
Go to assessments- select 
grades from the dropdown 
menu



Select enter grades



Select “export”



Select options of
what grade items 
to be exported

Select user preference- note default 
is student user name
Can also select student last name 
and first name by scrolling down 
further on the page

After grade items have 
been selected- choose 
export to Excel file, 
then you should be 
able to download the 
file.


