
Grade Tests / Surveys
The results of a test or survey may be downloaded in a spreadsheet format. Questions and 
answers appear in corresponding cells.  

  

1. Move the cursor over the desired test or survey 
grade column. 

2. Click the Action Button  to activate the 
contextual menu. 

3. Click Download results  
4. A new page opens, click Click to download results.

 

 

5. Click Save  on the Dialogue Box. 
6. The Excel spreadsheet will open. Answers appear in 

cell next to the question.  

Review and Grade Answers to Essay Questions 
When tests are created with essay questions, each student essay must be reviewed separately. 
Once the essay is graded, the score for the essay will be automatically added to the total score for 
the test. Essay questions may be graded anonymously.  

  

1. Move the cursor over the desired test or 
survey grade column. 

2. Click the Action Button  to activate the 
contextual menu. 

3. Click Grade Anonymously or Grade 
Attempts. 
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4. The Grade Test page opens. Locate the essay question, and review the answer.  
5. Type the point value for the answer in the “out of ___ Points” window. 

 
6. Add comments to the comments section, if necessary 
7. Click Save and Next  to go to the next attempt. 
8. Click Save and Exit  when finished with all attempts. The Grade Center 

re-opens and the score for the essay question is added to the score for the test.  
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