
1. To download your gradebook go to your classroom, Control Panel > Gradebook. Click on  

Work Offline and then select Download.  

 



2. Next screen make the following selections:  

o Data: Select Full Grade Center  

o Options: Delimiter Type--Tab 

o Save Location: Include Hidden Information--No 

o Submit.  

 



3. Click on Download. (NOTE: the right click option does not work) 

Note for Mac users: Try holding the control key down before clicking the download button. Then, click 

“Download.  

4. Click on save and save to your computer. Notice that the file extension is .csv and you will be  

able to open the .csv file in Excel.  

5. Name your file, for example, 2007WINTERENG01N1, and select Save to save the file on your  

hard drive.  

6. Click close.  

You can now open your file and make sure that all the data is correct. 

You are done! 

 


