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How do | Download Survey Results to an Excel Spreadsheet?

Survey results can either be exported into an Excel spreadsheet or printed from Blackboard.
This tipsheet will walk you through downloading your survey results.

1. While in your Blackboard Course, cIick.

Assessment

2. Click Gradebook.

Test Manager Gradebook -
Survey Manager radebook Views

Pool Manager Performance Dashboard /
ofcna Statigh* M P e Eagle-Warpgty Srstpma

-
Coordinator Training Evaluation

3. Click on the title of the survey.
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4. Click Download Results. [E3) Item Options: Coordinator Training Evaluativ’s

P ltem Grade List
View and modify users’ grades.

P} Item Detail

View detailed statistics for the Gradebook item. j

P Modify Gradebook Item
Madify the name. description, availability, and other propertie

P Assessment Attempt Details '
View attempt statistics for this item. }

< p Download Results
- Tesults. f

5. Select the type of delimiter you would like used to separate the data.

Select the delimiter type for the downloaded results j
Both are common types of data files and can be n'?
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6. Select the format of the results.

Format of results @ By User ) By Question and User
Attempts to download ' Only valid attempts @ All attempts

7. Select which attempts you would like to download.

Format of results @ By User © By Question and User
Attempts to download O Only valid attempts @ Al attempts

8. Click on the link Elick to download results |

9. Click to view spreadsheet. File Download X

Do you want to open or save this file?

@ j Mame: Coordinator_Training_Evaluationdownload. xls
1H Type: Microsoft Office Excel 97-2003 Worksheet:

Fram: blackboard.wepss.net

Open Save Cancel

I e I ‘while files from the Internet can be useful, some files can potentialy
o harm pour computer. |f pou do nat trust the source. do nat open ar
T zave this file. What's the risk?

10.1f you receive the following message, click .

Microsoft Office Excel

' The file wou are krying ko open, '"Coordinator_Training_Evaluationdownload[1].x1s', is in a different farmat than specified by the file extension. Verify
. that the Ffile is not corrupted and is from a trusted source before opening the file. Do vou want ko open the file now?
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You are now ready to view and manipulate the results as needed.
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