Uploading Grades to WebCT from an Excel Spreadsheet
(Draft)

Initiating the Excel Spreadsheet

 Before working with the grade book for a class the first time, you must download the populated grade book, do this after the Add/Drop period is over. During the period when students are adding and dropping, the information about enrolled students is updated daily. Wait until the add/drop period is over for the final list.
1. Login to WebCT and go to the appropriate class’s site.

2. Click on the Control Panel.
3. Click on Manage Course.

4. Click on Manage Students.

5. In the Actions menu, under Records, click on Download.

6. Choose Comma as the delimiter type.

7. Click on Download.

8. Tell it to Save to Disk, and pay attention to where it’s saving the file. 

You should now have a copy of every enrolled student’s userid, and their first and last names. 

Open the downloaded file in Excel
The file you downloaded from WebCT is not an Excel file, so it must be converted. 

1. Open Excel.

2. Initiate opening a file in Excel.

3. Since this file is not an Excel file, you need to click on the drop down menu box, where it says Files of Type and choose All files (*.*) .  WebCT saves files, by default, as class_today’s-date.txt. When you spot it, click on it and open that file. 

4. Excel will inform you that it’s not an Excel file, and ask you a few questions.  Click on Delimited, and then click on Next.

5. Choose Comma, and click on Next.

6. Click on Finish.

7. Your class list will now filter into your Excel spreadsheet. 

Do your grades and calculations in Excel. DO NOT CHANGED THE USERID COLUMN.   Save a copy (or two) to your hard drive, don’t let WebCT be the only place you have a copy of your grades. When you’re done, save the file as an Excel spreadsheet, for future use, then save it as a CSV file to upload to WebCT.
Saving your file as a CSV File

1. Click on File

2. Click on Save As

3. Click on the dropdown menu Save as Type
4. Cursor down to CSV and choose it

5. Rename the file if you wish, but save it

6. It will warn you that it’s changing formats, that’s ok, click Save

Uploading your grades to WebCT and making them available to students
1. After you have saved your Excel file as a .CSV file, you can upload the file to WebCT. Login to WebCT.
2. Go to the appropriate class.

3. Click on the Control Panel

4. Choose Manage Course

5. Choose Add or Import students

6. At the bottom of the screen, under Import from File, click on the Browse button to find your .CSV file. 

7. Choose the .CSV file.

8. Upload the .CSV file.

9. Click on Add selected.

10. Click on import. 

11. WebCT will inform you that it found a set of fields, identified by labels.  Hopefully those are correct. Click on Continue.

12. It may ask for confirmation of new fields, click on OK or Continue until it returns you to the Manage Students screen. 

13. To release the information you just uploaded, go back to the Manage Course page

14. Click on Manage Columns

15. Click on the box above the new column and then select yes from the dropdown menu under the heading of Release.
16. Grades should now be visible to students. 

Tips:  

When in Excel, don’t change the student’s User ID. That is the one unique identifier within the spreadsheet and WebCT. 

When working on the Manage Columns page, if you have clicked on a column or columns and used an action option, unselect the columns. WebCT doesn’t automatically unselect columns.
The Reveal option reveals the column to students. The Hide option hides a column from you. Why would you want to hide a column from yourself?  The screen is only wide enough to display 5 or 6 columns at a time. If you are inputting data at the right edge of the grade book, but need to refer to the left edge of the grade book, you’d have to slide left and right a lot.  By hiding many of the columns in the middle, you can see the name of the student and input data more quickly. 

