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Exporting Grades from Gradebook into Excel 

You may wish to download your gradebook as an Excel spreadsheet for recordkeeping or other purposes. To 
download your gradebook, to an Excel spreadsheet: 
• Go to More on the Navbar and select Grades from the dropdown menu.  
• Click on the Export button. 

 
 
• Complete the export options, such as grade values, user details, and how you want names to be displayed on 

the sheet. 
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• You will also be prompted to Choose Grades to Export. Select grade items to include, such as quizzes, assignments 

and discussions. Note: The fewer items you select, the faster the export process will be. 

 
 
• At the bottom of the page, click Export to Excel.

 
 
• A window will appear showing that your gradebook is being exported as an Excel file. 
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• Once the export is finished, in the pop-up window, click on the Download button. 

 
 
• Once your file is finished downloading to your computer, you can edit it in Excel. 
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