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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

e Contain one header row

Contain a column named ID

Contain one column named Grade

Be named starting with your 5-digit class number

(.txt) file

Step 1: Delete all but one header row:

Before:
& Excel File Edit View Insert Format Tools I

TEET SR X B R E o

ene 1 10502 drama 60 grades,xi§
<> Y B C O - e 2
| Drama 60 Final Grades Fall '08

1
2
Fhid Name Grade Grade Basis Level
4 (3235874 Slug Emily Loraine A GED Senior
5 3636086 Mouse Dlickey A GED Senior
6 2032043 Duck Daffy Anma & GED Serdor
7 4577200 Hatter,IIac NP GED Jurior
B 4731099 Carrera, Sally & GED Serior
9 8350336 Hudson Doc & GRID Senor
10 7682671 Incredible Mr & GRD Junior
11 933418 Mouse,IMimnie & GRD Senior
12 :4?31331 Fluto,Dog & GED Sophomore
13 32333815 Cow,Clarabells & GED Jurior

Be saved as a CSV (Comma delimited) (.csv) or Text (Tab delimited)

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

« 1 Wewillkeep

this one.

Questions regarding the Grade Upload process may be directed to the Office of the Registrat (regsys@ucsc.edu)



Once all extra header rows are deleted you should be left with a file that looks
something like this:

After:
¢ Excel File Edit View Insert Format Tools Data
) — - . . :
al=1= R AT P S Ry
*S e 60 10502 drama 60 grades.xls
= . : - e — S . = e
1 [id Name Grade Grade Basis Level
| 2 ERERLYE oz Erly Lomame & GRD SEIIDI
3 3636036 Mouge Iickey A GRD SEmIOT
4 2932043 Dk Daffyy Arma A GRD SEmior
5 (4577200 Ha-ter,IVIacd NP GRD Junior
& 4731099 Camera, sally 2% GRD SEmor
7 8330358 Hudson Doc A GRD SeToY
g 7632671 Increclble, IVr & GED Jumor
g (0334118 IIouge Mimue & GED Serior
10 47315881 Pluto,Dog & GRD sophomore
11 |3233815 Cow,Clarabelle A GhD Jurior

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

Before:
& Excel File Edit View Insert Format Tools Data
REETIS R RSP SN SR Al RAeERd IR

_@_ N | 10502 drama 60 grades.xls

< : B = : D E | F
Name w rade Basis Level
2 EREprEp alug Eruly Lorame A GED SETIOT

3 3636036 Mouse, Mickey A GED SETIOT

4 (2032043 Duck, Daffyy Anna A GRD SETI0T

5 (4577209 Hatter,I\Iad NP GRD Jurior

& (4731099 Carrera, Sally A GED SEIoT

T 8350356 Hudson, Doc & GRD SEor

B 7682671 Incredible IVIr & GRD Junior

a 0334118 MMouge, IMinme & GERED SEmIoT

10 4731881 Pluto,Dog A GRD aophomore
11 32835815 Cow,Clarabells A GRD Juror

Questions regarding the Grade Upload process may be ditected to the Office o the Registrar (regsys@ucsc.edu)



After:

¢ Excel

B

File Edit

View Insert Format Tools Data

(@06

10502 drama 60 grades.xls

1 id
3 | 3636086
4 2932043
5 4577200
6 4731009
7 8330356
B 7632671
9 9334118
10 |4731881
11 |3233815

Louge Mickey A GRD
Dwk Daffy Anma A GED
Ha-ter,IVad NP GRD
Camera, Sallv & GED
Hulzon, Daoc & GERED
Incredible, IVIr b GRD
IMouge, Iinme 2 GRD
Pluto,Dog & GRD
Cow,Clarabells A CRD

D |
Grade Basis Level

L B C
e o
aluz Ernily Lorame—& GRD

E | F

SEIOT
SEmor
QEIIoT
Jumor
QEII0T
Lellor
Jumor
Semor
sophomore

Juraor

Step 3: Save the File as a .csv or .txt starting your file name with

the 5-digit class number:
é Excel

1 lid
b 3235874

3 3636085
4 2032043
5 4577200
6 4731009

6
Select Save As...  ps7i

from the File menu i‘ééf

13283815
AED

1

boadeod L b b i L i i i

FIW Edit  View

Insert Format Tools

Project Gallery...

