Blackboard 9 Training — University of St. Thomas

Download Grade Center Spreadsheet

In Blackboard, the Grade Center for each course can be downloaded, edited in a spreadsheet program,

and uploaded with the new information.

1. Inthe Control Panel area, click on Grade Center and the Full Grade Center.
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2. On the View Spreadsheet page, click on the Offline button on the far right and then click

Download.

In the Screen Reader mode, the table is static and grades may be entered on the Grade Details page accessed by selecting the table cell for the grade. In the interactive mode ofthe
Grade Center, grades can betyped directly in the cells. Use the arrow keys of the tab key to navigate through the Grade Center and the Enter key to submit a grade. More Help
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3. Onthe Download Grades page, click Submit to download the full Grade Center spreadsheet as a

tab-delimited file.
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4. Click the Download button. When the Save As dialogue box opens, name the file, and click the
Save button to finish downloading your grade center.



