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Place student numbers 
in the first column. 

Place grades in the 
second column. 

If you wish, place absences 
in the third column. 
Absences are optional. 

For midterm grades, if you wish, place 
notes in the fourth column. Notes are 
only relevant for midterm grades and 
are optional. 
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Choose “Save As” 

CJ 

~ 

J.I 

18 

191 

20 

21 

22 

23 

24 

25 

26 
')7 

~ <'I v (" "' :: ExcelFile[l] - Microsoft Excel non-commercial use 

New 

Qpen 

ConJ!ert 

~ave 

Save /js ► 

£rint ► 

Pr~p are, ► 

Seng ► 

Py bli sh ► 

b lose 

Save a copy of the d 0011 menit 

~eel Workbook 

Save the fi le as an Bo:cel W orkboo k. 

Excell Macrio-Enab'l.ed Workbook 

Save the w orkboo k in the XM L-based and 
macro -enab led f il e form at. 

Excell .!!-in:any Workbook 

Save the w orkboo k in a binary fi le fo rmat 
optim~ ed for f ast loading and saving . 

Excel fJ.7-.2:003 Workbook 

Save a copy of the w orkboo k that is fu lly 
comp at i b I e w ith Bo:cel 97 -2003. 

~dobe PDF 

Open,Qoc11 m,en,t Sprealf:Sheet 

Save the w orkboo k in the Open Dornment 
Fo rmat. 

£'.DfmXPS 

Publi sh a copy of the w orkboo k as a PDF or 
XPS fi le. 

Qther Formcats 

Open the Save As dialog box to select f ro m 
all poss ible fi le types . 

[ ~ Bo:ce l Options ] [ X ~ it Bo:cel ] 

View Aero bat 

I~• J ~ Wrap Text General 

[ f ~ i~] Merge & Center • rs • % ]l + .o .ooJ ~ .oo ~ .o Conditional Format Cell 
Formatting • as Ta ble • Styles • 

Alignment r,, Number r,, Styles 

E F G 

CD 
+-

Inse1 

H 



Save grades as a tab‐
delimited text file. You 
may be warned about 
losing formatting. Click 
ok. 
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Choose the 
appropriate 
Upload Grades 
option. 

The "Attendance" option in the drop---down list includes support for automated a.ttendance tracking cl as wetr as the Freshman 
Attendance Based Initiative c5l (FABI) program_ 
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Browse to your computer 
and choose the file that 
you just saved. Select 
“Upload File.” 
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The system will fill in student name, grade status, and 
grading scale. Check the results and optionally make any 
changes to grades or absences. Once you are satisfied, 
select In Progress or Complete and press “Submit Grades.” 

A notes column will appear 
here for midterm grades. 
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Pay close attention to any errors that are reported. If you 
submit an I grade then you will need to provide the due date 
and completion requirements using the Online I Grade 
Assignment form available from the View or Submit Grades 
screens in Class Rolls and Grades. 

Sidewiki • •.:, Check • 

* Favorites I ~ i'.l Broadba ndUSA n enterpri seconference ED.. . ~ Suggested Sites ... Web Slice Gallery ,.. El:! http--wiki. sd n. sap 

Specify a tab--clelimtted text file w tth 3 co lumns : student number, grade, and (optionally) absen ces. 

View I [Standard V iew] 

Student Nu mber 

10314887 

10271077 

10310701 

10235734 

10308912 

10239005 

10308889 

10303763 

10296349 

10235146 

Emily Cegielski 

Addison Dent 

Claire Douglas 

Aeva n G ibsc n 

Merrill Lee Girardeau 

Caro line Ingram 

Dan ielle Lee 

Aus tin Miller 

J a nta rius M csby 

A lix Ra bbins 

Spring Semester 20G!f-2010 Fina l Jcur 102 Section 12 

Submit Grades as In Progress or Complete 

C' Sav e as In Progress G' Past Grades as Co mplete 

Submtt Grad es I View Help I 

rades do not become effective unt il they are submitted as CO M 

Grade G radin Q1 Sea le 

A ABC 

B A BC 

B A BC 

A A BC 

F A BC 

F A BC 

A A BC 

A BC 

A BC 

A BC 

Absences 

2 

5 Grade uploaded as Complete. 

Grade uploaded as Complete. 

Grade uploaded as Complete. 

Grade uploaded as Co mplete. 

Grade uploaded as Complete. 

Please prov ide due date and complet ion requirements far th is I grade using the On line ·r Grade Assi ent Fa rm av ailal 

Grade uploaded as Complete. 




