Preparing Blackboard Grades for upload to MyMadison
As of October 2009, the procedure for loading grades from a csv file downloaded from Blackboard to MyMadison has changed.  There are several steps that you must now complete in the Blackboard Grade Center. After the csv file is downloaded from Blackboard it must be opened with Excel, modified and saved again as a csv file with File, Save As… Screen shots are shown at the bottom of this document. 
Be sure the Weighted Total or Total column is accurately calculating the student’s grade. (You will use the Calculated Total column if you are weighting your grades or you will use the Total column if you are grading with total possible points. You can refer to the Blackboard Grade Center Scenarios Tutorial if you need more help using Blackboard to calculate the final grade.)

Step 1

Check your “Total” or “Weighted Total” column in the Blackboard Center.  This column must be set to “letter” grade in order for the upload to be successful. If the Total Column displays a score, follow steps 2 through 5.  If the Total column displays a letter grade, please proceed to step 5. 
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Step 2

Press the Double Chevron Button on the Total Column or Weighted Total and then select “Modify Column” from the pull down window.  
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Step 3 
Change the primary display of your Total Column or Weighted Total to “Letter”. 
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Step 4
Once the Total Column or Weighted Total has been changed to “Letter” it should contain grades instead of scores.   Check the grades in the column to make sure they are what you wish to upload to MyMadison. 
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Step 5 
1. Choose the Manage menu and then select Grading Schemas. 

2. Select the Modify button by the Letter schema option. 

3. Change the A+ designation to A and changed the Grades scored between X and 100% option to reflect the entire A range, since JMU does not recognize the A+ designation.

4. Select Remove Row to delete the other pre-existing A designation. 

5. Adjust the percentages in the two columns on the left-hand side of the Grade Center to match your grading scale. These percentages will apply to manually entered scores as well as Blackboard graded items. Please ignore the title System-graded items.

6. Utilize the Remove Row option to remove other +, -, or grade designations that you do not utilize in your course. 
7.  Click Submit and OK to return to the Grade Center.

Step 6

Select the Manage Button in the Blackboard Grade Center and then select “Download” from the pull down window options. 
[image: image5.png]@ Grade Center

Grades can be entered directly from the Grade Center page. To enter grades, click on the cell, type the grade value, and press the Enter key to subrit. Use the artow keys o the tab key
to navigate through the Grade Center. Use the contextual menus to modify column properties and access grade details.

40 Add Grade Colurn | Y Add Calculated Column | %] Manage | M Email © [[] Reports | [, Grade History
Current View: Full Grade Center *~ _Setas Defaut

© LastNare Frsthame [ username £ sm O avaioity 1 vtotsl ) weigntea Total £ 73test

[1|Dove Matt x_mattdove gof SmatViews by oo available B - 90,00
Grading Periods

0wt Dovestu 5_doverna B e 08 |Avalable B - 90.00

[0 | Mathiasstudent [Bruse < matihibp 999 Organize Grads Center P4 20 Available A - 0.00
T ShowfHide Users





Step 7
In the “Download Grades” page, select to download the “Total”  or “Weighted Total” column as illustrated below under Section 1.  Do not change any of the default settings under section 2.  Press the “Submit” button. 
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Step 8
A second “Download Grades” screen will appear with a “Download” button. Select this option 
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Step 9
A  Window should now appear with the option to open or save the download file.  Select the Open option.  Please note; Excel must be installed on the download machine for this option to function properly. 
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Step 10
You may get a warning about the downloaded file coming from a trusted source.  Pick “Yes”
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Step 11
Excel should open up with a spreadsheet that has columns A through G.   Expand each column to view the contents.  The format should look similar to the illustration below. 
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Step 12
The only columns required for the upload are “Student ID” and “Total” or “Weighted Total”.   To delete columns that are not needed in the upload, 1) select a column that is NOT “Student ID” or “Total”, 2) right click and select “Delete”.  
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Step 13
After the undesired columns are deleted, the spreadsheet format should look like the illustration below: 
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Step 14
The First Row, which has the “Student ID” and “Total…”  or “Weighted Total…” labels must be deleted. 
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Step 15 

Select the first row, right click and select “Delete” as illustrated below:
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Step 16
The spreadsheet should now only include Student ID and Grade information. 
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Step 17
The spreadsheet must be saved in a csv format.  Select “Save As” -> “Other Formats” as illustrated below:
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Select a location to save the file, give the file a name, and make sure that the CSV format specified in the illustration below is selected. 
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The file is now ready for uploading to MyMadison. 

WARNING: We recommend NOT changing or using the manually graded section. Grades could be calculated inaccurately. Setting the percentages under the grades scored between columns in step 5 will accurately display letters for manually entered scores as well as Blackboard scored columns.








In step 3 you will remove the original solid A row, since the A+ row was changed to A. Also use the Remove Row option to  remove other +,-, or grade designations that you do not utilize in your course. 





In step 3 you will change the original A+ distinction to an A and the 97 to the lowest solid A score on your grading scale.  Use the grades scored between area to change scales for other letter grades too. 








