Here are the instructions for downloading and impor ting files into Gradequick.
(Print these out!)

1. After logging-in to PiratesNet and going to the Faculty area of the site, you will need to click
on the Download Roster link. When prompted, you will need to enter your standard email

credentials (last name; first initial and your standard email password). This will take you to a
screen similar to the one shown in step 2.

2. Click on the Section # for the class you'd like to download (see below)

PiratesNet

Main Menu | Contz

Faculty Class Roster

Instructions for downloading and importing files into Gradequick.
Instructions for downloading class roster information
Download all class Rosters (Excel)

Faculty Mame: Bonnie Ennis Term: 2010MSP
Tip: Synonyms printed in blue {links) can be clicked for student roster.
Note: Gradequick users please click on a section # and use the Download File{Gradequick) link

ROSTER
u
Secf . n . . MAXS
Name Synonym Title ; Location Type Times Days AVAIL
5
MLR-100-1064 106 Research Methodology 2 MLIB 128, East LEC 9:35 AM-11:00 AM MW 2710

12010 - 31312010

3. Now click on the link entitled “Download file(GradeQuick)” See image below

Class Roster
Click here

Course Name and Title Term

MLR-100-1064 Research Methodology 2010M3P

Instructors Location

Bonnie Ennis MLIB 128

Download file(GradeQuick) Instructions (GradeQuick PDF Format) Download file(Excel) Instructions (Excel)
Access Code (5107) [
Student D Email Status | Credits | Add Date Add Time Wait Listed

Anviyeh, Briner T 0712071 |banviyeh@studentyosemite.edu M 2 -
Baisac, Genaro Paolo R 0751263 |gbaisac@studentyosemite.edu | 2 -
Birlew, Richard Y 0619463 |rbirlew@studentyosemite.edu M 2 -




4. You will see a dialog box similar to the one appearing below. Click on OK to allow
Microsoft Office Excel to open the file. NOTE: You MUST have Excel (or its equivalent) in
order to open the file.  If you don't have Excel installed on your machine you will need to
download and install the free “Sun Open Office Suite” using a search engine like Google. Once
you have the Open Office Suite installed, you will be able to open the file.

Opening ClassRosterReport.aspx |£J

You have chosen to open

&) ClassRosterReport.aspx

which is a: Microsoft Office Excel 97-2003 Worksheet
from: https://media.mjc.edu

What should Firefox do with this file?

@ Open with Microsoft Office Excel (default) -

*1 Open with default Win32 application

~1 Save File

[[] Dgthi= 3 atically for files like this from now on.

5. You may get a “warning message” but don’t worry, just click on the “Yes” button. The file will
open in Excel. Depending on the version of Excel you're using, the file will look somewhat like
what appears below.

L .

I.r’-;;‘\ll- H_ o 3 )= ClassRosterReport.aspx-1 [Read-Only] - Microsoft Excel
e L an
—J Home Insert Page Layout Formulas Data Review View Developer
£ | Calibri 111 - {lle=— gg[;ﬁﬂ General - | A = Insert -
53 ||| Bl B A || S E B ||| 8 Y| I Delete ~
Paste | = Styles || e
- FE S A |EE £=| || (R ty. &l Format ~
I Clipboard ™ Fant ] Alignment ] Number s Cells
| =
Al - fi | NAME
A B L D E F G
NAME ID
2 |Anviyeh; Briner T 712071
3 |Baisac; Genaro Paolo R 751263
4 |Birlew: Richard ¥ 619463
5 |Carbonell; Albert C 533046
6 Crosby; Alyssa M 720445
7 |Crosby; Ashley D 720436
8 |Davalos; Antonio 729000




6. Now you'll need to do a “Save-As” and save the file as a “Text- tab delimited ” file. Give the
file a new name like — Eng 50 Section 1234. Be sure to save the file on your Desktop so you
can easily find it later!! Below is an example of how to do a Save As when using Excel 2007.
Again, don’t worry if you get any “file warnings”, just click on Yes to save the file. Once you're
done, close out Excel.

- -— - .
,("'E i =] ~=‘_ [ ul-\l v CIasngﬁterRepor‘c.asp}(—l [Read-Onh

j Save f the d t
e a copy o locumen
; Excel Workbook
~u [EH | Sawve the file as an Excel Workbook.

