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Objective = This document provides the necessary steps to upload Student grades from a
Spreadsheet Application to your WebCT6 Course. There are three important procedures to
successfully accomplish this task.

Procedure —

I. Obtaining a CSV file for use in Excel
U Log into WebCT.

U From the “Course List” click on the title for your course section.

Econ208_Sp07 - ECON209elps_SEC03_Sp07

3pa

:: Econ209_Sp07 - ECONZ09jd_SEC02_Sp07
Section Instructor: helpdesk webct

U From the “Teach” tab, under the “Instructor Tools” menu, click on the “Grade Book”

fink C=S "

Iy Instructor Tools

g Manage Course

@"j Assessment Manager
[_y% Grade Book

Grading Forms

B Group Manager

Tracking
€7 Notes l'

Y] .
= Selective Release

O From the “Grade Book” screen, on the bottom left-hand side of the screen, click on

the | Export to Spreadsheet. button to continue.
O From the “Export to Spreadsheet” screen, leave all the options as default. Notice the
“Export Format” will be a “Comma-delimited” CSV file.

Q Click the button to download the document as a “Comma-delimited” CSV file.
) studentview |

’ Teach Student View

< Your location: Grade Book » Export to Spreadsheet

[::; Export to Spreadsheet

Members to Export:
@ all members

Columns to Export:
@ visible columns
O all columns

:DExpurt Format:

Select the keyboard element [you want to use to separate member data in the exported file,
@ comma-delimited
© Tab-delimited

Character Set:
Select a character set that is supported for your language by the software you want to use to view or edit the exported file,
@ Unicode (UTF-23
O Unicode (UCS-2)

[_W‘ Cancel
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O Depending on the type of browser you are using, a download window appears, change
the option to “Save to Disk” and click the “OK” button to continue, or click on the “Save”
button to continue. (Note: the CSV file should automatically save to your Desktop).

Opening exportedcourse.csv g] File Download J

‘fou have chosen ko open oo
Do you want to open or save this file?

) exportedcourse.csv

which is & Microsaft Office Excel Comma Separated Yalues File @aj Mame: exportedcourse.csy
|

from: http: bk, calstatela, ed
et e S b el Type: Microsoft Office Excel Comma Separated Yalues File

What should Firefox do with this File?

© Open ][ Save l[ Cancel ]

[] Do this automatically For files like this From now on. N
S while files from the Intermet can be ugeful, zome files can patentially

I-Q-l harm your computer. IF you do not trust the source, do not open ar
L.

I - zave this file. What's the rizk?

From: webcké,calstatela, edu

Microsoft Office Excel {default) w

Il. Open the CSV file in Excel to Make Your Changes

O The file should be on your Windows Desktop. Double click on the Zh) CSV file icon and
it should start the Excel program. (Note: Please wait while Excel opens your CSV file).

O This is the time to make changes to the exportedcourse.csv file.

O Do not change the Last Name, First Name, User ID and Role columns. You may do
the following:

U Add new fields (columns)
U Add grades to your records (update the student columns for each row)

U Below is a sample sheet obtained from the exportedcourse.csv file.

Last First

Name Name User ID Role Homework | Quiz1 | Quiz2 | Quiz5 | Midterm | Final
studentl Webctl wctstudentl | Student 10 100 A
student2 Webct2 wctstudent2 | Student 5 50 C
student3 Webct3 wctstudent3 | Student 6 85 B
student4 Webct4 wctstudent4 | Student 8 69 C
student5 Webct5 wctstudent5 | Student 9 74 C

O From Excel, Click on the “File” menu and select the “Save as” option.
E1 Microsoft Excel - exportedcourse.csy

ﬂ File | Edit ‘Wiew Insert Format Tools  MegaStat  Date

i | Mew... ChelHM

i [ COpen... Crl+0
i Close

A

| | save Chrl4+5

— :‘.1 Save As...
iy Save as‘Web Page...
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From the “Save As” dialog box, keep the file name the same and make sure the “Save
as type” is “CSV (Comma delimited) (*.csv)” and then click the “Save” button.

Q

Once all the information in the CSV file is up-to-date, we will now upload it back into WebCT.

Save As @@
Save in: (& Deskiop v | @ 3| Q X i EH - Todls -
- BMY Documents
uﬁ ' My Computer {Fal38-01)

MMy Recent €My Metwork Places
DEEUERS B exportedeourse.csv

[

Deskiop ‘
My Documents

ompuker
My Metwarl
Pt:bsc‘weaswpa C5Y (Comma delimited) (*.csv) v

My

[

-

lll. Uploading the CSV file into WebCT

Q

Q

Log back into WebCT 6 as the system will usually log you out for inactivity.

Once again, go to the “Teach” tab, under the “Instructor Tools” menu, click on the link

% Grade Book

for the | tool.

If you don’t need to log in again, and are still on the “Export to Spreadsheet” screen,

then click the button to return to the “Grade Book” screen.

From the “Grade Book” screen, near the top of the webpage, click on the
| Import from Spreadsheet | button to continue with the upload.

