WebCT Grade Book

Using Excel and the Grade Book

If you are using an Excel spreadsheet for student grades, you may continue keeping
your grades in Excel and then uploading the information into the
WebCT Grade Book.

You can download and upload student records as "tab"” or "comma "delimited ASCII
text files. This means that when the transferred data is all run
together as text, columns will be recognized in Excel with the
occurrence of every "tab™ or every "comma."

This section covers:

e  Downloading the WebCT Grade Book into a file on your computer (as a
comma-delimited file),

e  Opening the file in Excel and making and saving changes, and

e  Uploading the file and updating the WebCT Grade Book

Download the Grade Book to Excel

Downloading your WebCT Grade Book to Excel is accomplished through two
separate tasks: (1) Downloading the Grade Book to your
computer and (2) opening the WebCT Grade Book file in Excel.

Step 1. Click the Teach tab and click the Grade Book button in the menu bar.

Step 2. Verify that all of your students are appearing in the Grades tab. If they are
not all appearing, click the Grade Book Options button and select
Show All Students.

Step 3. Click the Export to Spreadsheet button and select the options as described
below.
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Leave the default
value of UTF-8

L |

=

¢ Your location: Grade Book * Export to
Spreadsheet

Export to Spreadsheet

Columns to Export:
# Visible columns
" All columns

Select Export Format:
Select the keyboard element you want to use to
separate member data in the exported file.
# Comma-delimited
" Tab-delimite

Select Character Set:
Select a character set that is supporte
language by the software you want to use
edit the exported file.
L Unicode (UTF-8)
" Unicode (UCS-2)

Export Cancel

Members to Export:
# All members

This means that all
members from the
current view of the
grade book will be
exported.

You can either
export currently
visible columns or
all the columns.

No need to change
anything here
since either will
work with Excel.

Step 4. Click Export.

Step 5. In the File Download window, click Save and navigate to a location on your
computer where you want to save the grade book (i.e., Desktop for
the PC or Macintosh).

Save As @
Savejn | () My Documents v Q 5 sl
. ) Adobe |[C)Respondus Projeca
’J |[)Carel User Files |21 5ettings, etc
Recent Icsct Itemp
|[)CSC00s |2 Templates
7= I[)C5C Dept |2 Video Strearning
£ gEma"s gWeb Dev Choose a location in
Dieskiop My eBooks WebCT . .
= work Docs __WhICh to save the file.
= .;ﬂMy Pictures Z)workshops
’./' |[)My Received Files
My Webs
IS |[Z)Palm Desktop 4.1 Installer K
(DPersonal Click Save to save
ig DProjects the file to the
ik-take: .
My Computer | | DKk ) selected location.
|
“:‘] File name: class_JulZ_2003.txt A
|
My Metwork, | Save as bype: Text Document v D
_—y

Step 6. Click Save.
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Open Your Grade Book File in Excel

Now that the WebCT Grade Book file has been saved to your computer, it must be
opened using Microsoft Excel.

Step 1. Open Excel on your computer. Note: The location b 4

of this program on your computer may

vary. Microsoft
Excel

Step 2. From the Excel File menu, choose Open.

Microsoft Excel - Book1

DEeEn &Y ¥ B -

File | Edit Wiews Insert  Format Tools  Data  Window
g O ew... Ctrl+

£
At [Z Open... 40
Close

|
Save Choose Open from s
Save ... the File menu. 1

i

e

Save as Web Page. ..
E Save Workspace, .,

Step 3. In the Excel Open dialog box (or window), select All Files (*.*) from the
Files of Type drop-down menu.

|[JProjects
|[temp

| Templates i
[ eb Dev Select All Files (*.*)
y4

File name: | / j
Files of tvpe: | all Microsaft Ef(FiIes (%l * elas * ey * Rk bkl | - Cancel |

all Files (*,%) ]
all Microsoft Excel Files (¥, xl*; * xls; *.xlk; * . hem; *,Bkel;
Microsoft Excel Files (. x1¥; *.xls; *.xla; *.xlk; *.xdm; *.xlc
Web Pages and Web Archives (* htm; *.html; * mht; *,mt
#ML Files (*,xrl)

Texk Files (*.prn; *. bty *.csv) =

Step 4. Locate the file you saved earlier (it should be a text file — ends with a .txt
extension), select the file, and click Open.