Open

e Excel Macro-Enabled Workbook
Convert [E31] save the workbook in the XML-based and

macro-enabled file format. I
gaueL

Save As | B

Excel Binary Workbook 1

Save the workbook in a binary file format
optimized for fast loading and saving.

Excel 97-2003 Workbook
Save a copy of the workbook that is fully
compatible with Excel 97-2003,

Print 3
Adobe PDF

Prepare * OpenDocument Spreadsheet

Save the workbook in the Open Document
Format.

Send 4
PDF or XPS

Publish a copy of the workb as a PDF or

Publish  » XPS file.

TLLLTL

Other Formats

-, Open the Save As dialog box to select from
| LClose all possible file types.

2] Excel Options | | X Exit Excel |l

e S W

The file that was saved as a “Text (Tab Delimited)” should now appear on your Desktop.
It should look similar to the icon appearing below;

Eng 50
Section 1234




7. Now open GradeQuick and click on File (in the upper left hand corner) and then Import
from the drop-down (see below). From the Import fly-out, choose the following file-type

Import ASCII Delimited Roster/ Data

() GradeQuick - UNTITLED.GBK —

File] Edit View Graph Grading R_epors Edline Opi
f MNew Crl+N |
Open... Ctrl+0 B ﬁ
ReOpen b M
Save Ctrl+5 kg il W
Save as...
Close Ctrl+W
File Management » _,,..--""'"
Import ,‘:‘—
Export b

When prompted select the TAB option (see below) and then click OK. Click OK again on the
next dialog box that appears.

& 0K ? Help | X Cancel

Continued on the next page



8. You will be asked to locate the file to be imported. Remember in our example the file that
was created earlier was Eng 50 Section 1234 and it was located on the Desktop . Therefore,
when asked go to your Desktop and then change “Files of type:” to All Files.  Finally, click
Open (see below)

9. Find your file from the list (eg example below) and click Open

@ Open ﬂ
Look in: I Bl Desktop - ¥ B
J:- =] MName = Size Type Date =
a:}‘v @ Blackboard Pre-Service Questionaire 140 KB  Microsoft.. 10/2(
Recent Flaces i ’ ;
@-‘._.j Blackbeoard Training - Nov 009 32KB Rich TextF.. 11/1:
) BoodrockasPolicyProposal 114 KB Microsoft... 9/22;
-,!"_, CA CC Faculty Survey 09 T1KE Adobe Acr..  10/1:
@CMPGR Faculty Availability 11 KB Microsoft.. 12/3
?1:] %E Contacts 51 KB Microsoft .. IHEJF
James Clarke |I£[:| Documents - Shortcut 1KB Shortcut 1134
E@&: | Eng 50 Section 1234 1KEB TXT File 1113,
- = =
et @ Erins Add_ Card T_)rpe: THT File KB PMGImage 1;"13.._l
@) Faculty Files - § gjz¢ ga5 bytes KB Shortcut O/4/z
,‘i @ HIDE_LM Date modified: 1/13/2010 2:51 PM |KB PMNGImage 1/12
N_et-wc;rk ) Importing Grade Data 726 KB Microsoft...  9/30;
ﬁ?lmuortinu Grade Data from E:rc"cel to Bl... 705 KB I'V'Iiclrosoft 9!39; *

File name: I j \Op_enl
Fles ofype: ==




10. A drop-down will appear and you will be asked to make a selection from a list of 3 options.
Chose the default “Create new class ” and click OK. Note: if you get an error message, it's
usually because you forgot to close out Excel. Close out Excel and repeat the process starting
from Step 7.

11. If you were successful, your roster data will appear in Gradequick as seen below. NOTE:
there’s an error in the extract such that a student will appear in Row 1 with the name of NAME

Remove this student by putting your cursor in the NAME cell and right-clicking. Select Delete
Student from the list of options.

12. The last step is to Save your file by clicking on the disk icon at the top-left of the
GradeQuick screen. Give it a name — (eg English 50 1234 Spring 10)

At this point you can delete the Tab-delimited text file that you saved to your Desktop in an
earlier step as it's not needed anymore.

You're Done!l



