Detailed Instructions

1. From within a course’s Grade Center, to download grades into an Excel document, click on the Work Offine button in
the upper right hand corner of the screen.

Grade Center : Full Grade Center

When screen reader mode is on the table is static, and grades may be entered on the Grade Details page, accessed
by selecting the table cell for the grade. When screen reader mode is off, grades can be typed directly inio the cells
on the Grade Center page. To enter a grade: click 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. More Help
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2. Click on the Download link (as depicted in the previous image).



3.

If you would like to download all grade center columns, select Full Grade Center. If you do not want to download
the Full Grade Center, you may select a specific column or student information to download.

Under Option 2, leave the delimiter type as Tab, as this will allow the Excel document to look similar to the Bb Grade
Center view.

Under Option 2, decide if you want to download any columns that may have been hidden from the grade center
view.

Save the dowloaded Excel documen to My Computer.

Click the Submit button.
1. Data
Select Data to Download @ Full Grade Center
) Selected Column  Research Paper » [[| Include Comments for this Column

© UserInformation Only

2. Options

Choose either the tab delimited (XLS) or comma delimited (.CSV) delimiter type to open the file directly in Microsoft
Excel. Select comma delimited for importing to third-party applications that do not support Excel.

Delimiter Type ) Comma @ Tab
Include Hidden @ Yes @ No
Infarmation Hidden information includes columns and users that have been hidden from view.

3. save Location

Select where to save the file.

Download Location @ My Computer
= Content Collection

Browse

4. Submit

Click Submit to proceed. Click Cancel to quit.



4. Click on the Download button to download the Excel document.
Download Grades

The data has been saved to a file. To download the file

DOWNLOAD ‘—

5. Select the Save File option and save the Excel file to your San Jac
H:/ drive.

Opening gc_PRAC-0105-102-20410-54321 fullgc_2013-11-05-09-29-0.. | B9 |

You have chosen to open:
& ...PRAC-0105-102-20410-54321_fullgc_2013-11-05-09-29-00.xls

which is: Microsoft Excel 97-2003 Worksheet
from: https://blackboard.sanjac.edu

‘What should Firefox do with this file?

) Open with ’Microsof‘t Excel (default) -

@ SaveFile h

] Do this automatically for files like this from now on.

6. When opening the Excel document you will receive the below message, click on Yes to open the file.

Microsoft Excel | =

The file you are trying to open, 'gc_PRAC-0105-102-20410-54321_fullge_2013-11-05-09-31-57.xIs', is in a different format than specified by the file extension. Verify that the file is not corrupted and is from a trusted source before
l % opening the file. Do you want to open the file now?

IYes][Nc][He\p]

7. Adjust the formatting of the Excel document to meet your needs, and save all changes.



