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Submit Grades with Excel 

When your course has ended, you must submit a breakdown of the grades to your program 

coordinator. To start, please download the Excel Grade Sheet Template.   

If you are not currently using D2L to track your grades and plan to manually add your grades to the 

template, please consider the benefits of using D2L the next time you teach:  

 Entering grades by hand regularly results in errors 

 Grading with D2L takes less time, especially if you use a D2L rubric 

 D2L automatically converts final grades into letter grades  

 D2L keeps an archive of submitted assignments  

 Students greatly appreciate being able to track their progress and their grades 

 

Step 1: Log in to D2L. In the red navigation bar, expand the Assessments menu, and select Grades. 

 

Step 2: It’s very important to be sure that you are using the correct conversion chart (aka grading 

scheme) in D2L. To do this, select Schemes. 

 

Step 3: Ensure that Continuing Education Grading System Rounded is the Default Scheme so that 

grades are rounded up correctly when they are converted to letter grades. 

 

https://www.ucalgary.ca/CTED/LS/tutorials/excel_gradesheet_template.zip
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Step 4: Click on Setup Wizard and ensure that you are using the following settings. Note: You can skip 

this step if you used the Configure the Grade Book tutorial to initially set up your gradebook.  

Tip: If your settings are not correct, click the blue Start button at the bottom of the page to select 

these options or refer to the Configure the Grade Book tutorial for the complete process. 

 

Step 5: Now that you have confirmed you are using the correct scheme and setup, select Enter 

Grades, and then click Export. 

 

https://www.ucalgary.ca/CTED/LS/tutorials/gradebook_setup_wizard.pdf
https://www.ucalgary.ca/CTED/LS/tutorials/gradebook_setup_wizard.pdf
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Step 6: Choose the following Export Options. 

 

Step 7: Now select Export to Excel. 

 

Step 8: Click on the file name to open it, then save the file to your computer. If the file opens in 

Protected View, click Enable Editing. 
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Step 9: Take a look at the spreadsheet. Starting on the left you will see the student’s UCID (aka. Org 

defined ID), their last name, first name and their grades (both points and letter grades).  

 

Step 10: To increase readability of the column headers, click 1 in the top row then click Wrap Text. 
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Step 11: Decrease the font size to 9 point. To do so, click and drag your curser over the data.  

 

Step 12: To adjust column widths for legibility, place your cursor between two columns and drag the 

column divider to the right to widen the column. 
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Step 13: ContEd only requires the final letter grade and final percentage so to delete all of the other 

letter grades except the one on the far right. To do this, hold down the Control key (on a PC) while 

you click on the letter above each column then select Delete > Delete Cells (located on the Home 

tab). 

 

Step 14: Now press Control + C to copy the data into the Excel Grade Sheet Template. Note: If the 

data won’t easily copy submit both spreadsheets and ask the program coordinator to staple them 

together. 

Step 15: In the template, type in your name, course name and code, course dates and the date you 

submit the file to the office. 

 

Save and submit the Excel Worksheet(s) to your coordinator.  Any changes to grades or marks will be 

confirmed with you. 
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