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How do I download my Grade Center if I am using a Macintosh system?

1. On the main page

of the course you
are teaching,
click the Control Cotas

Panel. Information
Staff Information

Announcements

Course
Documents

Assignments
Communication
Discussion Board
External Links

Tools

k4 Course Map
(%) Control Panel I

(@) Refresh
@) Detail View

2. Click the “Grade User Management

Center” link on List / Modify Users Remove Users from Course
the Control Panel Enroll User Manage Groups
under the sub- o
ssessment
‘I?eader " Test Manager
Assessment”. Survey Manager Performance Dashboard
Pool Manager Early Warning System

Course Statistics

]

Support Contact System Administrator
Manual Quick Tutorials
3. Mouse over the %/ Manage Mz Email
text of the Upload
Manage icon to Download
display its sub- Categories
menu and select Sa i ioRs

Download”. Grading Periods

Grading Schemas
Organize Grade Center
Show/Hide Users




A form is
displayed that
allows you to
select what data
you want from
your Grade
Center. If you
want your Full
Grade Center
without hidden
information, skip

@ Data

Select Data to Download @ Fy|l Grade Center

") Selected Column  Total -
[T] Include comments for this column

~) User Information Only

to Step 6.
The default @ Options
OptiOI"\S are Comma-delimited files (.CSV) have data items separated out by commas. Tab-

probably what
you want to
choose but you
may change
them if desired.

delimited files (.XLS) have data items separated out by tabs. Both are common
types of data files and can be opened in most editing software. XLS tab-
delimited files can be opened directly in Excel. CSV comma-delimited files
need to be imported for use in Excel.

Delimiter type @) Comma @ Tab

Include Hidden Information ) Yes @ No
Hidden information includes columne and users that have
been hidden from the view.

Click “Submit”.

€ Submit
Click Submit to finish. Click Cancel to quit.

Click “Download”.

f Download Grades

Instructions:

The data has been saved to a delimited file. Download this file and view it
using any software that accepts such formats. In order to successfully
upload preserve the file format upon saving to your desktop.

Click on Download button to save the file locally.

Download ) OK )

The file will be — —
dOWn | Oaded ] = gc_sample.course.a_f...-08-22-10-56-40.xls
(The location '
depends on
browser type and
the settings).

1 Download




9. Click "OK" to
return to your
Grade Center or
click the ‘Control
Panel’ link on the
breadcrumb trail
at the top of the
page to go back
to your Control
Panel.

@ Download Grades

Instructions:

The data has been saved to a delimited file. Download this file and view it
using any software that accepts such formats. In order to successfully
upload preserve the file format upon saving to your desktop.

Click on Download button to save the file locally.

Download ) OK )

You now have a file on your desktop that includes your Grade Center for
the course that you can open in Excel
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