How to Import / Export Grades Using Spreadsheets
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How to Import / Export Grades Using Spreadsheets

3. Select the Export to Spreadsheet link.

| Create Column % || Enroll Members || Import from Spreadsheet

| Reorder Columns |

Grades | Members | View All | Custom View = SCORM Grades |
[] % Last Name | < First Name | % UserID < Role
Alphanumeric 4 Alphanumeric Alphanumeric Alphanumeric q
] Z Simmons Richard simmorb Section Designe:
] £ Student &Mmo webct_demo_26 | Student
£
4 | B Send Mail| | & Export to 5preadsheet| |*¥‘.1 Grant Access| |%1 Deny

{¥¥) - Tndicates a nrade that 1= narhial or not comnlete

4. Select either Comma- or Tab-delimited (either one works). But be sure to
always use the same one. Click Export.

Student View Development Course area for Ric

“! Export to Spreadsheet

Members to Export:
® All members

Columns to Export:
[ ® Wisible columns
O all columns

Export Format:
Select the keyboard element you want to use to separate member data in the ¢
O Comma-delimited
(¥) Tab-delimited

Character Set:
Select a character set that is supported for your language by the software you
view or edit the exported file.

® Unicode (UTF-8)
O Unicode (UCS-2)

| Export | | Cancel |
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5. Click the Save button.

File Download &9

Do you want to open or save this file?

Mame: exportedoourse,bxk

Type: Text Document, 126 bvtes

Fraom: blackboard, auburn,edu

Open ] [ Save ] [ Cancel

£ can potentially

I--’ YWhile files fram the Intermet can be useful,
) o nak open or
k.

harm your cormputer. |F pou do not trugt the £
= zave thiz file. What's the rizk?

6.  Click the Save button to save the exported file to your computer.

Save i |@ Desktop v € & e ,

Ty IDM';.f Documnents
b 2} J My Computer
My Recent ‘-j My Mebwork Places
Documents |75 New Folder
?i":

Deszktop

)

by Documents

ty Computer
‘g File name: Ee:-: ortedoourse b | I Save l
byt M etk Save as type: | Text Document W | [ Cancel ]
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7. Open Excel or your preferred spreadsheet software.

Click the Open icon.

E3 Microsoft Excel

! File Edit “ew Insert Format  Tools  Data

8.  If you do not see your saved file, click the Files of type drop-down arrow and

choose All Files.
Open
Laak in: |@ Dieskkap V| @ -3 Q X i B - Toos-
o @My Docurments
ﬂ My Computer

My Recent ‘gMy Metwork Places
Documents |- Mews Folder

5
A0
]
=

My Docurments

&

My Camputer
-
!Ig File name: | = | Open  ~
My Mekwork, _
Places Files of type: |.ﬁ.II Microsoft Office Excel Files F| [ cancel
~
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10.

Select your exported course item and click the Open button.

@
ety l (& Deskiop b i @ - @@ X Ch B~ Toos-
=1 ﬂMy Docurents
bﬁﬁ *_J My Computer
My Recent My Network Places
=S (L) Mew Folder
= |':=j expartedcourse
[
Deskiop
My Documents
)
My Compuker
. 3 File narne: | e | =
My Mebwark, | :
Places Files of type: p‘" Ele v [ A

Your content may look strange at first. You will need to change your
delimitation.

Click the Next > button.

Text Import Wizard - Step 1 of 3

The Text \Wizard has determined that wour data is Delimited,

If this is correct, choose Mext, or choose the data tvpe that best describes wour data.
Criginal data bype
Chonse the file bype that best describes yvour data:

(O - Characters such as commas or kabs separate each Field.
) Fixed width - Fields are aligned in columns with spaces between sach field.
Start import ab row: _1 E| File arigin: | 437 1 OEM United States

Preview of file CHiDaocuments and Settingsisimmorb Desktophexportedoourse, bk,

Last NaweOFirst MNawedUser IDORocleOMidtermOFinalO(uiz 2
PFimmonsORichardisimmorbO"2ection Designer, Bection Instructor"O

& (e e =

.

Cancel

| mext= || Einish

Please contact IMG at 844-5181 or img@auburn.edu for additional help.
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11.  Select the delimitation you chose eatlier (tab or comma) and click the Finish
button.
Text Import Wizard - 5tep 2 of 3
This screen lets wou set the delimiters vour daka contains, You can see
how wour kext is affected in the preview below.
Delimiters [] Treat consecutive delimiters as one
Tah [ semicalon [ ] comma :
ace [ ] Other: |_ Text gualifier: ) vi
presview
Last MName [First Name [Tser IDI [Fole A
Fimmons ichard immork Bection Designer, Section Instructor] -
L
at #
[ Cancel ] [ < Back ] [ﬂr\'{ext:bl [ Finish ]
12. You may enter grades or create columns that can be imported into Blackboard.

