MOUNT ROYAL ACADEMIC DEVELOPMENT CENTRE

Upload Grades to Blackboard
From a Spreadsheet

If you have recorded your grades in a spreadsheet, you can put these marks into your grade center
by copying the marks into a spreadsheet and uploading it back to your grade center.

©
@ e
1. Open an Internet browser (such as Firefox or Internet Explorer )and type in

http://courseware.mymru.ca into the address bar at the top of your screen.

2. Type in the same user e Se—
name and password YOU | € 4 [“mmuc v o i mymacs 2t - C)[3 Googte 5 )

E

use for MyMRU. If you ®
have problems with your |

account login contact the
Help Desk; Blackboard,

3. Click the Login button. lea m

USERNAME

m

PASSWORD:

My Bb Courses System Admin

Add Module

Tools My Announcements y Courses
Announcements No Instituftion Announcements have been posted in the last Courses where you are: Instructor
7 days. HIST-1234 History of Mount Royal 201001
Calendar = e .
e T e HIST-1234 History of Mount Royal 201204 (unavailable)
Tasks posted in the last 7 days.
Nursing Course
Wy Grades more announcements. Instructor: Sam Testfaculty
Send E-mail Courses where you are: Teaching Assistant 3
9.4.6p1
User Directory My Calendar
HRES-3274-002 Recruitment and Selection 201201
Address Book No calendar events have been posted for the next 7 days.
4 TO e nte ra B I ackboa rd Master - Understanding Medical Terminology
- Personal Information
more calendar events
course click the course link|| s
My Tasks
under My Courses i Courses: Quick View
.
My Tasks
| Courses you are teaching
Chem-2201-001 8.0.475.0.prod 1
HIST-1234 History of Mount Royal 201001 festtask
testtask

HIST-1234 History of Mount Royal 201204 (unavailable}
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~ Grade Center : Full Grade Center

In the Screen Reader mode, the table is static and grades may be entered on the Grade Details page access:
selecting the table cell for the grade. In the interactive mode of the Grade Center, grades can be typed di
the cells. Use the arrow keys or the tab key to navigate through the Grade Center and the Enter key to sulJ
grade. |

HIST-1234 History of Mount #i
Royal 201204

Announcemen

Information &

Create Column Create Calculated Column ~ Manage ~ Reports v Filter Work Offline +

Upload

~» | MoveToTop | Email Sort Colui Download
Grade Information Bar Last Saved:March 8, 2012 B:57 AM
O |
i COURSE MANAGEME [ Temp Fonera - - 5 -
5- C“Ck Grade Center ~ Control Panel &l T Caherine . . N .
6. Click Full Grade Center} * == 0 Test sener o - - -
| » course Tools Selected Rows: 0 y n L
H H o T
7- ClICk Work Offllne. by Move To Top Email Icon Legend
. »  Evaluation
8. ClICk Download P Grade Center ¥ Course Tools Edit Rows Displayed
P Users and Groups P Evaluation
» Customization " Grade Centsr
Needs Grading
P Packages and Utilities Full Grade Center
Assignments
F Help Tests
P Users and Groups
P Customization 4
x Find:  multiple answer & Mext 4 Previous & Highlightall [7] Match case

My BD Coul All Courses
Download Grades -
~ HIST-1234 History of Mount Full or partial data can be downloaded from the Grade Center and saved to your computer or a Content Collection fol ce downloaded, grades can be
Royal 201204 changed and added offline and later uploaded to the Grade Center. In addition, you can edit comments accessed thr i ment feature or the
i Manually Override tab on the Grade Details page. More Help
Tests
Contacts
Cancsl
Tools
COURSE MANAGEMENT 1. Data
-
ol Select Datato Download Full Grade Center
b Files
Selected Column  weighted Total « [ Include Comments for this Column
» Course Tools =
@ User Infarmation Only
¥ Evaluation
¥ Grade Center
9 CI k S b 't Needs Grading
. IC u m I - Full Grade Center .
Assignments, 2. Options
Tests
Choose either the tab delimited (_XLS) or comma delimited (.CSV) delimiter type to open the file directly in Microsoft Excel. Select comma delimited for importing to
third-party applications that do not support Excel.
P Users and Groups
Delimiter Type © Comma @ Tab
P Customization - .
™ GTaue CENeET > L Graues rme—'

s = g

Download Grades
HIST-1234 History of Mount
Royal 201204

The data has been saved to a file. To download the file and work off line click Download to Open the file.
Announcements

