
Exporting the Grade Book as an Excel File 
 

1. Select the Teach tab and from the Instructor Tools click Grade Book. 
 

 
 

2. Scroll to the bottom of the Grade Book and click Export to Spreadsheet. 
 

 
 

3. In the Export to Spreadsheet window, leave the defaults and click Export. 
 

 
 
The File Download window opens. 



4. Click Open. 
 

 
 

5. The content of your Grade Book opens in an Excel spreadsheet. 
 

 
 

6. Save the Excel file to your computer. 


