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Why Download?

You can download the grades in your
Blackboard grade sheet to a form that can be
read by Microsoft Excel. Version 8 of FACULTY TRASGR O BLACWBOARD (BB HAWDSE ON TRAIIGY » DOKTROL PAKEL » JRADE CENTER
Blackboard offers many new capabilities for

grade sheet formation and you may find @ Grade Center

those capabilities sufficient for your

My Blackhoard C Scholar

Grades can be entered directly from the Grade Center page To enter grades. click on the cell, typ

purposes, making the use of a separate keys or the tab key to navigate throegh the Grade Center. Use the contextual menus to modify col
spreadsheet unnecessary. You may still want =i Add Grade Column S Add Calculated Column % Manage iz Email
to occasmnally download grades toa Current Wiew: Full Grade Centar Sstas Defaut | Sort Coll———s
locally-stored spreadsheet for any of these - _Download
reasons: - Categornies .
™ |Bodine Paul 20.00 . | Smart Views
® to back them up I [pombard Patricia 95 00 Sty s
Grading Schemas —
. . .. I™ |Codina Raman 75.00
® to manipulate grades with sophisticated Organize Grade Canter |
I |siay Brian 82.00 - r
formulas 1 ShowHida Users
I~ |mbirza Zoaib 78 00
® to combine the grades with grades from ¥ |Fstioon aa
other sections for longitudinal analysis. L JE— i i ot
. L . . I |Zecker Liliana .
Downloading is simple, here is how to do it:

FACULTY TRAINING ON BLACKEDOARD (BE HANDS ON TRAMMING: » CONTROL PANEL » GRADE CENTER » DOVWHNLOAL HOW to
nam

@ Sl Click the chevron next to the Manage menu

Download data fram the entire Grade Center, a specific Grading Penod or Column, or the user selection and then scroll IdOWIl to
nclude comments whan downloading a single column Download. When you click on Download
 Data the screen illustrated at the left will appear.

Select Data to Download & Full Grade Cent : ; ;
S RS At 1, if you have grouped assignments into

) Selected Grading Period | Autumn 2009 quarter grading periods you can select a group of
assignments, but it’s often the case that you
O Selected Column | Midterm want to download the full Grade Center for

© Ussr Information Only the course (the complete grade sheet).

At 2 you can choose either comma-

delimited or tab-delimited output file
Comma-delimited files { C3V) have data items separated oul by commas. Tab-dalimitec .
types of data files and can be opened in most editing software. XS tab-delimited files ¢ formats—Excel can open either one (but

imported far use in Excel comma-delimited is a bit handier than the
Delimiter type © Comma ®Tab default tab-delimited). Hidden information
consists of the columns you have hidden on
your grade sheet and kept from student
view (they are grayed out on the instructor’s
screen).

# Options

Include Hidden Information  Oyes @ Na

Higtdgn infasadion incfuded cadumng and whedg fad Ravs Baan higk

€ Submit

Click Submit ta fimsh. Chick Cancel to quit

At 3 click Submit at the right side of the
screen (not shown on this illustration) download. You can specify any file name and folder on your computer or
flash drive to house your download. Open the file using Excel to view it, and save it as a spreadsheet.
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