
 
How to Create a Grade Sheet by Exporting  

WINGS Express Data into Excel 
 

1. Log into WINGS Express by clicking the WINGS Express icon located 
in the upper-right corner of WINGS. (Figure 1) 
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2. Click on the Faculty/Advisor tab. 
3. Click on the Final Grades link. (Figure 2) 
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4. Select a Term from the drop-down list and click Submit. (Figure 3) 

 

 
 

5. Select the Course from the CRN drop-down list and click Submit. 
(Figure 4) 
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6. Click and drag to highlight the information to be exported into 
Excel. (Figure 5) 
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7. Click Edit from the broswer menu and select Copy. 
8. Open Microsoft Excel to a blank workbook. Click in cell A1. Click Edit 

from the Excel menu bar and select Paste. (Figure 6) 
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9. The information should look similar to Figure 7. 
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10. To remove any unwanted columns, highlight the area of cells, click 
Edit, and select Delete. (Figure 8) 
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11. The final result should look similar to Figure 9. Note: The blue 
underlined Student Name is actually a link back to WINGS Express to 
get general information regarding the student. Additional columns can 
be added for tests, quizzes, papers, etc. to create a functional 
gradebook. 
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For Faculty Using WebCT:  
Exporting Data into Excel 

 
1. Log into WebCT and from the homepage click on the Control Panel 

button. Click on Manage Course and then click on Manage 
Students.  

2. Select Download from the Records Options and click Go. (Figure 10) 
 

 Figure 10 
 
3. From the Download screen, select Tab from the Records drop-down 

box and click the Download button. (Figure 11) 
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4. If asked about file handling, save the file to the desktop, or some 
other area easily accessible for retrieval, and click OK. (Figure 12) 
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5. Open Excel and click on the Data menu. From the Data menu, click 
on Import External Data. From there, select Import Data… (Figure 
13) 
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6. Select the file that was saved in Step 4. (Figure 14) 
 
 
 
 
 
 
 
 
 
 
 gure 14 
 

7. Choose the following options from the wizard to complete the import 
process. (Figures 15 – 18) 
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8. The Excel work  Figu  
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re 19.sheet should now look like

 Figure 19 
 

 
 
 
 
 



Importing with a Macintosh 
 
When using a Macintosh and importing from WINGS Express, some text will 
need to be removed a  When the Student 
ecords are downloaded from WebCT a screen will appear in the foreground 

 

If you have questions, contact the CaTS Help Desk by calling 937.775.4827 
or sending e-mail to helpdes nstructional videos are also 

available at the WINGS Resource Center at: http://www.wright.edu/wrc. 
 

nd columns are not cleanly pasted.
R
with the downloaded information. Click on Edit/Copy then go to Excel and 
click on Edit/Paste. The Student Records will then appear in a usable format.
 

Need Help? 
 

k@wright.edu. I


