Blackboard Version 8 Grade Center Unmasked

saved on a local computer drive and is recommended to preserve student grades in case the need arises where
they need to be reviewed. (top of document)

Instructors planning on uploading Grade Center data from an external application such as a grading tool or
spreadsheet may wish to download Grade Center data first in order to have a delimited file that is formatted for
uploading.

Please review the next figure to download the Grade Center:

As you did above click on the MANAGE
in your Grade Center and then choose
download to get to this screen

MY SWC COURSES FACLL FPORT
TRAVEL—SOPACIFIC ASIA DRIENT (07FA_TT_194_507) > CONTROL PANEL » GRADE CENTER » DOWNLOAD GRADES

@ Download Grades

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

@ Daa
Select Data to Download &) Full Grade Center

oChoose how much or how little of the grade center you
wish to download:

© Selected Column | Total E O include comments for

e Full Grade Center: Contains all columns and associated

data
O User Information Only.

Selected column: Using the drop-down menu, select one
column and its data. Check the box to include comments
for the column. Select to Include comments for this
Column if desired.

€ Options
Comma-delimited files {(C3V) have data items separated out by commas. Tab-defimited files { XLS) b
tems separated out by tabs. Both are common types of data files and can be opened in most editing software.

XS tab-delimited files can be opened directly in Excal. CSV comma-delimited files need o be imparted for use
in Excel.

Delimiter type Ocomma @Tab User information only: Only columns containing student data
LRI G ElD such as User Name are included

© Submit
Click Submit to finish. Chiek Cance\te quit. You can also choose grading periods and Smart View

downloading if you use those features

Choosing YES to hidden information:
& g Choose what format you want to download the

Hidden information includes columns grade center into: Comma delimited files contain data
and students that have been hidden surrounded by quotation marks (quote character) and
from the view being downloaded. have the file extension .csv. Comma delimited files will
not open directly in Microsoft Excel.

Click on the SUBMIT button —S4bmit_J 4 complete the download process.

@ Download Grades

Click DOWNLOAD -ﬂ) and save the delimited file

to your desktop in a folder for safe keeping. You may need to
RIGHT-CLICK the download button and then choose SAVE
TARGET AS depending on your computer

Instructions:
The data has been saved 1o a delimited file. Download this fle and view it using any software that
In order to successhilly upload presenve the file format upon saving to your deslaop.
Chck on Download with the right mouse button and select Save As to
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