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Downloading/Uploading A Single Grade Column

1. On the course Control 
Panel, click the Grade 
Center link and select Full 
Grade Center.

Note:  If you have an 
existing online activity and 
column, find its ID.   Click on 
the column’s action link and 
select Quick Column 
Information to see the 
Column ID.  Skip to step 4.

Instructors may want to grade a single test or assignment offline and upload grades to 
a column in the Grade Center.  The Column ID in the Grade Center and the Excel 
spreadsheet must match.  If the column is for an activity that was not completed online 
in Blackboard, you need to first create a column and column ID for it. This example 
downloads a blank column to a spreadsheet into which you can add the grades and 
then upload them back into the column you created.

If you have an existing online activity/column for which you want to download grades 
and then upload them back into the same Grade Center column, this is the same 
process – though you can skip past creating the new column and Column ID.  You still 
need to confirm that the column IDs in both spreadsheet and the Grade Center match, 
especially if you created a new column in your spreadsheet.
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2. For an offline activity, create 
a new column.  On the Full 
Grade Center page, click 
the Create Column button.

On the Create Grade 
Column page,  complete the 
desired fields.  If you have a 
category for a weighted 
group, select it.  You can 
also set these fields later. 
The most important thing is 
to set up the column so it 
generates a column ID.

3. Click the Submit button.

The new column now 
appears in the Grade Center 
with no grades.  
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4. Click the Work Offline 
button at the top right of the 
Grade Center.  Select 
Download file.

5. On the Download Grades 
page, section 1. DATA, click 
the Selected Column 
option.

A drop-down list of the 
Grade Center columns will 
display. 

6. Click the desired column.

7. In section 2. OPTIONS, 
select the delimiter type (csv
recommended.)

8. In section 3. SAVE 
LOCATION, select My 
Computer and click 
Submit.  

9. On the Download Grades 
page, click the Download 
button.
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10. You will be asked to open or 
save the file.  You may want 
to save and rename it.  It will 
open in Excel.

11. When you open it in Excel, 
you should see the Username 
and related information (Last 
Name).  You’ll also see the 
column into which you’ll enter 
the scores.  Notice the 
Column ID is listed next to the 
column name.

Enter the score for each 
student.

12. Save the new file excel as a 
csv.

13. Back in your course, click on 
the Work Offline button
again.  Select Upload file.
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14. On the Upload Grades 
page, attach the file and 
click the Submit button.

15. The Upload Grades 
Confirmation page 
displays.  Verify that you 
have a green checkmark in 
the Match column.  Note 
the Data Preview.  If it 
looks correct, click the 
Submit button.

16. The Grade Center column 
displays with the entered 
grades.  


