
Downloading Grades in Brightspace (Excel Format) 
 
Step 1: Login to your Brightspace course and click Grades  

 
 
 
Step 2: Next, click Enter Grades.  

 
 



Step 3: Next, click Export. 

 
 
Step 4: Choose Grade Values: Points grade; User Details: Last Name, First Name; Choose Grades to Export: check box for 
all grade items.  
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Step 5: Click Export to Excel.  

 
 
Step 6: Click Download to save your grades. 

 
 
Step 7: Click Save File, then OK 

 
 

 

Export to Excel 



 
 
Step 8: Access the File Explorer: Downloads folder on your computer. 

 
 
Step 9: Your grades Excel file should be in the Downloads folder on your computer. Now you can open your email and 
attach your grades Excel file and email it to your division’s administrative assistant. 
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If you have any questions or need additional assistance, please contact Jeff Peters in e-Learning and Instructional 

Support at jdpeters@monroeccc.edu. 
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