Downloading Grade Information from Grade Center

The Grade Center is the area where all preformatted, automatic and manual grading columns are visible
to the instructor. The table in the Grade Center allows you to see all the grades that are posted for your
students. Since Blackboard developers anticipate that the instructor will post midterms and finals, these
columns are automatically preformatted in the table (Notice: Columns are optional).

Additionally, columns are automatically generated by the instructor whenever an assessment activity is
created or a discussion activity is being weighed.
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In the screen reader view, the table i=s static and grades may be entered on the Grade Details page accessed by selecting the table cell
for the grade. In the interactive view of the Grade Center, grades can be typed directly in the cells. Use the arrow keys or the tab key to
navigate throunh the Grade Center and the Enter key to submit a grade.
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The instructor can also manually create columns to input grades. Manual columns can be created by
selecting the “Create Column” or “Create Calculated Column” buttons.
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To manually enter a grade, simply go to the preferred column and click in the cell, which corresponds

with a desired student, to enter your grade. (Notice: You may be prompted to save the grade once
you’ve entered it.)

Additionally, grades will be automatically generated in selective columns when a student engages in an

activity that is created from an assessment tool or weighed discussions that is assigned points.
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navigate through the Grade Center and the Enter key to =submit a grade
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To download grades into a spreadsheet you must first select the student information. You can sele

Inthe screen reader view, the table is static and garades may be entered on the Grade Details page accessed by selecting the table cel
Tfar the grade. In the interactive view of the Grade Center, grades=s can be typed directly in the cells. Lise the arrow keys or the tab key to
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individual student by checking the box next to a student’s name or you can select all of your students by

checking the box labeled "Last Name".
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for the grade. In the interactive view of the Grade Center, grades can be typed directly in the cells. Use the arrow keys or the tab key to
navigate through the Grade Center and the Enter key to submit a2 grade.
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Once you've selected your student information click on the button labeled "Work Offline" which is

located in the upper-right hand corner of the grade center and select the Download option.

Create Column Create Calculated Column Manage Reports Wark Offline
» Upload

Currenwiew:| Full Grade Center&“ Setas Default | Sort Colurmns By Layout Position Order:[ T —— P

Grade Infarmation Bar | Grade Type: Grade | Points Possible: 0 | Displayed As: Text | Visihle to Users: No |

When the Download Grade window appears select the radio button that corresponds with you how
want to export your data, click submit.
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Comma-delimited files S8V have data iterms separated by commas. Tab-delimited files (XLE) have data iterns separated by
tab=. Both are common types of data files and can be opened in most editing software. XLS tab-delimited files can be opened
directly in Microsoft Excel.
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Save Location
Selectwhere to sawve the file.
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Continue to export your file by clicking on the DOWNLOAD button and specify where the data is going to
be stored.

Download Grades

The data has been sawved to a file. To download the file and work off line click Download to Open the file or right click and select
Sawve As to save the file locally.
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Opening gc_ CM_fullge_ 2010-03-03-16-36-12.xls

¥ou have chosen to open
=) gc_CM_fullgc_2010-03-03-16-36-12.xls

which is a: Microsoft OFfice Excel Cornma Separated Values File
From: http: /fbb-fa-dew.liu.edu

what should Firefox do with this file?
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Once you have stored your document locally you click on the file name to launch Microsoft Excel.
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