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Instructions for exporting Blackboard Gradebook data for use in MS Excel

1. Select Gradebook from the Control Panel.
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2. Select Download Grades
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3. Under Select Delimiter click the Comma radio button.

COURSES > 200500 INSTRUCTIONAL TECHNOLOGY > CONTROL PANEL > GRADEBDOK » DOWNLOAD GRADES

£ Download Gradebook

@ Select Delimiter

Select the delimiter type fi e downloaded file
Delimiter Type: © Comma O Tab
@ Submit

\ Click Submit to finish. Click Cancel to quit.

4. Click on the Download button...

COURSES » 200409 INSTRUCTIONA, TECHMOLOGY * CONTROL PANEL * GRADEROOK » DOWNLOAD GRADES
m Download Gradebook

Instructions:

Click on Download with the right mouse button and select Save As to save the file locally. /
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The Gradebook has been saved to a delimited file. Download this file and view it using any software that accepts such formaits. |

5. ..and then choose your preferred Save location

File Download

Do you want to open or save this file?

Mame: gb_export.csw
B Type: Microsoft Excel Warksheet, 1.73 KB

Fram: blackboard. xu.edu

[ Open ][ Save ]L Cancel |

Always azk before opening this twpe of file

harrn your computer. 1F you do not tust the source, do not open or

@ While filez from the Internet can be useful, some files can potentially
save this file. What's the risk?

6. When you double-click on the saved file the Gradebook data will be displayed in a MS Excel worksheet.