DOWNLOAD

Information @

10. Click Download. Biog

COURSE MANAGEMENT

¥ Control Panel
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11. If you’re using Firefox, Opening gc_12345.201041_fullge_2010-08-12-10-4... [X) [ Lkt

ChOOSG to Open W|th ‘fou have chosen to apen < Do you want to open or save this file? Y
y
EX c el . =] gc_12345.201041_fullgc_2010-08-12-10-41- . . (
which is a: Micros; ice: Excel 97-2003 Workshe [z} ] Name: gb_export.csv
[H]

MYy, ca Type: Microsoft Excel Workspeet,

12. Click the OK button. el

what sh do with this file? From: courseware.mymre

Microsoft Office Excel {(default) ~ |

13. If you're using
Microsoft Internet Explorer,
click the Open button.

Always ask before opening this type of file

hiam your computer. f you do not trust the source, do not open or

@ While files from the Intemet can be useful, some files can potentialy
save this file. What s the risk?

14. You may get the following warning message, if you do click Yes.

N Microsoft Fyce = X
(o crosoft Exce -
el —
e Home Insert Page Layout Formulas Data Review View Developer @
o PR
= Cut <= . ! s 7 = AutoSum ~
j * (A Q| = =¥ S Wrap Text #ﬂ #ﬁ l;}ﬂ Ifl- ™ [ﬁ
= 53 Copy =2 — B Fill =
Paste . B 7 U~ ||[Iae A~ = Merge & Center ~ % % 9 ||%85 %8| Conditional Format Cell Insert Delete Format Sort & Find &
- # Farmat Painter l u- IE Il == l ||%a8 < Formatting = as Table = Styles = - - - (4 Clear ~ Filter = Select~
Clipboard Ia Font [ Alignment i Mumber Il Styles Cells Editing
W ® oA s
- £ | ¥

Microsoft Office Excel

15. Type in a heading(s) for the item(s) you have marks for.
16. Copy the marks for each student into the new columns (make sure the students are in the correct

order).
i 4
(i |
- Home Insert Page Layout Farmulas Data Revi
B & cut Calibri (0 gc_12345.201041 _fullgc_2010-03
- 153 Copy [
Paste X |]; I U v|| o Home Insert Page Layout Formulas Data Review View Developer
- - Format Painter
i - -
Ellphi & fient & B & cut Calibri -ln A AT [ = =] | Siwrap Text
H9 o P_t 53 Copy A
asie - - - - = -
- oy - f,| ' F Format Painter B I U - Il TSNS || 55 Merge & Center
Clipboard F} Font F} Alignment Il
A B C D E F
1 |Last Name First Nami Username Weighted Total |401£70 % B A LA
2 |Accetta Allyson student0l F2 - (2 fr| 44
3 |Aldaco  Clinton student09 A B c D E E G H \
el Buﬁan Nel;o_n stujemls 1T¥0Last Name First Nami Username Weighted Total | 401 Midterm
2 Su r" EaTﬂrme Siudenisz 2 |Accetta Allyson  student0l 44
avallaro Ku studen
: i 3 |Aldaco  Clinton  studentds 35
7 |Chausse Hillary  studentle .
3 |Dotts Sofia <tudentz0 4 |Buban Nelson  studentls 37
5 |Garr Loicel ctudentan 5 |Buhr Kathrine student2s 45
10 |Gimbel  Alejandra studentl0 6 |Cavallaro K"_”-t studentpﬁ &
11 |Gloster Qdessa student08 7 |Chausse Hlll_ary studentls Z
12 Gunkel Maricela student22 8 |Dotts SCI_fIE student20 g
13 Halligan Ted studento? 9 Garr Loisel student3o 37
14 |Hanford Nelson student05
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17. Click the Office button

gc_12345.201041 fullgc_2010-03-15-14-04-59.x/s [Read-Only] - Microsoft Excel

-
(or the Flle menu for older Page Layout Formulas Data Review View Developer Acrobat
. . =X cut == == =
Calibri w11 v AR == = Wrap Text General A i;;l‘ ﬁ g
versions of Office). T & ] | s .
o = .0 .00
P F Format painter || B ergm s conter || i il | R O S
Clipboard Ta Font [ Alignment (Fi Mumber [ Styles

