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

Work Offline and then select Download.

@ Grade Center: Full Grade Center v|

In the Screen Reader mode, the table is static and grades may be entered on the Grade Details page accessed by selecting the table cell for the grade. In the interactive mode of the
Grade Center, grades can be typed directly in the cells. Use the arrow keys or the tab key to navigate through the Grade Center and the Enter key to submit a grade.
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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.

Full or partial data can be downloaded from the Grade Center. Once downloaded, Grades can be changed and added offline and later uploaded to the Grade Center. Data can be
as tab delimited or comma delimited files. D ‘can be saved on a local computer orin a Content Collection folder. More Help
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Select Data to Download @ Full Grade Center

(7) Selected Grading Period  Week_1

(7) Selected Column  Conversation + [] Include Comments for this Column

(7) User Information Only
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Comma-delimited files (CSV) have data items separated by commas. Tab-delimited files ( TXT) are text files that have data items separated by tabs. Both are common types of
data files and can be opened in most editing software. Tab-delimited files can be opened in Microsoft Excel but must be saved as .TXT files. Comma-delimited files need to be
imported for use in Excel and must be saved as .CSV files. Saving the file in another format will make the file unreadable by the system when uploading.

Delimiter Type () Comma @ Tab

Include Hidden Information () Yes @ No
Hidden information includes columns and users that have been hidden from view.
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Selectwhere to save the file.
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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, 2007WINTERENGO1N1, 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!



