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Exporting and Importing Grades using Excel 

Instructors who wish to import final grades for students can use the "Import" feature that can be 

found by clicking the "gear or sprocket" icon in the top, right-hand corner of the page (keyboard 

shortcut - ALT+L to see the Tools menu).  

Exporting - 

• On the Final Grades page of FGE 
o Select your course  
o Click on the “gear or sprocket” icon in the upper, right-hand corner.   
o Click on Export to export an Excel File Template (created in downloads folder) 

▪ Insert your grades for the corresponding student.  Again, F, UW, and WR grades 
will require a "Last Attend Date".  Then save your file. 

▪ Date format:  

Importing - 

o On the FGE page, click on the “gear or sprocket” icon in the upper, right-hand corner.  
Then click on Import. 

▪ Click into the text box by Upload button that say Browse. Then browse to the 
File you wish to import.   

▪ Once you have selected your file and clicked open, click Upload your file; then 
click Continue. 

▪ Preview your file to verify the changes are correct.  If your spreadsheet has 
headers, verify that the My Spreadsheet has Headers box is checked.  Then click 
Continue. 

 
 

▪ Verify the header columns mapped to the required fields and other appropriate 
columns.   

• IF there are errors or blank grade fields, there will be a summary on the 
top section of this screen.  

o You can also click on Download the Validation Report to review 
any errors or confirm the records that will be changed or 
unchanged.  

• Then click Continue.  










