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Exporting the Grade Center  

(working offline) 

1. From the Grade Center, click on the Work Offline menu drop down menu, 

select Download. 

2. From the Download Grades screen, under Options, accept the default 

values of Tab and No. 

3. A message appears saying the data has been saved to a file.  Click 

Download . 

4. Click Save As.   

 

5. Select a location to save the file.  You may change the file name. Click 

Save.  
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Import Text File Into Excel 

 

1. Open Excel. 

2. From the Data tab select From Text. 

 

 

 

 

 

 

 

 

 

3. Navigate to the location where you saved your file, select your file and 

click Import. 

4. The Text Import Wizard Appears, 

for Step 1 of 3 click Next. 
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5. Click Next on the Step 

2 screen of the Text 

Import Wizard .  (Under 

Delimiters Tab should 

be checked by 

default) 

 

 

 

 

 

 

 

 

 

6. Click Finish on the Step 

3 of 3 of the Text Import 

Wizard. 

7. An Import Data screen 

will appear click OK. 
 

 

 

 

 

 

 

 

 

 

8. Your Grade book appears.  The resulting spreadsheet looks like this: 

 