New Workbook
Open...
Close

Save

1 3P

FEN
#£0
FHEW

#E5

Save as Web Page...

Save Workspace...
Web Page Preview

Page Setup...
Print Area
Print Preview
Print...

Send To

Properties...

1 Macinto...:10502 drama 60 grades.xls

Data Window Help

P A0S Lo | [N 35| (5 oox )

r-

T T T T T T 17T
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é Excel File Edit View Insert Format Tools Data Window Help

D S s "

T &1
N e ™1 10502 drama 60 grades.xls I
Save As: 10502 drama 60 grad;.xh B _,:_

Where: | @ Documents f:“]

Format: '_ Microsoft Excel 5.0/95 Workbook | :]

™ Append file extension ( Options... )

'f
File name: Enter the 5 digit class . . ”
number from your grade roster. |_Cancel | H‘“") _F
TENE L

L
| § = i

@’. Excel File Edit View Insert Format Tools Data Window He

I“f’_lL:;l ) )

|'-'é

N6 71 10502 drama 60 grades.xls

. |

Microsoft Excel workbook

Web Page
Where: | Template
Formatted Text (Space delimited)
Text (Tab delimited)
v Microsoft Excel 5.0/95 Workbook

Microsoft Excel 97-2002, X & 5.0/95 Workbook
v CSV (Comma delimited)

Format: Select either Text (Tab / Microsoft Excel 4.0 Worksheet
delimited) or CSV (Comma—"| Microsoft Excel 3.0 Worksheet
delimited and then select Save Microsoft Excel 2.2 Workshest
. Microsoft Excel 4.0 Workbook

) WK4 (1-2-3)

A2 CRA 71T "X %

Questions regarding the Grade Upload process may be ditected to the Office o the Registrar (regsys@ucsc.edu)




After selecting Save you may Li L » : | . = -
get this message asking you if

you really want to save. Click .
Yes 0502 drama 60 grades.txt may contain

~atures that not compatible with Text
‘Ghu (Tab delimited).

Do you want to keep the wotklbook in this format?

N A

* To keep this format, which leaves syt any incompatible
features, click Yes.

+ To preserve the features, click No. Then

the latest Excel format.
( No ) (—’ﬁ:&-—)

2 a copy in

Ll el

FEIT TR 2R TR TR

]

The file is now ready to upload to the grade roster.

Sample tab delimited .txt file

¢7 TextEdit File Edit Format Window Help

8ee ™| 10502 drama 60 grades.txt
fid Mome  Grode Grode Bosis  _ewel
3235874 "Slug,Emily Loraine" A SRD Senior
3636036 "Mouze ,Mickey" & GRD Jenior

2932943 "Duck ,Daffy Anna" A SRD Senior
4577209 "Hatter ,Mad" HF GRD Junior

4731899 "Carrera, Sally" A SRD Senior
835A3E6 "Hudszon,Doc" A GRD Jenior

7652671 "Incredible,Mr" & GRD Junior

9334118 "Mousze,Minnie" A GRD enior

4731881 "Pluto,Dog" A GRD sophomore
3283815 "Cow,Clarabel le" A SRD Junior

§am9|e comma delimited .csv file
&7 TextEdit File Edit Format Window Help

SO | 10502 drama 60 grades.csv
[id ydane ,Grade Grode Basis,level,,, -
S323874,"5lug,Emily Loraine" ,A,GRD,Senior, ,,
S6358586 , "Mouze Mickey" A ,GRD ,Senior, ..
2932943, "Duck ,Daffy Anna" ,A,GEC,Senior,,,
4577289, "Hatter ,Mad" WP ,GRD, Juricr, , ,
4731899, "Carrera, Sally" ,A,GRD,Senior,,,
53833586, "Hudson Doc" A ,GRD ,Senior, ,
TeE2e7l, " Incredible ,Mr" LA LGRD . cunior, .,
9334115, "Mou=e Minnie" A ,GRD ,Senior, .,
4731881, "Pluto,Dog" A ,GRD , Sophcmore, ,
23283815, "Cow,Clamabel le" A ,GRD ,Junior, ,,

Questions regarding the Grade Upload process may be directed to the Office of the Registrat (regsys@ucsc.edu)