-

Step 5. The Text Import Wizard dialogue box will appear (Step 1 of 3) — varies by
Excel version. Select the Delimited radio button under the
Original data type menu and click Next to continue.
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Text Import Wizard - Step 1 of 3

The Text Wizard has determined that wour data is Delimited.

If this is correct, choose Mext, or choose the data type that best describes wour data.
Original data tvpe

Sele_ct the Cho he file type that best describes vour data:

Delimited

- Characters such as commas or tabs separate each Field.
radio button. k- Fields are aligned in columns with spaces between each field.

Start impark at row: 1 5‘ File arigin: I 437 : OEM United States j

Preview of file Ci\Documents and SetkingsirangemiMy Documentsitemplclass_JulZ.txt,

|1 last Name, First Mame, User ID, 28N, Testl, Quiz 1 -
|2 Doy, Goofy,wottestz, 13, CIICk NEXt
|2 Poy, Pluco,wertest 3, , 12, to continue.
|4 Dovming, Linda, zz_downing, 13, /
|5 puck ,Daisy, wcttests, , , / | e
KL f B2
.
Cancel ‘ d Mext = ) Finish |
N —/

Step 6. On the next screen (Step 2 of 3), select the Comma check box under the

Delimiters menu (deselect all other checkboxes on that menu) and
click Next.

Text Import Wizard - Step 2 of 3 @

This screen lets you set the delimiters your dal
how wour text is affected in the preview belo /SeIECt the Comma checkbox.

Delimiters ] ol
[~ Treat consecutive delimiters as one

I Semicolon v Comma

I gpace | Cther: I— Text qualifier: ! X

Drata presiew

Last Name [First MName [Tzer ID FEN  [Testl Juiz 1 CIle Next
Coog Foofy prottestcE 18] .

Cog Fluto prottestd Lz tO COﬂtInUE
[ovming Linda E=_dovming nz

/
fuck Laisy prottests / |L]
Ef H

Cancel < Back Mext = Einish |
— =
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Step 7. On the next and last screen (Step 3 of 3), on the Column data format menu,
select the General radio button and click Finish.

Text Import Wizard - Step 3 of 3 W
This screen lets you select each column and set Column data format H
s Dt St poisiny | Click the General
N = radio button.
'General converts numeric walues to numbers, date " Text
walues to dates, and all remaining walues to kext,  Date: MDY Ll

™ Do not jmport column (skip)

Advanced. ..

Data preview

Copneral

Oser ID BESN [Testl fuiz 1 H H

- s Click Finish to

brottesta hz import the file.

Ez_dotming L3 1

protteste I |L|
Cancel | < Back, |

The information will be imported as an Excel spreadsheet:

Al - f~ Last Mame

A B c D E F
1 |Last MamdFirst Namellser D 55N Test1 Cluiz 1
2 |Dog Goofy wicttest? 13
3 |Dog Pluto wicttestd 12
4 |Downing | Linda zzZ_downing 13
5 |Duck Daisy wicttests
6 |Duck Donald  wcttest!
7 |Kay Matthew zz_mkay
8 honce  hicko cHocts
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Editing Your Grade Book File in Excel

Within Excel, you may edit the cells and add new columns. However, cells (and/or
columns) edited in Excel that are associated with WebCT Quizzes
or WebCT Assignments (through the Drop-box) will not affect
(or update) those columns belonging to the Grade Book contained
within WebCT. In short, WebCT Quiz and Assignment column
cannot be edited in Excel; they must be edited directly in WebCT.

