1. Open your Canvas course and go to GRADES. Click on OPTIONS then
DOWNLOAD SCORES.
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2. A dialog box will appear. Click OPEN.
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File Download L‘u
Do you want to open or save this file?
ﬁ;‘ j Name: ..ro_to_Business_and_Org_2011FA_Mary_Furst.csv
cd Type: Microsoft Office Excel Comma Separated Values ...
From: canvas.instructure.com
[ Open ] [ Save ] [ Cancel ]
i
i "'r] While files from the Intemet can be ust me files can potentially
L © ham your computer. If you do not trust the source, do not open or
' save this file. What's the risk?
> —

3. Excel will open and you will have a new spreadsheet with all of the grades for your
class shown. This page of the workbook will be indicated by the name of your course.
Please do not change the name of the file, but do save it as an Excel file (rather than

a .csv). You can clean it up a bit as well by double-clicking on the column borders so that
the headings are legible.



