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Formatting Excel Files for Grade Upload – Mac 

Overview  

You can export a class roster, save it as an Excel file and use it to record your 
grades for the quarter.  Before you can load these grades into your grade roster 
there are a few things you must do to prepare your file for upload. Your file must  

• Contain one header row
• Contain a column named ID
• Contain one column named Grade
• Be named starting with your 5-digit class number
• Be saved as a CSV (Comma delimited) (.csv) or Text (Tab delimited)

(.txt) file

Step 1: Delete all but one header row: 
Before:  

In this example we 
are going to delete 
this “header row”. 

We will keep 
this one. 
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Once all extra header rows are deleted you should be left with a file that looks 
something like this:  
After:  

 
 
Step 2: Rename Column Headings: 
In this example Student id must be renamed id and Final Grade must be 
renamed Grade. 
Before:  
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After: 

 
 
Step 3: Save the File as a .csv or .txt starting your file name with 
the 5-digit class number: 

 

Select Save As… 
from the File menu 
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File name: Enter the 5 digit class 
number from your grade roster.  

Format: Select either Text (Tab 
delimited) or CSV (Comma 
delimited and then select Save 
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The file is now ready to upload to the grade roster. 

Sample tab delimited .txt file  

Sample comma delimited .csv file 

After selecting Save you may 
get this message asking you if 
you really want to save. Click 
Yes 