To save any changes you have made to your Grade Book file (in Excel), follow these

Step 1. From the Excel File menu, click Save As..

steps:

Microsoft Excel - class_Jul2.txt

DR &Y §RE-
File | Edit Yiew Insert Format  Tools

e O mew...

pif & Qpen...

Close

Choose Save As...
from the File menu.

3 Save Workspace, .,

Save I
Save As...

1 48 Save as Web Page...

| - |

Data  Window  H|
Chrl+M

H+0 &
Chrl+5

Qi

. to save the changes.

Step 2. From the Save As dialog box, select CSV (comma delimited) (*.csv) in
the Save as Type drop-down box.

Step 3. Click Save. Click Yes if asked to replace the existing file.

Choose CSV
Fa_‘wites (Comma delimited)
E as the file format.
e
W = File name:  |class_Julz_2003.bxt -] Save
E Ty Metwiork,
" Places Save 85 LVPE! [Text (Tab delinited) (*.txt) - _4 Cancel |
Unicode Text {*,txt) -
sacd5dod Microsoft Excel 5.0/95 Waorkbook (%, xls) !
zz_rangem oft Excel 97-2002 £.5.0 —| Click save to
sarar | elimited’ (*,csv) A
sackRS94 1 Mlu:r-:-sc-Ft Excel 4.0 Worksheet [, wxls) save the file in
Mlcrnscuft Excel 3.0 Warksheet (*.xls) ~ CSV format.
sact7833 14
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Step 4. A dialog box will appear asking if you would like to keep the spreadsheet in

this format. Click Yes.

¥
Microsoft Excel

X|

farmat?

-
\y + To keep this format, which leaves out any incompatible Features, click Yes.
+ To preserye the Features, click No., Then save a copy in the latest Excel format,
+ To see what might be lost, click Help.

Click Yes to save
the file in the
selected format.

class_JulZ.csv may contain Features that are not compatible with CSY (Comma delimited). Do vou want ko keep the workbook in this

Step 5. Exit out of Excel. Click No if asked to save the file.
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Uploading a Grade Book File (Spreadsheet) into WebCT

At this point, you have probably made changes to your Grade Book spreadsheet file
and are ready to upload the information into the WebCT Grade
Book.

Step 1. Click the Teach tab and click the Grade Book button in the menu bar.

Step 2. Click Import from Spreadsheet.

Step 3. From the Import File screen, click Browse and locate the spreadsheet file
that you created in the previous steps (the file will have the

extension .csv).

Step 4. After you locate the file, click Save or Open — depends on your operating

system.

Step 5. In the Separator field, select Comma and leave the Select Character Set as

Unicode (UTF-8).

Step 6. Click Upload and the following screen will appear.

Import File

Import Column
User ID

Last Name

First Name

Role

Module 1 Gamma
Module 2 Centari
Module 3

Quiz 1 Beta

HW #1

Comment:

Import Cancel

< Your location: Grade Book » Import File

Match the columns in the file with the columns in the Gra
Select "Do not import” for any columns you do not wb
The User Name column is a required column fg

Match

]
]
1]
1
]
]
]
1

Step 7. Carefully review the data and when you are satisfied, click Import.

If the column is not

appear.

matched, this icon will

ook Column Data Preview

User ID - wcttestl, wettest6, [blank]...

- Do not import - - Duck,Duck,[blank]...
- Do not import - - Donald,Daisy,[blank]...
- Do not import - - Student,Student,[blank]...

Module 1 Gamma | [blank], [blank], [blank]...

Maodule 2 Ce - [blank], [blank], [blank]...

Module 3 - [blank],[blank],[blank]...
Quiz 1 Beta [blank],[blank],[blank]...

HW #1 [blank],[blank], [blank]...

Verify that the import column matches

the correct column here.

If it doesn’t match you may choose

Add as New Column or select Do
Not Import
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