Fastest Known Method for Blackboard Grading

***The point of using this method to grade is to cut down on the number of times you have to click back and forth while navigating through Blackboard (which we know can be quite slow).  Though it looks long, after one successful completion it will become rather easy and effortless. For answers to any questions of clarification email Mark Sandidge: sandidge.4@osu.edu 

1) When you are logged into your course and at the home page, go to your “Control Panel” which should be located on the left side of your screen in the “Tools” section.

2) Next, one of the sections (boxes) on the right side of the screen should be titled “Assessment”, within that box is a link to “Gradebook Views”, click it.

3) When you are in “Gradebook Views”, click on “View Grades by Item”.

4) Next, in the left-hand column under “Item Name”, choose the item you wish to grade, for example: “Portfolio 1”.

5) Once you click “Portfolio 1” and have access, on the bottom of your screen should be a link named “Download Results”, click on it.

6) Scroll to the bottom of the page, when you get there you should see “Click to download results”; click on this.

7) Depending on your computer, this next part may be different, but download the Excel document to your computer (your desktop is best).

8) When you open the document, you should see a list of your students’ names on the left.

9) If you click on a students’ response in the “Answer” column, you will see their answer appear at the top of your Excel document.  
10) In the “Manual Score” column, you can place their grade.

11) Once you are finished grading and have saved your work, return to the blackboard screen.

12) Click the “back” button just once so that you are on the “Item Options” page. 

13) At the top of the page, you will see a link labeled “Item Grade List”, click on it.

14) You should now see a page with all of your students’ names on the left-hand side and a column to the right titled “Override”.
15) In the column titled “Override” put your students’ grades from the Excel sheet in the empty boxes.

16) When you have entered the grades, scroll down to the bottom of the screen and click “Submit”.  Repeat this procedure for your other assignments.
