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Fall 2015 

Introduction 
To export grades from the Blackboard Grade Center and import them into 
 the AMS Gradebook, please do the following: 

Exporting Grades from Blackboard 

 Step One: From the Course Management menu in your Blackboard course,
 under Grade Center, choose Full Grade Center. 

 Step Two: On the upper right of the Full Grade Center window, click on
 the Work Offline button, and choose Download. 

tep Four: Click on the Gradebook Export Link 
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Step 3: In the Download Grades window (next page), select the column you want to download, if checked, un-check comments, set the delimiter type (comma is usually best), choose My Computer as the save location, and click Submit.
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Step 4: Choose open from the download dialog, and in Excel, delete all Sheet Columns but First Name, Username and Total Pts. Delete Sheet Row 1, containing all headers. 
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Importing Grades Into the AMS 
Step One: Login to the AMS at https://apps.usma.edu/. 
Step Two: Select your course section and click on the USMA Web Grades Link 

 Step Three: Choose your section and click on Section Admin. 
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Step Five: In the first row of Column A, type in the Course ID, select the rest of the active cells in the column and choose Fill Down, replacing all first names. Do the same for Column D using the AMS event ID, e.g., TEE for Term End Exam. The AMS Sequel database requires six characters in this field, so the example of TEE would actually be TEE and three typed spaces. Please Note: Your Total Pts. column will reflect actual scores instead of zeros. Save the CSV file; it is now ready for import into AMS.
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Step Five: Browse for the .csv file you downloaded from Blackboard, configured
according the instructions in the first part of this document, and then click Import. 

Step Six: If your import has no errors, you will get a message indicating that your upload 
was successful. If you have some errors, you will get an error report (see below). This will

 

 

 

Step Seven: When no error is received, the process is completed. 

 
Step Four: Choose import Grades from Blackboard 
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usually require adjusting the CSV file (correcting the event name or the Course ID, etc.)
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