REVISED 10/08
Blackboard/Banner Gradebook Extraction

An automated process has been developed between the Blackboard Gradebook and
Banner that will extract both midterm and final grades from Blackboard and import them
into Banner. The “Gradebook Extraction” process will run twice daily during the
semester.

Please check the Registrar’s office site for grade submission deadlines
http://www.unco.edu/regrec/Calendars . If you cannot meet the posted deadlines
contact the Registrar’s Office, Vickie Haywood (970) 351-1846 or Joyce Hays (970)
351-1847 for information on when URSA grade submission will be available.

Faculty can opt into this process and if you wish to participate you need to follow the
steps outlined below. You will not have to submit grades through URSA if you use this
process.

1. Go to the course Control Panel.

Cormrmunication
# Course Tools

@ Control Panel
Quick Unenroll .
@ Refresh

@ Detail Yiew

2. Under Assessment, click on Gradebook
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Test Manager Gradebook

Survey Manager Gradebook Uie‘ws\
Pool Manager Performance Dashboard

Course Statistics Early Warning System



http://www.unco.edu/regrec/Calendars

3. In the Gradebook View Spreadsheet, click on Add Item.

BLACKBOARD A5SESSMENTS (BB 9525 SESSMENTS) » CONTROL PANEL » GRADEBOOE

[ Gradebook View Spreadsheet

o Add term [[Manage ltems  [3Z]Gradebook Settings éI@u"deightGrades

Sort Itemsﬁhsitiun V| GO Filter lterns by Category | All

4. You will be adding three new columns to your Gradebook.
a. Banner Mid-term Grade
b. Banner Final Grade
c. Last Attended Date

5. In Add Gradebook Item, complete the information for each column as shown below:

a. Banner Mid-term Grade

. S —
[AY Modify Gradebook Item
© Item Information

" ltem Name |Banner Mig-term Grade
— Use the drop down box to
Category Ciber ¥ €= select "Other" for Category

Description |

Creation Date  7/29/08

Due Date 0 [sep v [27 v (2008 %[
“ Points Possible g e Enter zero (0)
Display As Text ‘_ Use the drop down box to select
“Text" for Display As
@ Options
Select No for the first option to make this Gradebook tem uﬂainiab(e in My Grades. Select No for the second option to exclude this Gradebook item from Gradebook items
excluded from summary I are also excl from weighting. Also note that if some weighted items are included in calculations and other weighted ntems are not, prade weight calculations will
be skewed
Make item available to users. @Yes ONo

Include item in Gradebook score calculations. (O Yes @ No ‘_ Select No

© Submit
Click Submit to finish. Click Cancel to quit Click on Submit to add Banner
" Requirsd Field Mid-term Grade to the Gradebook

Cancel ) Subent )




b. Banner Final Grade

> SONTROL PANE, > GRADERCOK > ADO ORADEBOOK, (TEM
@ Add Gradebook Item
o Item Information
" Item Name Banner Final Grade
Use the drop down box to
Cotogory . ¥ %" gelect "Other" for Category
Creation Date 972208
Quelate [ [sep ¥][21 ¥ (2000 ¥ B
" Points Possible g Enter zero (0)
Display As Text V| A— Use the drop down box to
select "Text" for Display As
© Options
Sefect No for the first option to make this Gradebook item unavailable in My Grades. Select No for the second option to exciude this Gi k #em from i Gradebook items
fuded from Y are also from weig Nsomemlmmﬁummmﬂmmc&kmommmdlmmw grade wesght calcutations will
be skewad
Make item available 1o users. ®Yes Olo
Include item in Gradebook score calculations. ) Yes ®No ﬁ_ Select No
© Submit
Click Submit to finish. Click Cancel to qut Click on Submit to add Banner
* Required Field Final Grade to the Gradebook \
Gl ) (S )

c. Last Attendance Date

> SONTROL PANE, > GRADERCOK » ADO ORADEBOOK (TEM

@ Add Gradebook Item
© Item Information
" Item Name Last A Date
Use the drop down box to
Category
o Othr ¥ 4= gelect "Other for Category
Description 1 ) '
Creation Date  922/08
QueDate [ [sep ¥][21 ¥ (200 ¥ B
" Points Possible € Enter zero (0)
Display As Text ¥ €= Usethe drop down box to
select "Text" for Display As
© Options
SmmtutmﬁmmnmloMoMGMMlmmwenMyGlm Select No for the second option to exciude this G k #em from icutati Gradebook items
Y are also from weig Nso»muulmmmqndtmnmmmdmukuwemmmmedumnw grade wesght calculations will
be skom
Make item available 1o users. OYes ®No

nchuds i In Giadobiook séors catcilaions; GVes O, U — Select No for both options.

© Submit
' Click Submit to finish. Click Cancel to qut Click on Submit to add Last
* Required Fiekd Attendance Date to the Gradebook \

et ) CSbmk)




The columns have been added to the end of your Gradebook and should look like the
example below.

rer 1

Paper 1 Banner Mid-term Grade Banner Final Grade Last Attendance Date* Total Weighted Total

ignment  Assignment Other Other Other
ssible 0 Pts Possible 10 Fts Possible 0 Fts Fossible 0 Pts Fossible 0 Pts Possible 832
ht 0% Weight 0% Weight 0% Weight 0% Weight 0%

20 14.29%

When adding grades to the midterm and final grade columns make certain you
are using an alpha character (i.e. A, B, C, D, F, I, UW, S or U). The process will
not recognize numbers or percentages.

If an invalid grade value is entered (i.e. numeric values, NC, IP, W) an error will
occur and IT staff will be notified. Instructors will be contacted by the Registrar’s
Office to make the appropriate change in Blackboard. Once a correction is made
in Blackboard, the grade will be processed.

The correct grade mode for a class must be used; if invalid grades are entered
they will not be processed. Instructors will be contacted by the Registrar’s Office
so correct grades can be entered in Blackboard and processed.

Once a grade is entered in Blackboard and processed into Banner, it will not be
changed in Banner by making a change in Blackboard. You must follow the
Registrar’s Office grade change procedures to have the grade changed in
Banner.

Enter a date in the “Last Attendance Date” column (use the format mm/dd/yyyy,
for example 07/04/2008) only when a student stopped attending class during the
semester and is receiving a grade of “F” or “UW”. If you assign a grade of “UW”
and the student did not attend class do not enter a date.
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