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1.0 How to Export the Blackboard Grade Centre 

If you wish to download your course’s Grade Centre, or a part of it, follow these instructions. 

Access the Grade Centre 

 

1. From your course Control Panel, access the Grade Centre. 
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Download 

 

2. Hover your mouse over Work Offline an choose Download. 

Parts to download 

 

3. Choose which parts of the Grade Centre you wish to 

download. 
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Options 

 

4. For delimiter type choose Tab. 

5. If you do not wish to include hidden information choose No, 

otherwise leave it set to Yes. 

6. Click on Submit. 

Download 

 

7. Click on Download. 

Open or Save 
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8. Click on Open to open the file, or on Save to save the file to 

your computer. 
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2.0 How to Import into the Grade Centre using 

Microsoft Excel      

1. From your course Control Panel, access the Grade Centre. 

 

2. Create a column in the Grade Centre for the 

topic/assessment to which the marks are related. 

 
3. In this example we have called it “Offline Assessment”. 

4. Hover over the Work Offline button and choose Download. 

 

5. Leave the options at the default settings and click 

on Submit. 
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Note: if you have difficulty opening the excel file, you can change the delimiter type 

to Comma to receive a CSV file instead. 

 

6. Click on Download and open the file in Excel. 

 

7. If you receive this message click on Yes. 

 
Note: if you have difficulty opening the excel file, you can change the delimiter type 

to Comma in step 5 above to receive a CSV file instead. 

 

8. In Excel enter/paste the marks.  Ensure they are entered 

as numerical values, not formulas. 
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9. Save your Excel file as a CSV file. 

 

10. Close Excel. 

 

11. In the Grade Centre hover over the Work Offline button and 

choose Upload. 
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12. Browse for your saved CSV file, 

select comma as delimiter type and click Submit. 

 
13. You will be given a preview of the data that will be 

uploaded, click Submit to confirm. 
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14. The marks will appear in the column in the Grade Centre. 
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The End 


