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To Export to Excel
s Aale o : On the Menu Bar
] el 28 e ]
g e aze s UG | [Te Click File
= LRI e | |~ :
| I s . 5 i e Click Export to Excel
——— Microsoft Office will load and depending

T — e on how many grids are displayed in
e —— EleGrade, there will be a corresponding
| PO - ’ | number of tabs at the bottom of the Excel
Workbook.
A .
e Click the Worksheet Tab to open
|| Example: Grade Report

2 j‘_’: bl Y -“:" ma— o i |
! = /,Example: Assigned Subjects Report
Y 1 Example: Attendance Report
L‘i‘;:::;;_n:::.‘““ L N TR T N N ==
e — Note: Tabs are pre-set
A Tab 1 Grade Report
Tab 2 Assigned Subject Report
: Tab 3 Attendance Report
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3 s e e S e | Saving your Excel Export

Eile Lgdit Wiew Insert Format Tools Data WWindow

MNew... Ctrl+M

_— ciso On your Excel window

QL UE

[

A
=
=l save Ctrl+s T Click FILE
=

Save As...
Save as Web Page...

i

— Click Save As

Save Workspace. ..

1 | File Search... I}
2 -
3 Permission »
4 Web Page Preview :
Save As fwafro
Save in: ) My Documents [v] o aQ 4 £ - Tools -
) IE)Compass
3 IC2) Compass Challange H
My Recent | [Z3)Home_PC My Documents N ame the FI Ie

Documents LMy eBacks

T% B\ HELP DESK DOC LIST.xls

B Mail Label.xis .
Dekop g Serwe s / Click Save
jSmlﬂmxls

My Documents

Close the Excel spreadsheet to return to

) 5§!E EleGrade.
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