
Grading results on spreadsheet (Export CSV) 
 
The Export CSV feature is a useful function that provides the grading results of tests 

achieved by students in the form of Microsoft Excel spreadsheets.   

You can view/save the spreadsheet with the grade details for each student in any of your 

tests including grade distribution and summary data of question types. With your saved 

spreadsheet, you can then use the standard Excel features to copy/paste, sort or filter 

information for your recording or grading purposes. 

 

Using the Export CSV function 

1. Firstly click on Grading at the top menu.  The test names will be displayed under Title. 

Click on the desired test, eg. “Trial Test” in this case.  

 

2. You will see a page with the subheadings Grade Submissions and Global Actions (for this 

test), followed by the names of students with status of their test attempts and scores.  

At the bottom menu of the page, click on the Export CSV tab.  
 

 



 

3. A dialog box named File Download will appear asking if you want to open, save or 

cancel the file.   

 

 

 

 

 

 

 

 

 

 

 

 



 

4. When you choose to open the file, a spreadsheet will appear displaying the grade 

distribution and summary data of different types of questions completed by your students.  

 

Below is an example of a spreadsheet from a test which contains multiple choice 

questions and short  essay questions. Note that, in this example, the grade distribution and 

summary data apply to the multiple choice questions only, as essay questions have to be marked 
and scored manually.  

  

When you widen the columns of the spreadsheet, you can see details of the assessment 

type including the open date, the due date, the final acceptance date, the total test 

submissions, the number of users submitting, the total possible marks, the group average 

raw mark, and the standard deviation.  Note that, in this example, while the total possible 

marks are for both multiple choice and essay questions, the average raw mark and standard 

deviation apply only to the auto-scoring of the multiple choice questions component of the test.   
 

 



From the spreadsheet, you can also see the grade distribution based on the test 

submissions from students.  

 

The summary data in the spreadsheet displays the names of students and their answers to 

questions as well as score percentages of correct answers to each question. 

 

 

 In the final section of the spreadsheet, the data shows student names and user id, their 

number of tries, when they finished the test, their auto score (eg. from multiple choice 

questions), their final score (eg. after essays are marked and scored manually), whether 

the test has been evaluated, and whether the test results are released to students.  

 

 

 



5. When you choose to save the file, it will be saved to your desired folder as a csv (comma 

separated values) file.   

 
 CSV is a text file format in which the comma character (,) typically separates each field of text. 
 

 

 

When the file has been saved, another dialog box will appear, allowing you to open 

the file for viewing.   

 



6. You can then view and use the file for standard Excel features to copy/paste or sort/filter 

information for your recording or grading purposes.   

 

 

 

 

 

Note:   Import or export text (.txt or .csv) files 

 
For more information about importing or exporting data from text or csv files, see the 

attached Appendix, sourced from Microsoft Excel Help.  
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