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How Do I Do That? 
Uploading Coursework Marks into Grade Centre
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If you are wanting to upload marks into Grade Centre and the associated coursework is not submitted via Blackboard e.g. EDPAC marks, then follow this general procedure:
· Create a column in Grade Centre  
· Download an Excel file from Grade Centre 
· Insert marks into Excel file
· Upload into Grade Centre
 
1. Click on the Grade Centre > Full Grade Centre link in the control panel to access the grade centre  
2. Click Create Column to create a new column.  Enter a name and a Points Possible (normally 100).  Under Options, decide if you want to make the column visible to students. 
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3. Click on the Work Offline button, you will find this button in the top right hand corner of the screen.  Select ‘download’ from the contextual menu 
 
4. In the first section, select what you would like to download. If you are uploading marks for a single coursework event, then select this column from the dropdown list and check the ‘Selected Column’ radio button.
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5. Leave the other options as they are, and click the Submit button at the bottom of the page.
6. On the next page, click the Download button.  You may be given the option to choose a save location. Alternatively, the file may save automatically to your ‘Downloads’ folder, but that you should be able to open it from your internet browser’s taskbar at the bottom of the screen:
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7. Open the file, (save in a more convenient location if it is stored in your Downloads folder) and enter grades in to column labelled, COURSEWORK NAME [Total Pts: 100] XXXXXXX, where XXXXXX is a unique 6 digit reference code for the column. 
8. [bookmark: _GoBack]Save the file and upload into Grade Centre by Clicking on the Work Offline button
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Comma-delimited files ( CSV) have data items separated by commas. Tab-gelimited fles (TXT) are textfiles that have data items separated by tabs. Both are common types of
data files and can be opened in most editing software. Tab-delimited files can be opened in Hicrosoft Excel, but must be saved as TXT files. Comma-delimited fles needto be
imported for use in Excel and must be saved as CSV files. Saving the fle in another format will make the file unreadable by the system when uploading

Delimiter Type © comma @ Tab

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

8l save Location

Selectwhere to save the file.

Download Location ® Wy Computer
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