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Online Tutorial: Exporting GPAs

Step 1: From the start page, search for the 

subset of students for which you’d like to 

exports GPAs.  

If you’d prefer, you can also browse students 

by name or by grade level.

Step 2: Once you’ve selected your students, 

scroll to the bottom of the screen and choose 

“Quick Export” from the drop-down menu.

Step 3: In the “Quick Export” text                 

box, enter the following:

student_number

last_name

first_name

^(*gpa method="AP Weighted GPA")

^(*gpa method="AP Weighted GPA" 

term="S1" year="2007")
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Step 4: The instructions you entered will export two GPAs for each student.  The first 

is a cumulative GPA for every class the student has taken and had a grade stored.  

The second is limited by term and year, in this case, semester 1 of 2007-2008.

To export GPAs for terms and years other than semester 1 of 2007-2008,      

you’ll need to change the information you enter into the text box.

For example, if you’d like to search for semester 1 of 2008-2009, simply change 

“2007” to “2008.”

^(*gpa method="AP Weighted GPA" term="S1" year="2008")

If you’d like to include multiple terms of years, separate them with commas.  For 

example, to find results from Semester 1 & Semester 2 of 2007-2008, enter:

^(*gpa method="AP Weighted GPA" term="S1,S2" year="2007")

Step 5: Your results will be exported as a text file.  You can open this type of 

file in Excel by opening Excel, clicking “File,” “Open,” and choosing “All Files” in 

the drop-down menu.
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Step 6: After doing so, you will be prompted by the “Text Import Wizard.” Luckily, 

Excel’s default settings work fine, so simply click the “Finish” button, and you’ll have 

your GPAs.


