
Moodle 2.7
Grading Offline 

in Excel



Grading offline is simply a process of exporting your gradebook to an Excel file, entering your grades 
manually and then importing the Excel file back into Moodle as a CSV (coma, delimited) file. First, go to 
your gradebook.



Go to “Export” in the Administration block on the left hand side of your Gradebook page. Choose “Excel 
Spreadsheet”.



Choose your options and click “Submit”.



You would now select the items that you want to include in the downloaded Excel file by checking or unchecking the 
boxes next to the grade item.



You will arrive at this page, “Export to Excel Spreadsheet”. Click on the “Download” button.



Save and open, or just open your file.



Add your grades manually (seen here in red).



Save the file as a “CSV (Comma, delimited)” file in the “Save as Type” field when you are done entering your grades.



Indicate “Yes” when this pops up.



Your CSV file will look like this.



Now, click on “Import”, and “CSV file” in the Administration block on the left hand side of your grader report page.



Drag your CSV file into the field with the downward blue arrow.



Leave the encoding setting at “UTF-8”, the separator option at “Comma”. Click on “Upload grades”.



In the “Identify user by” fields, choose “Map from: ID number, and Map to: User ID”. Choose the grade item 
mappings (the grade items that you manually entered).



Choose your grade items to upload by clicking the drop down arrow, and then click “upload grades”.



Once you have completed these steps, you will see this message, “Grade import a success”.



You will be able to see the added grades in your Moodle gradebook. The yellow shading here means that this grade 
was manually added. Any grades that are that are automatically entered into the gradebook by an activity or entered 
during the standard grading process, such as a quiz , will remain as a clear background.



Your students will see the added grades as well when they check them.




