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Downloading the Blackboard Learn Grade Center for Retention/EIS Upload

At the end of each semester faculty must download the Full Grade Center from Blackboard Learn and
keep for 5 years in accordance with the UNT Records Retention Schedules. Also, at the end of each
semester faculty must upload the student grades to EIS. If the Grade Center is maintained within
Blackboard Learn, the process to download the Grade Center and then upload to EIS will be minimal.

Steps:

1. Go to the Full Grade Center edtmode s: [N |

2. Click on Work Offline, then choose Download (right side of screen below the ‘
Edit Mode is ON)

an be typed directly in the

Filter  Work Offline.
Upload
Download

3. Choose Full Grade Center

Select Data to Download @ Full Grade Center

“ Selected Column | Weighted Total

o . Opti
4. Choose Delimiter Type — et
. . Choose either the tab delimited (.XLS) or comma delimited (.CSV) delimiter type to open the file directly in Microsof]
Comma, include hidden i
A . Delimiter Type @ Comma () Tab
information
. Include Hidden Information @ Yes @ No
5. Download Location — My Hidden information includes columns and users that have been hidden from view.
Computer

6. EIS Upload (only) — delete all columns except EMPLID or EUID and the Letter Grade Column
EIS Upload (only) — Save as a “.CSV” file and follow the instructions to Upload into EIS.
8. Records Retention — do not delete any columns and save the file as Excel Workbook.
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Best Practices:

e The academic department is required to maintain the documentation for a full 5 years.

o Create a Letter Grade column before you attempt to download the Grade Center information to
upload into EIS.

CLEAR Faculty Support : Release Notes: Blackboard Learn 9.1.11
Email: clearhelp@unt.edu Updated: April 8, 2013
Web: https://bbsupport.unt.edu © Blackboard, Inc.
Phone: 940-369-7394 UNIVERSITY OF NORTH TEXAS"

In-person: Chilton Hall 112C A green I|gh1 Togregfness_

Follow us on Twitter:@clearUNT



http://records.unt.edu/untrrs/107
http://essc.unt.edu/eis/docs/Faculty%20Center_9%200_Grade%20Upload.pdf