From the “Import File” screen, click the button.

ourse Tools I our location: Grade Book » Import File
[ Tool N locat Grade Book » Import Fil
& Course Content | ¥

Import File
@ Assessments

5 Discussions Select the course file that you would like to upload.

@ Learning Modules File: | |[ Browse... K_j
£ Mail Separatar:

03 Syllabus T| Character Set:

(H) = Hidden

q{

@ Manage Course

@ Assessment Manager
& Grade Book
Grading Forms
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O A new window will open. From the the “Choose file” dialog box. Click on the
exportedcourse.csv file and then click the “Open” button to return to the “Import File”

screen.

Choose file

@3

j Open

Laak in: | @ Desktop j El'
1 QMV Dacuments
bﬁ J My Computer (Fal38-01)
My Recent (W my network Places
Documents ) redc _y
—
Desktop
by Documents
58
Iy Computer
[fa138-01)
@ =
-
My Network File name: |exportedcourse CEY
Places
Files of type | Files 7)

ﬂ Cancel

U From the “Import File” screen, click the button.

) Course Tools ¢ Your location: Grade Book

&y Course Content | ¥

= Import File
Assgssments

% Discussions

> Import File

Select the course file that you would like to upload.

B Learring Modules File: ‘

|[ Browse...

&y Mail
B0 Syllabus
(H) = Hidden H

q
@ Instructor Tc gy } Upload cancel
@ Manage Courze
Assessment Manager

[@ Grade Book
Grading Forms

Separaton:

U Under the

Character Set: | Unicode (UTF-8) v

including all of the new fields to be added to the grade book.
U From the Drop Down menu next to each column, you can decide if the column is to be

added as a new column by selecting |- 4dd as ngw column - ¥| gntion from the field list.

Student View

Q .
Import File
B p
[} Match the columns in the file with the columns in the
Select "Do not import” for any columns you do not wis!
4 The User Name column is a required column for matchii
@ Import Column Match Grade Book Column
& p | |user D /] User ID 9
= " Last Name 1]
2 » - Do not import - v
] First Name a - Do not import - M
% Role [ 1] - Do not import - A
= Midterm 1] Midterm v
& Final ] Final v
a Quiz 1 = - Add as new column -
2 User ID
= Quiz 5 V] Quiz 2
Final
Quiz 2 ] Quiz 1
Quiz 5
Midterm
S Ll
- Do not import -
[ Import Cancel

2

Grade Bogk.
h to impgrt.
ng purpgses only and will not be imported.

Datp Preview

wepctadmin,csulan?,JDs_Test,Student01,tyap...
Afiministrator,Csla,webct, WebCT, Yap...
ebCT,Test,helpdesk, Testing, Terence...

Section Designer,Student, Section Designer, Section
Instructor,Student,Student...

[blank],[blank],[blank], [blank],[blank]...
[blank], [blank], [blank], [blank], [blank]...
[blank], [blank], [blank], [blank], [blank]...
[blank],[blank],[blank], [blank],[blank]...

[blank], [blank],[blank], [blank], [blank]...
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O After you click the button, you will see the “Import Errors” screen informing

you of any column(s) that did not get imported.

U Click on the

button to continue.

WebCT 6.2

¢  Your location: Grade Book » Import File

Import Errors

The following column(s) were not imported as requested:
Last Name

First Name

Role

==>[ oK

O Your Section’s Grade Book Database will become populated by the records in the
exportedcourse.csv file.

Original Grade Book

Grades | Members | View All | Custom View | SCORM Grades |

<

& |I2| Send Mail| |@ Export to Spreadsheet| |ﬁ°ﬂ Grant Acce55| |% Deny Acce55| ||._,-§ Urlerlroll|

(XX) - Indicates a grade that is partial or not complete

~¥¥ - Indicates a grade that has been overridden

] | £ Last Name 2 First Name L User ID L Role L Midterm ~ Final 2 Quiz 1 0Q
Alphanumeric 4F Alphanumeric Alphanumeric Alphanumeric Calculated Calculatad Quiz Quiz
{out of 10)
Administrator®y | WebCT webctadmin Section Designel
0 Y Csla Test csulal? Student et --
O ¥ Student Demo webct_demo_43 |Student --110.00 --
< | :
A | = Send Mail| | & Export to Spreadsheetl |§ﬁ1 Grant Accessl |?ﬂl Deny Acce55| | [ Unenrolll
XX) - Indicates a grade that i1s partial or not complete
(xx) - Indi de that i ial I
~¥¥ - Indicates a grade that has been overridden
Populated Grade Book
Grades | Members | View All | Custom View | SCORM Grades |
[]| % Last Name | % First Name | % UserID % Role L Midterm % Final % Quiz 1l % Quiz 5 % Qui
Alphanumeric 4 Alphanumeric Alphanumeric Alphanumeric Calculated Caleulated Quiz Quiz Quiz
{out of 10)
Administrator®y  |webCT webctadmin Section Designel
0 Y Csla Teast csulad? Student ~100.00 ~15.00 ~10.00 --
O £ Student Demo webct_demo_43 |Student ~86.00 --110.00 ~10.0 =

O Congratulations, you have successfully updated your Section’s Grade Book Database
from the exportedcourse.csv file.
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