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Grade Extract – Opening – Using Access 
 

Adding the Grade Extract File to Access 
 

1. Download the grade extract CSV file from your FTP access point. 

2. Open in Excel and save as .xlsx (this is necessary because faculty have item names with punctuation that 

breaks the import process to Access). 

3. Open Access > External Data > Excel. 

 
4. Click OK. 
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5. Choose the sheet that contains the data. 

 
6. Click Next. 
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7. Be sure to choose “First Row Contains Column Headings” 

8. Accept defaults and click Finish 

 
9. You can choose to “Save import steps” as well as create an Outlook Task to remind you to complete this 

on a regular basis.  
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Once you have your data imported successfully you can build the same type reports that you are used to using in 

Excel to check grades.  

The code for the main query is:  

 

 

SELECT Sheet1.[User ID], Sheet1.[Last Name], Sheet1.[First Name], 
Sheet1.Email, Sheet1.Availability, Sheet1.[Bb Last Login], Sheet1.[Course 
Last Access], Sheet1.[Course ID], Sheet1.Type, Sheet1.[Points Possible], 
Sheet1.[External Grade Indicator], Sheet1.[Display Column Name], 
Sheet1.[Grade Indicator], Sheet1.Grade, Sheet1.Score, 
Sheet1.Percentage, Sheet1.Letter 

FROM Sheet1 

WHERE (((Sheet1.[User ID]) Like "27*") AND ((Sheet1.[External Grade 
Indicator])='Y') AND ((Sheet1.[Grade Indicator])='N')); 
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