
Class List / Blank Grading Sheet  

1. Click on the Gradebook tab  

2.  

3. Choose Reports. 

4. Choose Blank Grading Sheet: 

 

5. Choose the options you want: 

  

6. Click the Run button then save or print the file. When you print, be careful to select the pages that you 

would like to print as this will print all of your course lists. 

 



How to Export a Class List to Excel to Create a Class Spreadsheet That 

You Can Work In 

1. Choose the class that you would like to export. This can be done from Pages or Gradebook 

 

2. Then click on Roster  

3.  In the upper middle of the screen, click on the Quick Print icon  

 

4.  Select CSV 

5.  Choose Save and then click to open the file in Excel. 


