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Grading offline is simply a process of exporting your gradebook to an Excel file, entering your grades

manUgIIy and then importing the Excel file back into Moodle as a CSV (coma, delimited) file. First, go to
your gradebook.
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Go to “Export” in the Administration block on the left hand side of your Gradebook page. Choose “Excel
Spreadsheet”.
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Choose your options and click “Submit”.
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You unld now select the items that you want to include in the downloaded Excel file by checking or unchecking the

boxes ﬁ‘e\xt to the grade item.
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You will arrive at this page, “Export to Excel Spreadsheet”. Click on the “Download” button.
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Opening Test Course - Connie Lantz Grades.xlsx
You have chosen to open:

Test Course - Connie Lantz Grades.xlsx

which is; Microsoft Excel Worksheet (7.8 KB)
from: http://moodle.glendale.edu

What should Firefox do with this file?

@ Openwith |Microsoft Excel (default)

() Save File

[[] Do this automatically for files like this from now on.

Cancel

Student1 Demo 123456781
Student2 Demo 123456782
Student3 Demo 123456783
Studentd4 Demo 123456764
Students Demo 123456785
Students Demo 123456786
Moodlee McMoodle 1234567888
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moodleS@student.glendale.edu  77.00
moodle6@student glendale.edu 75.00
GCC.Staying Relevant@gmail.com 98.00

Save and open, or just open your file.
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90.00
95.00
77.78
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Add your grades manually (seen here in red).
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Save the file as a “CSV (Comma, delimited)” file in the “Save as Type” field when you are done entering your grades.
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Your CSV file will look like this.



NAVIGATION Grader report

Home

" My home Grader report
¥ My profile
¥ Current course All participants: 7/7
¥ Test Course - Connie Lantz
P Participants

} Badges
b My courses AIABCDEFGHIJKLMNOPQRSTUVWXYZ
Surname :

AMIABCDEFGHIJKLMNOPQRSTUVWXYZ

First name -

ADMINISTRATION

¥ Grade administration
Grader report

1 : Qutcomes report
/ Qverview report

Surname “* First name 10 number Email address \_‘ Demo Assignment & Ei Manual grade assign & v’ Example Quiz 1 &
User report

Test Course - Connie Lantz [Z]

~ |mport
i CsV file

i1 XML fle Student2 De: 123456782 codle2@student glendale ed
ente beme moodiecizsiudent glendale.edu B+ (87.00 C+(77.00 A(B.00
» Export [t ] +(77.00) (6.00)Q

Student! Demo 123456781 moodled @student.glendale.edu A-(30.00) D+ (62.00) A(B.00) q

£ course grade seftings

Student3 Des mood] tudent.glendale.ed
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Now, click on “Import”, and “CSV file” in the Administration block on the left hand side of your grader report page.

\

\

\
\

\



You are logged in as Connie Lantz (Log out)

Online Learning Resources

powered by T”DOC”E'

Home » My courses » Test Test Course - Connie Lantz  Grade administration Import » CSV file

NAVIGATION am CsV file B

Home
" My home Import CSV
F My profile
¥ Current course v Import file
¥ Test Course - Connie Lantz
b Participants
b Badges

File#

P My courses Choose afile..

ADMINISTRATION
~ Grade administration i
Grader report
Outcomes report
Overview report
User report
~ |mport
& csv file UTF-8 B
&1 XML file

P Export Separator
# course grade seftings

You can drag and drop files here to add them.
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Drag your CSV file into the field with the downward blue arrow.



\\ Leave the encoding setting at “UTF-8”, the separator option at “Comma”. Click on “Upload grades”.
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L Studentd Demo 123456783 moodle3@student glendale.edu 90 91
F Grade administration

B T Studentd  Demo 123456784 moodled@student glendale.edu 90 90

4" Tum editing on Students Demo 123456785 moodie5@student glendale edu 90 90
£+ Edit settings
£ Course completion Student6  Demo 123456786 moodle6@student glendale.edu 90

b Users
2 Unenrol me from Test Moodlee McMoodle 1234567688 GCC Staying.Relevant@gmail.com 90

Course - Connie Lantz
¥ Fiters ~ |dentify user by
F Reports
B Grades
& Outcomes Map from

> Badges ID number E|
) Backup

& Restore
& Import Map to
@ Publish ID number E|

9 Reset

F Question bank . .
~ Grade item mappings

b Switch role to...

b My profile settings First name

) Site administration
Ignore

T Surname

In the “Identify user by” fields, choose “Map from: ID number, and Map to: ID number”. Choose the grade item
mappings (the grade items that you manually entered).

\\
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N TN T T T T T T T I o

Course total Ignore

Upload grades

() Moodle Docs for this page

You are logged in as Connie Laniz (Log out)

\\.\Choose your grade items to upload by clicking the drop down arrow, and then click “upload grades”.
\
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Csv file E|
Import CSV

Grade import success

Continue

Once you have completed these steps, you will see this message, “Grade import a success”.
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Grader report
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A (B.00) QY C- (70.00) A (95.00) C- (70.00) A (95.00) C- (70.00) = crezq

#¥ Course grade settings

A(6.00 C (75.00 C(75.00 C (75.00 - B-(8.10})
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F{3.00)Q C+ (77.78) B B B A (98.00) - C- (714 Q

Search C+ [4.67) B- (81.83) B (84.71) - D+ (5.72

| 3

() Moodle Docs for this page

You will be able to see the added grades in your Moodle gradebook. The yellow shading here means that this grade
was manually added. Any grades that are that are automatically entered into the gradebook by an activity or entered
during the standard grading process, such as a quiz , will remain as a clear background.
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Overview report
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b My profile settings
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=l 4615

|2i bonus project

E/i bonus project #2

Your students will see the added grades as well when they check them.
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