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How to Upload Scantron Scores to Blackboard Learn 9.1

The TTU Testing Center will send the instructor an email with the Excel file
containing the scores, along with several other informational files. Follow these
instructions to upload those scores to your Blackboard Course Grade Center.

Access Blackboard at www.blackboard.ttu.edu.

1. Open the Excel file (.xIs or .xlsx) containing the score information. Save it to
your computer.
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2. ldentify and delete the row(s) containing any students who have dropped the

course. Having these names in the file during upload will cause the upload
attempt to fail.
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3. Save the file As a .CSV (Comma delimited) file.

File name: scantron.csv

Save as type: | CSV (Comma delimited) (*.csv) v]
Authors: Greathouse, Karissa Tags: Add atag Title: Add a title Subject: Specify the subject

a. Click OK if you receive the following message.

e

The selected file type does not support workbooks that contain multiple sheets.

Llé. « To save only the active sheet, dick OK.
» To save all sheets, save them individually using a different file name for each, or choose a file type that supports multiple sheets,

OK I ’ Cancel

b. Click Yes if you receive the following message.

e

scantron.csv may contain features that are not compatible with CSV (Comma delimited). Do you want to keep the workbook in this format?

@ « To keep this format, which leaves out any incompatible features, dick Yes.
« To preserve the features, dick Mo. Then save a copy in the latest Excel format.
s+ To see what might be lost, dick Help.

] [ Help ]

4. In the .CSV file, delete all columns except “eRaider” and “PctScoreAsPct.” Do
not delete these columns in your original spreadsheet file. The eRaider field is
the unique identifier (key field) that Blackboard will use to match the score with
the correct student in the Grade Center.
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5. Rename “eRaider” to “Username”, and “PctScoreAsPct” to the unique name

of the test (i.e. “Exam 1”). Make sure that “Username” is all one word when you
rename the column. The test name can already exist in Blackboard, but it must

be empty of student scores — any score that exists in the column in Blackboard

will be overwritten by the score in the scantron spreadsheet. If the column does
not already exist, this upload process will create it.
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6. To upload the scores, open the Blackboard course and go to the Full Grade
Center in the Control Panel. Mouse over the Work Offline button in the top-right
corner and select the Upload option to begin the upload.

- - - - TETITLD

Create Column Create Calculated Column + Manage Reports

Upload

.  MoveToTop || Email Layout Position =~ | Order| aaAscending Download

Sort Columns By:
Grade Information Bar Last Saved:February 18 2014 10:03 AN
—
I~ Four Demao demod February 5, 2014 | Available
™ One Demo demot demol February 25, 2014 | Available
I~ Three Demo demo3 February 20, 2014 | Available
™ Two Demo demaoZ demo2 February 25, 2014 | Available
I~ |User Demo bb_demo_1121 February 25, 2014 | Available
Selected Rows: 0 4 | b
\o Merva Ta Toan Erail lran | anand

Continued...

Last Updated: 2/26/2014 Page 3 of 5



TEXAS TECH UNIVERSITY
Office of the Provost: Division of Undergraduate Education & Student Affairs
 Teaching, Learning & Professional Development Center-

7. Click the Browse My Computer button and locate the .CSV file containing the
scores to upload. Select the file and click the Open button. The Delimiter Type
can be set to Auto or Comma when uploading a .CSV file. Click Submit.

Upload Grades

To upload grades from external sources into the Grade Center, the external file must be formatted to synch external
data te the Grade Center data. Data is synched by using unique identifiers for each Student and each existing
Column.

Choose File

When uploading grades, first download the Grade Center, and then edit the file with the data to be uploaded. This will help
ensure that the data in the upload file is formatted correctly.
+ Aftach File
Selected File File Name scantron.csv

Mame oflinkto file  scantron.cev

Do nat attach

Delimiter Type @ Auto @) Comma @ Tab
Submit

Click Submit fo proceed. Click Cancel to quif.

8. In this example, the Exam 1 column did not already exist in Blackboard, so the
process will create it and upload the grades into that column. Click Submit. Note

that newly created columns will always be ordered to the far right in the Grade
Center.

Upload Grades Confirmation

Review the list below and seleet what to upload, then click Subrmit.

Upload Uploading Column Watch Grade Center Column Data Preview Messages

Exam 1 62,74,8062 Add Column

Click Submit to proceed. Click Cancel to quit.

Continued...
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Troubleshooting Tips — check the following tips if you encounter difficulties
during the upload process.
e Make sure you have removed the names of any students who have dropped
the course.
e |f astudent did not take the test, and their record is blank, it is helpful to
place a zero in the spreadsheet before uploading.
e Check that the eRaider column has been renamed properly — it must be
called Username.

Please contact the Blackboard Faculty Support Team at blackboard @ttu.edu if
you require assistance or if you have questions.
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