
Downloading Grades 
 
To download a Blackboard course gradebook,  enter the desired course and click on the control 
panel.  In the assessment section click on “Gradebook.” 
 

 
 
From the options at the top of the page, click the “download grades” button.   
 

 
 
On the next screen, select the desired delimiter type.  For nearly all users, Tab is the appropriate 
choice.  Click the “submit” button to continue. 
 

 
Click the “download” button and then select “Save.”  You will now have to select a location to 
save the file to your computer. Save the file to an easy-to-find location.   The gradebook 
information is now saved in a comma separated value, or .csv file and can be opened with 
Microsoft Excel or other similar software programs.  


