Exporting BB grades to an MS Excel File on your Windows computer
[bookmark: _GoBack]Updated 12/7/2011
1. In the BB course open the “Full Grade Center”
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2. Hover the mouse over the “Work Offline” button and select “Download”
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3. Use the default options and click “Submit”
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4.  It is now saved as file in BB, you need to copy to your computer. Click the “Download” button.
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5. Us the down arrow to select “Save As”
[image: ]
6. Select a location on your computer
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7. Open the file and you get the following message box. Click “Yes”.  (In Windows you can probably just double-click the file name in the file explorer as it is associated with Excel) [image: ]
8. Within Excel, save as an “Excel Workbook”
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Do you want to open or save ge_thurg-ECE495-Design1_fullge_2011-12-07-15-59-02.xls from bb.clemson.edu?
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File name:  gc_tburg-ECE495-Design]._fullgc_2011-12-07-15-59-02

Save as type: | Microsoft Excel 97-2003 Worksheet
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‘The file you are trying to open, junk.xis' is n a different format than specified by the file extension. Verify that the file s not corrupted and is
from a trusted source before opening the file. Do you want to open the file now?
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In the Screen Reader mode, the table is static and grades may be entered on the Grade Details page accessed by selecting the table cell for the grade. In the interactive mode of the Grade Center, grades can
be typed directly in the cells. Use the arrow keys or the tab key to navigate through the Grade Center and the Enter key to submit a grade. More Help.
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Comma-delimited fles (.CSV) have data items separated by commas. Tab-delimited files ( TXT) are text fils that have data items separated by tabs. Both are common types of data fles and can be
‘opened in most editing software. Tab-delimited files can be opened in Microsoft Excel but must be saved as TXT files. Comma-delimited files need to be imported for use in Excel and must be saved
as .CSV fles. Saving the file in another format will make the file unreadable by the system when uploading.

Deimiter Type © Comma @ Tab

Include Hidden Information © Yes @ No
Hidden information includes columns and users that have been hidden from view.

‘Select where to save the fle.
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‘The data has been saved to a file. To download the fle and work offine click Download to Open the file.
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