Exporting the Grade Book as an Excel File
1. Select the Teach tab and from the Instructor Tools click Grade Book.
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2. Scroll to the bottom of the Grade Book and click Export to Spreadsheet.

¥our location: Grade Book

3. Inthe Export to Spreadsheet window, leave the defaults and click Export.
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4 Your location: Grade Book » Export to Spreadsheet

Export to Spreadsheet

Members to Export:
® all members

Columns to Export:
® wisible columns
O all calurmns

Export Format:

Select the keyboard element you want to use to separate member data in the exported file.
® comma-delimited

O Tab-delimited

Character Set:

Select a character set that is supported for your language by the software you want to use to view or edit the exported file,
® uUnicode (UTF-8)

O Unicode (UCS-2)

The File Download window opens.




4. Click Open.
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5. The content of your Grade Book opens in an Excel spreadsheet.
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6 |Last Mame Mark User Id Student 94 95 39
T |Last Mame Pablo User Id Student 97 94 38
8 |Last Mame Alexander User Id Student 99 97 39
9 |Last Mame Jeremy Userld  Student 93 95 39
10 |Last Mame Sara User Id Student 89 04 39
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12 |Last Name Angela  Userld | Student 95 96 29
13 |Last Mame |Kaitlin User Id Student 96 96 a8
14 |Last Mame Dana User Id Student 98 94 39
15 |Last Mame Max User Id Student 99 93 38
16 |Last Mame John User Id Student 94 97 38

6. Save the Excel file to your computer.