Microsoft Excel - exportedcourse

@_1 File Edit Wiew Insert Format  Tools  Data  Window  Help  Adobe PDF
P 5 2@ M A Tl = ==
i@SnagIt@'|Windnw v!'@@%!éﬁ“yﬁ?%gﬂ%q
A1 - A Last Name
s E | ¢ | o | E | F | & |
1 JLast Nam_First Mamellser ID Role Midterrm  Final Cluiz 2
2 |Simmons Richard  simmaork Section De
3
4
5
B
7
g
g
10

Please contact IMG at 844-5181 or img@auburn.edu for additional help.
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Select the File menu item.

E3 Microsoft Excel - exportedcourse

@_] File Wieww Imsert  Format  Tools Daka  Window Help  Adobe
g |.@E§Arial 10 - | B I U|E

@ snagit 3 g SRR

H1 - F
A | B | ¢ | b | E | F |

1 |Last MameFirst Mamelger [0 Role Midterrm  Final Clui

2 [Simmons |Richard  |simmorb | Section De

3

4

5

B
Select the Save menu item.
E3 Microsoft Excel - exporiedcourse

E_] File | Edit Miew Insert  Formakt  Tools Daka  Window Help  Adobe PDF
g N NMew... Chrl+H .10 - | B I U|=E==
.E @I il 2pen... Chr 3 S :ﬂ E; % gﬂ %3 {
. i o e

R Close -

|H Save Chrl+5 D | E | P | €}

1 s :ule. Midterm  Final iz 2 I
2 ection D

= |4 Save as Web

4 |52l File Search...

: Permissi 3

E ErmIssIon

7 Weh Page Prewview

a

g Page Setup...
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16.

17.

A dialogue box will warn you of formatting issues. That is fine since this is

simply numbers and letters. Click the Yes button.

Microsoft Excel

exportedcourse. bxt may conkain Features that are not compatible with Text (Tab
delimited). Do ywou want ko keep the warkbook in this Farmat?

L3
\5) &p this format, which leaves out any incompatible Features, click es.
the Features, click Mo, Then save a copy in the latest Excel format,

k rmight be lost, click Help.

ves | [ om0 | [ Hep |

Return to Blackboard Grade Book.

Select the Import from Spreadsheet link.

Student View Development Course area

g'ﬂ ! Your location: Grade Book
Grade Book

| Create ColumnZ || Enroll Members || Import from Spreadsheet

| Reorder Columns |

N Grades | Members | View All | Custom View | SCORM Grades
E-I'J | =sioE  ew pm T e

-

Click the Browse button.

Student View Development Course are
§ L : § E

A —| < | Your location: Grade Book * Import File
=] Import File
=]

Select the course file that you would like to upload.
Bi ” File: | || Browse... |
= Separator: | Tab v |
] " -
B Character Set: | unicode (UTF-8) |8
Q | Upload | | Cancel |
il

Please contact IMG at 844-5181 or img@auburn.edu for additional help.
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18.  Select the exported course item and click Open.

Choose file

Look in: | (E} Desktop j -
L DM‘;.# Dacuments
L -_-J My Camputer

My Recent \:JM';.H Mekwork Places
Documents =) Mesw Folder

?l_. [Z] exportedecaurse

Dezktop
by Documents

ty Computer
My Metwork  File name: | = =k |

Flaces

Files of type: |.-'1‘-.II File= [*.7] ﬂ Cancel

19.  Be sure to choose either Tab or Comma, depending on which you selected
carlier. Click Upload.

Import File

Select the course file that you would like to upload.

File: |C:\,D0cuments and Set]'[ Browse... ]

Separator: Tah v |

Character Set: mi&&
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20.  Click the New Column drop-down arrow to select specific options.

— [CTarK]. ..
B
— Midterm [\ |Midterm v| [blank],[blank],[blank]...
2]
& Final o] |Fir|a| v| [blank],[blank],[blank]...
Quiz 2 [/ |Quiz 2 v| [blan lank], [blank]...
£ Mew Column [ 1] - Add as new column - |+ ank], [blank]...
@ User ID I
— |Quz 2
—_—r— Comment: Final
& E Midterm
Import | | Cancel | - Add as new column -
£ v - Do not import -

21.  Click the Import button.

e o i e

MNew Column [ 1] | vi [blank],[blank],[blank]...

Comment: | |

| Import | | Cancel

22.  Blackboard will show columns that were not imported. Click the OK button.

P H : .
—| ¢  Your location: Grade Book * Import File

Import Errors

The following column(s) were not imported as requested:
Last Name

First Name

Role
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23.  Your column should be visible now. If not, be sure to choose the View All tab.

Your location: Grade Book

Grade Book

| Create Column % || Enroll Members || Import from Spreadsheet | | Grade Book Optiong

| Reorder Columns |

Grades | Members | View All | Custom View | SCORM Grades |
[]| £ Last Name 2 First Name m 2 Final 2 Quiz 2 2 New Column
Alphanumeric 4 Alphanumeric Calculated Quiz Text
{out of 10)
] ¥ Simmons Richard
n | ¥ Student Demo -- --|0.00 --
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