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Go to assessments- select
grades from the dropdown
menu
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Enter Grades Manage Grades Schemes Setup Wizard

More Actions w

Select enter grades
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Export Switch to Standard View Mo

View By:  User Apply

Q, Show Search Options

Select “export”
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Export to CSV Export To Excel

Email
Section Membership
Group Membership

Choose Grades to Export

Grade ltem

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

Type

Midterm percentage @) Calculated
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v Points so far @ Calculated
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+« Lab: The box Numeric
« Lab: Metric system Numeric

Select options of
what grade items
to be exported

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



