
Procedure to Export Data from the Gradebook into 
MS Excel 

 
Step 1  Export the Data.  

 

Export the class data 
from the currently 
Marking Period to a 
text file. 

When you click the “Export Data” Quick Link you are shown a dialog to determine if 
you want to save the file. 
 
Specify that you want to Save the file. 

 

Click Save 

 



Save the file in a place where you can locate it later. 

 

Make sure you 
save the file where 
you can locate it. 

 
Your data is now in a text file on your computer.  You will be able to upload the text file 
into Microsoft Excel. 
 
The reason that the data is stored in a text file is to preserve any leading zeros you 
might have in your data.  If Genesis were to export data as either a CSV (comma 
separated value file) or a Microsoft Excel file, Excel would remove any leading zeros you 
have in your data.  Many school districts use leading zeros in student id numbers, for 
example, and these leading zeros would vanish.  To preserve the leading zeros, 
Genesis exports the data as a regular text file.  When you import the text file into MS 
Excel, the leading zeros will be preserved. 

 



Step 2:  Start Excel 

 
 
Start up MS Excel – You will load the data after you start it up. 
 
 



Step 3:  Open the Text File and Import It into Excel  

 

VERY IMPORTANT: In 
the Files of Type field 
select “Text Files” 
(usually at the bottom of 
the list) 

You must choose “Text Files” as the type of file you are looking for. 
 
Step 4:  Fill out the “Text Import Wizard” (Data Import Wizard, step 1) 

Step 1 of 
the Import Wizard asks you to choose the file type that best matches your data.  Choose 
“Delimited” and then click the “Next >” button. 

Choose delimited 



Data Import Wizard, step 2: 

  

Check “Comma” 

Step 2 of the Import Wizard asks you to specify which “Delimiters” your data contains.  
Note that the data appears to be comma separated.   
 
 

 

Uncheck “Tab” Check “Comma” 

Note how the appearance 
of the data changes

Once you have unchecked “Tab” and checked “Comma” as your delimiter, your data now 
can be identified as having specific columns.   Click “Next >”. 



Data Import Wizard, step 3:  Finally bring the data into Excel. 

 
Step 3 of the Import Wizard asks what “Column data format” you want.   
Select “General” as shown above and click “Finish”.  
 



The data is now imported into Excel: 

 
 


