Hello everyone,

This is a Tech Tip from your Faculty Technology Mentors. | post student grades using the “Grades” feature on Online
Campus for all my classes. | am a little paranoid about the Online Campus server crashing and losing the grades so |
always want a backup of my grade sheets. This is how | do it.

e | prepare a spreadsheet in Excel that has the same data columns that | use in the “Grades” feature in Online
Campus. | have attached a copy of the simple spreadsheet | use and you are welcome to copy and modify it.

e In Online Campus click on “Grades” in the toolbar.
e Click on “Export Grades”

e You will see the screen below. Be sure that “Points Grade”, “Last Name”, “First Name”, and all the “Grade
Items” are checked. Then click on “Export to CSV”.

A ;. Columbia State Communily College .: - Microsofl Intesnel Explorer

Fle E& Wiew Favorbes Took Heip
Q- © M Bt P drene @ 3-5% 5 L4 B

Bkl a:ll‘-t{ps:.l.l'm cohumbilastate. sdufdHFor g Tooks | ouronecuiome sep oo | XY L Gﬂ bk ™

EEYETIN  Export Grades

" Enter Grades =l user - Ewport
= List WY Grades

Hafiages Gradet

Gl Export 1o O3V

Grade: Setings Export Optians

[

Grades Schemas Expowt Grade Jrerms Far: | All ggesg W Appiy

Key Feedd: Lsarmame

4 Setup Wirard Grade Valued: [ Points grade
[l Grade Scheme 0
- User Details: [ Last Name
tnstrudtione
[ First A

® Lge this page o
export grades
hems o a L5V

faig,

Choosae Grades to Fxport

Tha followssg By pas

o et Grade Item Type
cannot ba = =
importad back s ] Lok Exam 1 A
tha Grades toaol: 1
] Lab B 2 N
waighted grade, | S el urnans
grade schems, [ Lect Exam 1 [
caloulated ikam, -
Foroide em; [] Lot Exam 2 Numeric @
BaT P Intemet
| Povsered by Desredl Frorponsted ae

) Colsrbis ot Comm... | 3 1. Columbis STate Co T Doourment] - Micromd . =] T @ s

o Afileis created and appears in a new popup window. Click on this hyperlinked file to open.

e You will now have a table of all your students and grades. One glitch of Online Campus is that the students will
be listed in random order.



e | like to alphabetize the student names so | select the entire table including headings, then click on “Data”, then
“Sort”. You will get the popup shown below. Make sure the “My data has headers” is checked, then click on the
dropdown next to “Sort By”
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e Click on “Last Name” to alphabetize the table by the students’ last names, then click “OK”.

e Now select just the student names and their grades, right-click over the selection and click on “Copy”
e Now open your Excel spreadsheet you prepared earlier.

e Right click on the cell you want the new data to start at.

e Select “Paste Special”, click the “Values” radio button and click “OK”. This will preserve the formatting you set
up in the spreadsheet (fonts, sizes, etc.).

e You now have a complete one-page spreadsheet of your class grades.

e | keep a paper copy of the spreadsheet in my class notebook and have the electronic copy on the computer as
backups to the original in Online Campus.

| hope this is useful for you...it's always good to have a backup, especially a backup of your gradesheets.

For more helpful Tech Tips visit the FITT Center Faculty Technology Mentor webpage,
http://www.columbiastate.edu/FITT-FTM-Tech-Tips
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