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 Introduction 
 
The My Progress tool enables students to access their profile to see how active 
they have been in the course. The instructor can also access the student 
progress information about each student in the course but each student has 
access to only their profile showing only their progress. 
 

Accessing My Progress  
 

1. Click on the My Progress link from the My Tools menu. The My Progress 
screen displays as seen in figure 3-1. 

 

 
Figure 3-1 

 
In figure 3-1 the Sessions are numbered. The time of your First Access, Last 
Access and the Total Time of your session is recorded in the table. The 
Content Folders, Files, Discussions, Assessments and Assignments that 
you have accessed is also recorded in the table. 
 

Downloading the My Progress Screen 
 
1. Click on the My Grades tool from the My Tools menu. The My Grades tool 

screen displays. 
 
2. Click on the Export button at the bottom of the page. The File Download 

window opens as seen in figure 3-2 on the following page. 
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Figure 3-2 

 
3. Click on the Save button. The Save As window opens as seen in figure 3-3. 
 

 
Figure 3-3 

 
4. Navigate to where you would like to save this file on your computer in the 

Save As window.  
 
5. Click on the Save button. The Save As window closes and the file is saved 

on your computer.  
 

6. Access the file on your computer in the location you have saved it.  
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7. Double click on the file name. The Microsoft Excel window opens showing 
the My Progress screen which the file has downloaded into Excel as seen in 
figure 3-4. 

 

 
Figure 3-4 

 


