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CE End of Semester Course Management

Exporting Your Grade Book

e Log-in to your course and go to the TEACH tab

¢ In the Instructor Tools, Choose
Grade Book

e Then, Export to Spreadsheet

e Apply the following Settings

¢ Click Export
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Build Teach Student

@) Instructor Tools

& Manage Course

@ Assessment Manager

£3. Assignment Dropbox

<) Grade BooE)
Grading Forms

| &= Export to Spreadsheet

Export to Spreadsheet

Members to Export:
® All members

Columns to Export:

_ Visible columns
® All columns

Export Format:
Select the keyboard element you want

® Comma-delimited
_ Tab-delimited

Character Set:
Select a character set that is supportec

® Unicode (UTF-8)
_ Unicode (UCS-2)

| Export | Cancel ‘
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e A dialog box will open

¢ Click Save and select where you

want to save the file on your computer

Backing-Up Your Course

e In either the Build or Teach
Tabs, Click Manage Course and
then Back-Up

¢ Click Back Up Course

—

800 Openi

Updated: 05/11/09

B

You have chosen to open

= exportedcourse.csv

which is a: Comma Separated Vars
from: http://pope.sandiego.edu

en with ( Choose...

Save File

Ei Do this automatically for files like this from now on.

Settings can be changed using the Applications tab in

Firefox's Preferences.

What should Firefox do with this file?

cancel @

2 0 o C
(H) = Hidden
Manage Course

E] File Manager

Grading Forms
g Selective Release

Course Backups

———— et s s

% Import
Import content into the

T8

e course for

Course Preview Page
Set up the Course Previ

Date Rollover
Adjust dates for course

@) Course URL
Users can log directly ir
http://pope.sandiego.ei

Use the control below to back up this course.

Back Up Course f

There are currently no backups.
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* Click OK &) Backups

The following were added to the backup queue:
Template

e Your Course will be in the Queue

[ Title & User Date/Time Status
OCG Template__USD Global Templates Arthur Rush May 15, 2009 1

2 [0 Deiete

e After the Status shows
Completed, use the Action Link

O Title

[ OCG Template__USD Global Templates

X|
& [ Save as File

& Delete

e Save the file into My Files

r@ Your location: My Files
M\; Files Filter content: " All Types B‘ »
= My Files 0 Title < Type

Class Files| a board Folj|Clarthurrush My Folder
Files 08192008 folder

Chat Whiteboard Folder Folder

[ mathml Folder

[ Ant-Plagiarism HTML

Software@USD.html ~
— yalv r

&) get_help_CE6.doc MS Word v

Save as: |OCG Template__USD Global Templates-Fri May 1|

STI’acking data

v il th Save as File
ou will see e Activity Bar: Save backup as a file and store in the Learning System's Content Manager
Progress Bar | ]

Task in Progress: Starting to save the backup file...

| ]
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* Navigate to File Manager
My Files

* Locate your .bak file and use the
Action Link to Download it to
your computer

e Save the file to a location of
your choosing
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gzj My Files

Create Folder
Filt
O Title <» Type
™ [Coarthurrush My Files 08192008 folder % Folder
[ C1Chat Whiteboard Folder % Folder
[ COmathml % Folder
[ [MAnt-Plagiarism Software@USD.html % HTML
[ gaet help CE6.doc % MS Word
[ [ Get Help With CE6.html % HTML

Backup File

O Public Files %

Preview

& | [j Copy || 23 Move || 5D Zip | %, Rename

¢ Edit Properties

View File Information
[j Copy

Move

[¢) Download

& Delete

You have chosen to open

D ...D Global Templates-Fri May 15 10_58_40 PDT 2009.bak
which is a: Word Document
from: http://pope.sandiego.edu

What should Firefox do with this file?

7400

) Open with

eSave File

"1 Do this automatically for files like this from now on.

( cancel ) €0k )




