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Introduction 
If you wish to export grades from the Blackboard Gradebook and into 
the AMS Gradebook, please follow the following instructions: 
 
Exporting Grades from Blackboard 
Step One: Login to the AMS and click the Blackboard link. 
Step Two: Go into the course section which contains your grades 
Step Three: Click on the Control Panel Button 
Step Four: Click on the Gradebook Export Link 

 

Step Five: Click the Download button and save the .csv file to a place 
that you will remember. 
 
Note: The graded event description in Blackboard must exactly match 
the graded event description in the AMS Gradebook. The AMS 
Gradebook event description has a maximum of six characters. So if 
your event description in Blackboard is longer than six characters, you 
must change the event description in Blackboard. To do this, go to the 
Blackboard Gradebook; click on the Event Description; select Item 
Information; change the event description title to six characters or 



less. (if you prefer not to change Blackboard, you can edit the data in 
the .csv file directly) 
 
Importing Grades Into the AMS 
Step One: Click on the AMS tab from Blackboard or login to the AMS 
directly. 
Step Two: Select your course section and click on the USMA Web 
Grades Link 

 

Step Three: Choose your section and click on Section Admin. 

 
Step Four: Choose import Grades from Blackboard 

 



Step Five: Browse for the .csv file your downloaded from Blackboard 
and then click Import. 

Step Six: If your import has no errors, you will get a message 
indicating that your upload was successful. If you have some errors, 
you will get an error report (see below). 

 

 

Step Seven: The process is completed. 


