
Load students 
before 1st

assessment

Manage teams 
and students 

between 
assessments

Quick-Load from Blackboard:

This presentation will walk you through two methods to export from Blackboard
depending on whether you have placed students in Blackboard Groups or not.  
Then it shows how to manage teams and students after the initial load.
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❖ Loading Student Information from Blackboard Gradebook Export
❖ Loading Student Information from Blackboard Groups Export
❖ Managing Students Using the Manage Teams Feature



Steps to 
Load 

Students

4. Assign 
Teams

Finally, open Manage Teams to assign students 
to teams.  If needed, reassign students to 
teams for each assessment, or add and remove 
students from the class.

3. Import 
Students

On the Class Details page, open Import Data 
File.  Select the import type and data file name 
then Submit. You can review the data as it is 
before confirming the import.

2. Create 
Class

In PeerAssessment.Com, press Create Class 
then fill in the information.  Press Save to start 
importing  the students.

1. Export 
Gradebook 
or Groups

In Blackboard, open the Gradebook or the 
Groups feature. (Use Groups if you have put 
students into teams using Blackboard Groups).  
Follow directions in the appropriate slides

Quick-Load Students from Blackboard
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Steps to 
Load 

Students

• Gradebook instructions start on page 3
• Groups instructions start on page 6



Step 2. Select Work Offline > Download

Blackboard Menu

Step 1. Open the Grade Center within Blackboard

Blackboard Gradebook Export (steps 1-3)

Step 3. Set parameters (below) and press Submit

User Information Only

Delimiter Type = Comma

Hidden Information = No
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Note: different 
Blackboard versions 
may have different 
menu options



Step 4. Locate downloaded file   gc …… .csv

File contents look 
like this.  You do not 
need to open it.

Blackboard Gradebook Export (steps 4)
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Step 5.  Import File into PeerAssessment.Com on Class Details Page

Select the correct email domain for 
your students (after the @)

Select Blackboard Gradebook Export

Select file from Blackboard

Blackboard Gradebook Export (step 5)

Blackboard Gradebook Export

Gc … .csv

➢ Excel Spreadsheet—CSV (Comma Delimited)
➢ Blackboard Gradebook Export
➢ Blackboard Groups Export File
➢ Canvas Gradebook Export
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Continue on
Page 9



Blackboard Menu

Generates 
Email 
message

Step 1. Assign your students to Groups  within Blackboard  
(See Blackboard instructions for this step)

Blackboard Groups Export (steps 1-2)
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Groups and group members

Include header row

Step 2. Set parameters (below) and press Submit



Step 3. Locate downloaded   …._groupmembers.csv    file

File contents look 
like this.  You do not 
need to open it.

Email message generated by Submit

Blackboard Groups Export (step 3)
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Step 4.  Import File into PeerAssessment.Com on Class Details Page

Select the correct email domain 
for your students (after the @)

Select Blackboard Groups Export

Select file from Blackboard

Blackboard Groups Export (step 4)
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Class Details Page

Last Step. Review data: Confirm & Import

Blackboard Export (last step)
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Assessments Page

Managing Teams and Students after Loading the File

Use Manage Teams to adjust your Teams & Students
a. Assign students to teams if Teams were not in your Load File
b. Add/Edit/Remove students as enrollments change
c. Between Assessments, change the teams and team rosters

In this example, 
Assessment 1 
includes 8 students, 
placed in 2 teams, 
with 2 students 
Unassigned.
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Manage Teams page

Managing Teams and Students
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i. Create Teams to enter the 
team names 

ii. Assign Students to select 
each student’s team from 
the dropdown.

iii. Save Team Assignments

Use Manage Teams to:
a. Assign students to teams if Teams were not in your Load File
b. Add/Edit/Remove students as enrollments change
c. Between Assessments, change the teams and team rosters



Use Manage Teams to:
a. Assign students to teams if Teams were not in your Load File

b. Add/Edit/Remove students as enrollments change
c. Between Assessments, change the teams and team rosters

ii. Select Student to 
edit or remove

iii. Save or Remove 
from Class

ii. Add New Student 
to Class 

iii. Enter information.
iv. Save
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Use Manage Teams to:
a. Assign students to teams if Teams were not in your Load File
b. Add/Edit/Remove students as enrollments change

c. Between Assessments, change the teams and team rosters

Tip for Iterative Assessments

It’s easy to create multiple iterative assessments to check-in on teams periodically during a 

project.  These check-ins usually involve the same questions, emails, and teams. The way PA 

works is, when you create a new assessment, it copies over the questions, emails and teams 

from the previous assessment.  

To create iterative assessments, start by setting-up the first assessment completely—

prepare the questions, emails, and teams, plus set report distribution and special 

instructions. Then click ‘+ New Assessment’ for as many more assessments as you will need-

- each is identical to the prior one. Finally, fill in the dates/times for each and you are done!

Or with longer team projects, you can keep 
teams intact to conduct iterative assessments.  

With short-term group assignments, you can mix 
up team membership between assessments.
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