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Save a copy of the document

[r;' Excel Workbook
H | Save the file as an Excel Workbook.
Excel Macro-Enabled Workbook

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

Excel Binary Workbook
Save the workbook in a binary file format
optimized for fast loading and saving.

Excel 97-2003 Workbook

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

Adobe PDF

OpenDocument Spreadsheet

Save the workbook in the Open Document
Format,

PDF or XPS

Publish a copy of the workbook as a PDF or
XPs file,

Other Formats

Open the Save As dialog box to select from
all possible file types.

ZeBYEC D

+] Excel Options | | X Exit Excel

ExcelFile[1] - Microsoft Excel non-commercial use

0 Wiew Acrobat
— _.-I .-I 4_|:ﬁ
i|-§"/"| =) Wrap Text General - ij‘; %Eﬂ _‘l__"ﬂ
]|§_§ = -3 Merge & Center - ||| $ = % # [|%8 ;% Conditional Format  Cell Inser
I : ~''| Formatting = as Table = Styles ~ -
| Alignment [5 Mumber ] Styles
E F G H

Choose “Save As”




ExcelFile[1] - Microsoft Excel non-commercial use

Home Insert Page Layout Formulas Data Review View Acrobat
=0 M ocut — . T ||| = ey T e : 11:1 %‘j':l =
_j 3 Copy Calibri 11 | &% A || = EI|-§'}_| =y Wrap Text General £ ‘ﬂ _‘l__"ﬂ ==
Paste ) B 7 U~ A~-|=E = =| = :=| - Merge & Center~ ||| $ ~ %, » || %2 .00/ Conditional Format  Cell Inser
S 2 Format Painter || U - - Al |25 2E|| 26 Merg | L S | o e soare |
Clipboard ] Font F] Alignment [5 Mumber ] Styles
C12 > K|
A C D E F G H
10314887 A 1
2 10271077 B 2
3 10310701 B 5
r
4 (10235734 A . :
5 0308912 F (x| Save As =
r | —
6 10235005  F @U'|l Desktop » v | 2 || search 1)
7 10308883 A
8 10303763 | B Organize ¥ 3= Views ~ [ New Folder
r
’ ,1ﬂ295349 A Size Type Date modified il
10 10235146 ¢ | Sgve grades as a tab-
11 10236673 C .. . udaora =
- delimited text file. You jiroue I
13 may be warned about
14 q . . athy Gates
- losing formatting. Click
16 ok. _
ublic
17 (M Computer | B
18 &, Local Disk () ) |
13 . Fujitsu * Computer
20 . Map = ) -
21
22 grades o v—
— Save as type: | Text (MS-DOS) v
24 swlGates Tags: Add a tag —_— |
25
26 _
+ Hide Folders Tools - Save ] [ Cancel

7




my B

Home @ Academic Administrator 2014 ~ Administrator 2014 | Advisor 2014 ;ags_ugyjm.-} Employee 2014  Student 2014  IT

The "Attendance” option in the drop-down list includes support for automated attendance tracking & as well as the Freshman Opoe =

Attendance Based Initiative /9 (FABI) program.

Course listing generated on 09/16/2014 at 2:47:28 PM. Number of sections found: 26.

MATH 121 COLLEGE ALGEBRA - SECTION 1 (OXFORD CAMPUS)

Number of students enrolled / waitlisted- 3 /0. ( More Info | Course Materials 7 )

Submit Midterm Grades or Upload Midterm Grades from Excel File 71 Help & )

Submit Final Grades or Upload Final Grades Excel File & (Help & )

Choose the

Set Blackboard Options
Class Roll - ﬂ appropriate
Upload Grades

View Changes madeinlast 10 ~ Days Option.

MATH 121 COLLEGE ALGEBRA - SECTION 2 (OXFORD CAMPUS)

Number of students enrolled / waitlisted- 7 10 { More Info | Course Materials (7 )
Submit Midterm Grades or Upload Midterm Grades from Excel File 7 ( Help & )

Submit Final Grades or Upload Final Grades from Excel File & (Help 9 )
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oad Grades from Excel File

|| Browse . | Upload File | Specify a tab-delimited text file with 3 columns: student number, grade, and (optionally) absences.

View | [STamTariews =l [ Export.]

Student Number Student Name Grade Status Grade Grading Scale Absences Meszages

Browse to your computer
and choose the file that
you just saved. Select
“Upload File.”

Spring Semester 2009-2010 Final Jour 102 Section 12

Submit Grades as In Progress or Complete

(@ Save as In Progress (' Post Grades as Complete

Submit Grades | [ View Help |

Grades do not become effective until they are submitted as COMPLETE! Mo further changes are allowed once grades are submitted as COMPLETE.
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Upload Grades from Excel File

|[ Browse... [ Upload File  Specify a tab-delimited text file with 3 columns: student number, grade, and (optionally} absences.

View [Standard View] |*| [Export]
Student Number Student Name Grade Status Grade Grading Scale Absences Meszages
10314387 In Progress A ABC 1
10271077 In Progress B ABC 2
10310701 In Progress B ABC 5
10235734 In Progress A ABC
10308912 In Progress F ABC 20 1
10239005 In Progress F ABC 20 A nOteS COIumn WIII appear
10308589 nProgess A AC here for midterm grades.
10303763 In Progress | ABC
10296349 In Progress A ABC
10235148 In Progress C ABC 2

Spring Semester 2009-2010 Final Jour 102 Section 12

% as In Progress or Com

(@ Save as In Progress (' Post Grades as Complete

Submit Grades | [ View Help |

Grades do no ubmitted as COMPLETE! Mo further changes are allowed once grades are submitted as COMPLETE.

The system will 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.”
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Upload Grades frtSv Excel File

|| Browse . | Upllﬁd File | Specify a tab-delimited text file with 3 columns: student number, grade, and (optionally) absences.

View [Standard View] =] [Export

Student Number Student Name Grade Status Grade Grading Scale Absences Meszages

10314387 Emity Cegielski A ABC 1 e uploaded as Complete.
10271077 Addizon Dent B ABC 2 Grade uploaded as Complete.
10310701 Claire Douglas B ABC 5 Grade uploaded as Complete.
10235734 Aevan Gibson A ABC Grade upleaded as Complete.
10308912 Merrill Lee Girardeau F ABC 20, Grade uploaded as Complete.
10235005 Caroline Ingram F ABC 2 Grade upleaded as Complete.
10308389 Danielle Lee Complete. A ABC Grade uploaded as Complete.
10303763 Austin Miller In Progress. ABC Pleaze provide due date and completion requirements for this | grade using the Online T Grade Assi ent Form availat
10296349 Jontarius Mosby Complete. ABC Grade uploaded as Complete.
10235148 Al Robbins Complete. ABC 2 Grade upleaded as Complete.

Spring Semester 2009-2010 Final Jour 102 Section 12

Submit Grades as In Progress or Complete

(" Save as In Progress  (+ Post Grades as Complete

Subri Grades | [ View el Pay close attention to any errors that are reported. If you
Grades d ot pecome effectve untitey are sibmied 55 <07 submit an | grade then you will need to provide the due date
and completion requirements using the Online | Grade
Assignment form available from the View or Submit Grades
screens in Class Rolls and Grades.




