
EXPORTING GRADES FROM BLACKBOARD TO MYOLEMISS

To export grades from Blackboard, there are five steps that you will need to follow. 

1. Create/Set a column that has the letter grade to be assigned.

2. Download the Grade Center column.

3. Clean up the spreadsheet in Excel.

4. Upload the file to my.OleMiss.edu.

If you have questions about this process, call FTDC at 915‐7918 or e‐mail ftdc@olemiss.edu. 

SET FINAL COLUMN FOR LETTER GRADE

You have two options for designating a letter 

grade column, (1) change either the Total or 

Weighted Total column to reflect letter 

grades or (2) create a new column to enter 

the letter grades. 

1. Edit the Total or Weighted Total

column by clicking on the down arrow

and choosing Edit Column

Information.

2. In the Primary Display, choose Letter.

3. Submit.

Edit Total Column 

·lE- Indicates a required field. 

1. Column Information 
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Grade Center : Full Grade Center 
l1/hen screen reader mode is on the table is static, and grades may be entered on the Grade Details pa.ge, accessed by selecting the table cell for the 
mode is off, grades can be typed directly into the cells on the Grade Center page. To enter a grade: click the cell, type the grade value, and press the 
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When screen reader mode is on the table is static, and grades may be entered on the Grade Details pag 
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DOWNLOAD THE SPREADSHEET FROM BLACKBOARD 

1. Choose Download from the Work Offline dropdown menu. 

2. Choose Selected Column, and then in the drop‐down choose the column with the final letter grade. 

3. Choose Tab and Yes to Include Hidden Information. 

4. Submit. 

5. Choose Download, Save, and choose the location to save the file, such as the Desktop. Save. 

Grade Center : Full Grade Center 
When screen reader mode is on the table is static, and grades may be entered on the Grade Details page, accessed by selecting the table cell for the grade. 
When screen reader mode is off, grades can be typed directly into the cells on the Grade Center page. To enter a grade: click the cell, type the grade value, and 
press the Enter key to submit. Use the arrow keys or the tab key to navigate through the Grade Center. McoreJJ.elp 
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Icon Legend 

Full or partial data can be downloaded from the Grade Center and saved to your computer or a Content Collection folder. Once downloaded, grades can be 
changed and added of/line and later uploaded to the Grade Center. In addition, you can edit comments accessed through the Quick Comment feature or the 
Manually Override tab on the Grade Details page. !efq,:,,_I:f~/p 

Cancel 

1. Data 

Select Data to Download 

Include Comments for this Column 

2. Options 

Choose either the tab delimited (XLS) or comma delimited (.CSV) delimiter type to open the file directly in llficrosoft Excel. Select comma delimited for 
importing to third-party applications that ~ eel. 

Delimiter Type ~ om~ 

Include Hidden Information @ Yes No 
• formation includes columns and users that have been hidden from view. 

Download Grades 



CLEAN‐UP THE SPREADSHEET IN EXCEL 

1. Open the file. 

2. Delete all columns except Student ID and the grade column. Delete the column headers as well. 

3. Place Student ID in the first column. 

4. Place the grade in the second column. 

5. If you wish, place absences in the third column. Absences are optional. 

Opening gc_T raining_ Test_ Course_S_colu mn_2014-09-16-14-14-56.xfs 

You have chosen to open: 

~ gc_Training_Test_Course_5_column_2014-09-16-14-14-56.xls 

w hich is: Microsoft Excel 97 -2003 Worksheet 

from: https://blackboard. olemiss.edu 
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6. Choose File ‐> Save As. 

7. Save grades as a tab‐

delimited text file. You may 

be warned about losing 

format. Click ok. 
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UPLOAD THE FILE TO MYOLEMISS 

1. In my.olemiss.edu, choose Faculty → 

Course Administration → Class Rolls and 

Grades. Choose the appropriate 

semester and Submit. 

2. Choose the appropriate Upload Grades 

option. 

3. Browse to your 

computer and 

choose the file 

that you just 

saved. 

4. Select Upload File. 

5. The system will fill 

in student name, grade 

status, and grading scale. 

6. Check the results and 

optionally make any 

changes to grades or 

absences. 
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The system w ill fill in student name, grade status, and 
grading scale. Check the results and optionally make any 
changes to grades or absences. Once you are satisfied, 
select In Progress or Complete and press "Submit Grades." 

https://my.olemiss.edu


7. Once you are satisfied, select In Progress or Complete and press Submit Grades. 

8. Pay close attention to 

any errors that are 

reported. 

9. If you submit an 

I‐grade, then you will 

need to provide the 

due date and 

completion 

requirements using 

the Online I Grade 

Assignment form 

available from the 

View or Submit 

Grades screens in 

Class Rolls and 

Grades. 
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Pay close attention to any errors that are reported. If you 
submit an I grade then you w ill need to provide the due date 
and completion requirements using the Online I Grade 
Assignment form available from the View or Submit Grades 
screens in Class Rolls and Grades. 