18. Click Save As.

gc_12345.201041 fullgc_2010-03-15-14-04-59.xls [Read-O

Save a copy of the document
E;'_ Excel Workbook
BH

Save the workbook in the default file
format.

ﬁ;‘_ 3 Excel Macro-Enabled Workbook

Save the workbook in the XML-based and
macro-enabled file format.

ﬁ;‘ Excel Binary Workbook
Save As | ¢ | maea| Save the warkboaok in a binary file format
optimized for fast loading and saving.
Print » E : Excel 97-2003 Workbook

Save a copy of the workbook that is fully
compatible with Excel 97-2003,

i E T U@

View Developer Acrobat
%Wrap Text General <
| [ Merge & Center ~ | $ % | 0 2%
Alignment Ts MNumber (F]

19. Click My Documents.

Save in:

|E;| My Documents

v @ o X

20. Name the spreadsheet
(i.e. midterm).

21. Click Save.

@ My Recent EI midterm, txt

Documents

@ Desktop
My
Documents
My
Computer...

.d My Netwark
Places

File name:

midterm. txt

Save s type:

Unicode Text (= txt)

e

Cancel

22. Click Yes.

Microsoft Office Excel

midterm. txt may contain features that are not col

« To keep this format, which leaves out any iny
« To preserve the features, dick Mo, Then sa
« To see what might be lost, dick Help.

E with Unicode Text. Do vou want to keep the workbook in this format?

le features, dick Yes.
in the latest Excel format.

Cves | [

| [ e

\ midterm.tid - Microsoft Excel X
= ‘ e |_Inﬁt Pagiﬁyout For@las De\rﬁﬂer Aﬁat V' |Close
= %o = - H - = ? = 3 AutoSu
Calibri =* Wrap Text General 52 !
By | WA z
Paste B J U~ [ad & Center = - =0 .00 Conditional Format Cell Insert Delete Format Sort & Find &
- Format Painter | = | Fl | o ] >8] Farmatting * as Table » Styles ~ - - - &2 Qear - Filter = Select~
Clipboard ) Font ) Alignment 5 Mumber | Styles Cells Editing
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Download Grades

HIST-1234 History of Mount #i
Royal 201204

The data has been saved to a file. To download the file and work off line click Download to Open the file
Announcements

Information 8 DOWNLOAD

COURSE MANAGEMENT
Control Panel

Files

Course Tools

Evaluation

Grade Center

Users and Groups ' 4

Customization

Packages and Utilities «— OK

v w v wv w w w w 4

Help

24 BaCk in BlaCkboard’ :dEST’\Epdr:uiE(ts\tutnna\S\ﬁ ar(hwE\i— & Net 1 Previous £ Highlightall [F] Match case
click the OK button. - -

o Grade Center : Full Grade Center

HIST-1234 History of Mount In the Screen Reader mode, the table is static and grades may be entered on the Grade Details page accessed |
Royal 201204 selecting the table cell for the grade. In the interactive mode of the Grade Center, grades can be typed dire
cells. Use the arrow keys or the tab key to navigate through the Grade Center and the Enter key to submit a §
More Help

Announcements

25. Click Work Offline. rformalion @
26. Click Upload. e
27. Click Browse My

Create Column Create Calculated Column + Manage ~ Reports Filter Work Offline +

Upload

~»  MoveToTop | | Email Sort Columns By:| | gyg(! Download
Computer. o —
E | astHame First Name 110330
28. Click the file you saved| " """ B Tem Robera
H - Ceie e 1 Tempo Catherine
n Step 21 ) » Files [ Test Jennifer
29 CliCk open. } Course Tools Selected Rows: 0 < m D
. N P Eraision % Move To Top Email Icon Legend
30. Click Submit.
g Cemer Edit Rows Displayed
P Users and Groups

