Exporting Grades to Edline

CHEAT SHEET!!!!!

STEP ONE – EXPORT

1. Open class in eclass grades

2. Click on file

3. Click on export

4. Box will open and ask “Export to…”

5. Click on Edline Filter

6. Click ok

7. Box will open and ask “Save Data File As…”

8. On bottom right, where it says “Drive” scroll down and click on “Q”

9. In the box above that, click on your folder number

10. On top left, where it says “File Name” type in the name of that class (use the name at the top of the screen) ex: CAPE7A or VMLABLUE

11. You should see the green progress bar as it exports. 

**Every time that you export after the first time, it will say “File already exists – ok to replace it?” – click ok

12. REPEAT FOR EACH CLASS

STEP TWO – SYNC

13. Log onto www.edline.net using your username and password

14. On the bottom left column, under Command Center, click Quick Sync

15. Beside “File to Upload” click Browse

16. Where it says “Look In” click the drop down arrow and select the Q drive (it’s actually teachers on dms_fs2\sys\Winschl’[Q:]
17. All teacher folders will appear – double click on your folder number

18. Click once on the file you just named (NOT the one with the graduation cap, the one with the Windows logo)

19. Click open

20. Click the gray box that says SYNC

21. REPEAT FOR EACH CLASS

Report any error messages to me by copying error message and pasting in an email to me. Thanks, Allison

