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1. Select the Teach tab. 
 

 
 
 
2. Select the Grade Book link. 
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3. Select the Export to Spreadsheet link. 
 

 
 
 
4. Select either Comma- or Tab-delimited (either one works). But be sure to 

always use the same one. Click Export. 
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5. Click the Save button. 
 

 
 
 
6. Click the Save button to save the exported file to your computer. 
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7. Open Excel or your preferred spreadsheet software. 
 

Click the Open icon. 
 

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

choose All Files. 
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9. Select your exported course item and click the Open button. 
 

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

delimitation. 
 

Click the Next > button. 
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11. Select the delimitation you chose earlier (tab or comma) and click the Finish 
button. 
 

 
 
 
12. You may enter grades or create columns that can be imported into Blackboard.  
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13. Select the File menu item. 
 

 
 
 
14. Select the Save menu item. 
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15. A dialogue box will warn you of formatting issues. That is fine since this is 
simply numbers and letters. Click the Yes button. 

 

 
 
 
16. Return to Blackboard Grade Book. 
 

Select the Import from Spreadsheet link. 
 

 
 
 
17. Click the Browse button. 
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18. Select the exported course item and click Open. 
  

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

earlier. Click Upload. 
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20. Click the New Column drop-down arrow to select specific options.   
 

 
 
 
21. Click the Import button. 

 

 
 
 
22. Blackboard will show columns that were not imported. Click the OK button. 
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23. Your column should be visible now. If not, be sure to choose the View All tab.  
 

 
 
 
 


