Downloading the WebCT Gradebook

The reason you should download the gradebook is that old WebCT courses will
eventually be removed from the system. A downloaded gradebook file can be opened
with Excel, which does not require WebCT.

Follow these steps to download the Gradebook:

Step 1: Click the Control Panel and then click Manage Course.

Step 2: From the Manage Course screen, click the Manage Students heading.

Step 3: Select Download from the Options: Records menu on the Manage
Students screen.
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Step 4: Click Go.

Step 5: The Record Separator textbox default is set to Comma (your data columns
will be downloaded each separated by a comma).

a. If you would like your data columns to be separated by a tab, select Tab
instead of Comma using the drop-down menu.
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Select a separator for the fields in the download file.
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Click Download.

If a File Download dialog box appears, click on the Save button.

Choose a folder (directory) on your computer to store the backup.

Click Save.

When the Save function is complete, close the windows that were opened
during the process. You should return to the Course Backup screen in
WebCT.

The downloaded Gradebook file can be opened with Excel.

Within WebCT, the instructor can hide columns (HIDDEN = yes/no) from
their own view. When downloading a Gradebook backup, only columns

viewable to the instructor will be downloaded. Columns that are hidden
from instructor view will NOT be downloaded!!!
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