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Export the Blackboard GradebookExport the Blackboard GradebookExport the Blackboard GradebookExport the Blackboard Gradebook  

1. Enter the course  
2. Enter the Control Panel  
3. Select the Gradebook  
4. From the button bar select Download Grades  
5. Next to "Delimiter Type" select Tab the click Submit  
6. Click Download to save the file to your PC  
7. Save your gradebook to a designated folder on your PC. 

Note: The file name will default to gb_export.xls. As a best practice change 

the name of this file to eliminate overwriting (ex: 2007SU_CIS111_gb.xls)  

8. Open your gradebook in Microsoft Excel.  

 
Collect Student's WorkCollect Student's WorkCollect Student's WorkCollect Student's Work    

If you used the Assignment ManagerAssignment ManagerAssignment ManagerAssignment Manager feature for homework submission, follow these 

steps to download all of the files:  

1. Go to the Control Panel > Select the Gradebook Link  
2. Click on the Column Name of the Assignment.  
3. On the Item Options page, click Item Download > Click Check All  
4. Click Submit. All of the files submitted for that assignment will be packaged in 

a .zip file.  

5. Click the "download assignments now" link and select Save in the File 
Download Box  

6. Save the file to your disk or hard drive.  
7. Repeat steps 1-8 for each assignment  

 
Saving CoSaving CoSaving CoSaving Course Statisticsurse Statisticsurse Statisticsurse Statistics  

1. Enter the course > Select the Control Panel  
2. Select the Course Statistics Link  

3. Select the type of Report and Filter Options  
4. Click the Submit button  

5. Click the Export Data button from the button choices  
6. Click OK > Click Save  
7. Select the folder on your computer for which you wish to store the Excel 

spreadsheet and click Save. The default file name is stats.csv. (As a best 

practice change the name of this file to eliminate overwriting (ex: 

2007SU_CIS111_stats.xls)  

8. View your Course Statistics in Microsoft Excel.  

 