File Upload

Loak in: | =) My Documents v| Q T o M-
T des
L iFﬁ.ﬂ.ss@nment l.pptx )
7 '] Ta—— m external sources into the Grade Center, the external file must be formatted to synch external
e nter data. Data is synched by using unique identifiers for each Sty and each existing
Iy Recent e
Documents °
Desktop
) rades, first download the Grade Ceng it the file with the data to be uploaded. This will help
My Documerts ta in the upload file is formatted c
Browse My Computer Browse Course
| [ File Name midterm.txt
Mame oflinktofile  migterm.txt
My Computer
MRDT215326 o Do notattach
= @ Auto @ Comma @ Tab
g File name: |midterrn.txt w | Cpen ]
My Network | Flesoftype: | Al iles v| [ cence |
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Upload Grades Confirmation

HIST-1234 History of Mount 4 Review the list below and select what to upload, then elick Submnit.
Royal 201204

Announcements

Information B Cancel
nments
. Uploading Grade Center Data
Upload & Matcl Message
31 Cl . k S b .lt i Column Tzt Column Preview {IessaEes
. LlIC ubmit.
Weighted Total (5 Weighted Total - Update Name; Automatically calculated Gata will not be uploaded
1-03-30 (V] 11-03-30 - Update Name; No Data Updates E
COURSE MANAGEMENT Research Q Research - Update Name; Mo Data Updates
Essay Essay
-
Control Panel Essay test @  Essaytest R Update Name; No Data Updates
b Files
Quiz 1 Q Quiz 1 - Update Name; Mo Data Updates
»  Course Tools
= test1 (/] test! - Update Name; Mo Data Updates

¢ n

Total Grades Uploaded:3 Q

New Columns Added:midterm,
Column Name Edited:Weighted Total ,11-03-30 ,Research Essay ,Essay test Quiz 1 test1 ;test? class discussion test1 ,Blog

HIST-1234 History of Mount fif TR s

Royal 201204

Announcements

Grade Center : Full Grade Center

Information B8

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 of the Grade Center, grades can be typed directly in
the cells. Use the arrow keys or the tab key to navigate through the Grade Center and the Enter key to submit a
grade. More Help

32. You still need to set the
points possible.

Click the down arrow
beside the column you

Create Column Create Calculated Column w Manage Reports Filter ‘ork Offline +

mn

»  MoveToTop | Email Sort Columns BY:| | ayout Position Order:| 4a=d

. R i
Informatlon- Customization ¥ |abimedoon Email Edit Column Information

Packages and Utilities Set as External Grade

H ~ Control Panel
Im ported . Grade Information Bar Last Saved:March 8, 2.
b Files o
»  Course Tools =
1 Temp Roberta -- 8.00 v
i Quick Column Information
b Evaluation ] Tempo Catherine -- -- v
View and Add Alignments
33. Click Edit Column i e — B - ’ g
) P Users and Groups S_elected Rows: 0 d View Grade History
»
»
»

Help Show/Hide to Users

34. Scroll down.

35. Click the Primary
Display.

% Indicates a required field. Cancel

Tools

36. Click Score. Biog

1. Column Information

4 Column Name migterm
. - @ Blackboard Learn - Moxzilla Firefox
37' Type In the POInts File Edit View Higtory Bookmarks Tools Help
i Blackboard Learn + R o 3
| .
\(_.j'é [ 3 mymru.ca | netps://cluster-test mymru.ca/webapps/portalsframesetjspitab_tab_group_id=_82_1&url=52Fwebap; 77 ~ @] 8~ Google Alln

38. Click Submit.

» Help “|Path: body
Primary Display
using the selected formaf. Grades display in this format in both the Grade
Text
Percentage
Letter
Secondary Display Complete/incomplete
HIST round
HIST Letter ade Center only.
Category o Category
+ Points Possible 10
Associated Rubrics A Buh =
x  Find:  multiple answer & Met 4 Previous & Highlightall [_] Match case
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