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To Export to Excel 
 
 
On the Menu Bar 
 

• Click File 
 

• Click Export to Excel 
 
Microsoft Office will load and depending 
on how many grids are displayed in 
EleGrade, there will be a corresponding 
number of tabs at the bottom of the Excel 
Workbook. 
 

• Click the Worksheet Tab to open 
 
Example: Grade Report 
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Example:  Assigned Subjects Report 
 
 
 
 
Example:  Attendance Report 
 
 
 
Note:  Tabs are pre-set 
 

Tab 1 Grade Report 
Tab 2 Assigned Subject Report 
Tab 3 Attendance Report 
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Saving your Excel Export 
 
On your Excel window 
 

• Click FILE 
 

• Click Save As 
 
 
 
 
 
 

• Name the File 
 
• Click Save 

 
Close the Excel spreadsheet to return to 
EleGrade. 

 


