
Online Tutorial: Searching by GPA

Step 1: On the start page, click on “Special Functions” under 

the “Functions” heading.

Step 2: In the middle of the page, click on “Search by GPA.”
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Step 3: Choose between all enrolled students or your current selection of students.

Step 4: Decide which type of GPA you’d like to include in the report: cumulative, 

term, or current.  After doing so, enter the appropriate search terms (e.g., greater 

than 3.0).
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Choose between all enrolled students or your current selection of students.

Decide which type of GPA you’d like to include in the report: cumulative, 

term, or current.  After doing so, enter the appropriate search terms (e.g., greater 



Step 5: Next to “GPA Method,” select 

“AP Weighted GPA” from the drop-

down menu.

Step 6: Click the “Submit” button to run 

your search.

Step 7: Click the “Export Using Template” link under the 

“Function” heading.
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Step 8: Next to “Type of Export,” select “Students” 

from the drop

automatically update, click the “Submit” button.

Step 9: Next to “Export template,” select “3n upload 

file” from the drop-down menu.

Step 10: Next to the “For Which Records” heading, 

click the button next to “The selected ___ students.”

Step 11: Click the “Submit” button.

Step 12: 

a new window will pop up, prompting you to 

save your file. 

Save the file to your desktop, and click OK.

Click the “Export Using Template” link under the 
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Next to “Type of Export,” select “Students” 

from the drop-down menu.  If the system does not 

automatically update, click the “Submit” button.

Next to “Export template,” select “3n upload 

Next to the “For Which Records” heading, 

click the button next to “The selected ___ students.”

Step 12: After you click the “Submit” button, 

a new window will pop up, prompting you to 

save your file. 

Save the file to your desktop, and click OK.



Step 13: Open Microsoft Excel, and select “File

pop up.

Step 14: In the drop-down menu next to “Files of type,” select “All Files.”

Step 15: Double-click the file you just downloaded.  The file 

should be named “student.export.text.”

Step 16: To import the file into Excel, you will have to use the 

Text Import Wizard.

On the first screen, simply click the “Next” button.
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On the first screen, simply click the “Next” button.

Step 17: On the next screen, click the checkbox next to “Tab” to 

remove the check.  Then, click the box next to “Comma.”   

When you’ve done this, click the “Finish” button.

Step 18: Highlight and bold the headings in your spreadsheet, and use your GPA 

report.

Open Microsoft Excel, and select “File-Open.”   The “Open” window will 

down menu next to “Files of type,” select “All Files.”

click the file you just downloaded.  The file 

To import the file into Excel, you will have to use the 

On the first screen, simply click the “Next” button.
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On the first screen, simply click the “Next” button.

On the next screen, click the checkbox next to “Tab” to 

remove the check.  Then, click the box next to “Comma.”   

When you’ve done this, click the “Finish” button.

Highlight and bold the headings in your spreadsheet, and use your GPA 


