Creating a CSV File for Grades on the Web
February 27, 2006
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Retrieve your grades spreadsheet

UNIVERSITE
UNIVERSITY

E3 Microsoft Excel - Grades Input Instruction

(5] Efle  Edit  Wiew Insert  Format  Tools  Data  Window  Help  Adobe POF Type a guestion for help
RN RN RN =N BN e AR N O AN LN 1z B 7 U|===
i B !
D19 - % Chris
A B | [ | 5] | E | F | & [H] 1 J [k Lm0 P | o] R~
1| Department of York University
| 2 | Grade Breakdown Record - FW05-06
3
a Course Number: YU 3311 3.0 ‘(&o‘ &a“\ \‘@;&\‘ ‘(&o‘
o o o o =
5 Instructor: Any Course or Section Director W W v o W
5 2:;5;;"' 25-0ct-05 || 21-Now-05 | 8-Dec05
- R?;;::? ‘:’ng;’e 1-NowD5 || 28-MowDs | 15-Dec-05
s s [2als[Bals [Bals 2
celbl el S lEgl S |Eg L jiEg & |Eg 2
Ego|C| 3 |55 8 [58 383|588 |55 8
g 26 = ® ® ®= —
9 | Student No. |Surname Given Name 1001 10 10% S50 [ 40% || 100 [ S0%
10| 1 | 201234567 |Student Joe s@yorku.ca SEMRO1 =] T4 78 | 78 (380|304 |71.0[255
11| 2 [ 201234568 |Student Bill si@yorku.ca SEMRED1 B T2 78 | 78 |34.0|1272|740[37.0
12| 3 [ 201234569 |Student Eob s@yorku.ca SEMRO1 C 62| 57 | 57 [|30.0|240(64.0[220
13| 4 201234570 | Student Ann si@yorku.ca SEMRED1 A 84| 55 | 85 (|44.01352(81.0[405
14| 5 [ 201234571 |Student John s@yorku.ca SEMRO1 C+ 67| 67 | 67 |320]|256|70.0[250
15| 6 [ 201234572 [Student Emma si@yorku. ca SEMROT A 80| 54 | 84 [400(220(790(395
16| 7 [ 201234573 |Student Alex si@yorku.ca SEMRO1 C 64| 65 | 65 |28.0]|224|70.0[350
17 | 8 [ 201234574 |Student Kate s@E@yorku ca SEMRO1 E+ 80| 83 | 83 (300|231 2|(800[400
18| 9 [ 201234575 | Student Steve si@yorku.ca SEMRO C+ 69| 74 | T4 (1330|1264 71.0[(355
19| 10 [ 201234576 | Student Chris siEyarku ca SEMRO1 =1 T2 74 | 74 (320268476 0[280
20 11 [ 201234577 | Student Rose si@yorku.ca SEMRO C+ 69| 67 | 67 |35.0|280(68.0(234.0
21 [ 12 [ 201234578 | Student Thomas s@yorku.ca SEMROT,, A 80| 30 | 80 (|40.0]|320(80.0[40.0
22 [ 13 [ 201234579 | Student Milke si@yorku.ca SEMROTT B+ TS| 7.7 | 7.7 |37.0|296(75.0(37.5
23 [ 14 [ 201234580 | Student Leanne s@yorku.ca SEMRO1 D+ 60| 40 | 40 (|320]|256(60.0[20.0
24 [ 15[ 201234581 | Student Jim si@yorku.ca SEMRED1 © 63| 63 | 63 (|300)240(650[325
25 o
H4 > W[y INSTRUCTIONS % GRD. BRKDWN  Letter Grades ¢ orades czv / |< s
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Insert a new Worksheet

UNIVERSITE
UNIVERSITY

osoft Excel - Grades Input Instruction

] Pl Edt  View | Insert | Formab  Tools Data  Window Help  Adobe PDF Type a question for help =
NEHR Bons B Fla oo 8= b &g - @i 22 o B Tuls==aan oA
s ﬁ! Columns
D19 worksheet
A\’/B 9 \ D [ E [ F [6 [H] 1 JITRJLIm[NTo[rP[To[RA
1| Click on insert then click Department of York University
| 2 | on Worksheet Grade Breakdown Record - FW05-06
3
q Course Number: YU 3311 3.0 ‘{\qj‘\ ‘(@v‘ ‘(@v‘ ‘(@v‘
&N o v & o
5 Instructor: Any Course or Section Director v”" V:," V:," V:," o
5 g:;g;f 250ct05 | 21-Novl5 | &Dec05
. R?;;’;’ﬂgs'e 1-MowDS | 28-NowDS | 15-Dec-Ds
3]s [2a] s Bl = [Bel s Bl
Lol B S |ER[ 2 (ER 2 R 2 |ER 2
£R|9 9|8 |55 |5¢| 5 56| S |56 &
5 S5 = B S S S —=
B Student No. |Surname Given Name 1000 10 | 10% | 50 | 40% | 100 | 50%
10| 1 | 201234567 [Student Joe s@yorku.ca SEMRO1T E 74| 78 | 78 [|380|304|710(355
11| 2 [201234568 |Student Eill sE@yorku ca SEWRO1 B 72| 78 | 78 34027 2|74.0|370
12| 3 [201234569 |Student Eob stiyorku.ca SEWROT © 62| 57 | 57 30024 0)64.0/320
13 | 4 [201234570 | Student Ann s@yorku.ca SEMROT & A 84| 85 | 85 |44.0/352|81.0/405
14| 5 [201234571 |Student John si@yorku.ca SEWRO1T C+ 67| 6.7 | 6.7 [|32.0)258)70.0/350
15| B [201234572 [Student Emma s@yorku.ca SEMRO1T A 80| 84 | 84 [|40.0|320(79.0(395
16| 7 [ 201234573 [Student Alex s@yorku ca SEMRO1T C 64| 65 | 65 [25.0]|224|70.0|350
17 | 8 [ 201234574 |Studsnt Kate st@yorku ca SEWROT B+ 80| 83 | 83 |39.0/312|80.0/400
18| 9 [201234575 | Student Steve st@yorku.ca SEWROT C+ 69 74 | 74 |33.0/264)71.0/355
19|10 [ 201234576 | Student Chris si@yorku.ca SEWRO1T B 72| 74 | 74 [33.0)264)76.0/380
20 11201234577 |Student Rose s@yorku.ca SEWRO1T C+ 69| 6.7 | 6.7 [350|280)68.0/340
21 |12 [ 201234578 | Student Thomas s@yorku.ca SEMRO1T A 80| 50 | 30 [40.0|320(30.0/400
22 | 13201234579 | Student Ilike sE@yorku ca SEMRO1 B+ 75| 77 | 77 |37T0|296|750|375
23 14201234580 | Student Leanne st@yorku.ca SEWROT D+ 60] 4.0 | 40 [|32.0)256|60.0/300
24 | 15201234581 | Student Jim s@yorku.ca SEWRO1T © 63| 63 | 63 30024 0)65.0/325
25 v
W 4 b W\ INSTRUCTIONS % GRD. BRKDWN ¢ Letter Grades { orades csv / [< o
Ready
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How to name your new worksheet

UNIVERSITE
UNIVERSITY

E3 Microsoft Excel - Grades Input Instruction

PE] Ele Edt  Wiew Insert Format  Tools  Data Window  Help  Adobe FOF Type a guestion for help = =
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A blank worksheet will appear in your grades
workbook., Double click on the tab to rename the
worksheet
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Name the worksheet you have inserted

UNIVERSITE
UNIVERSITY

E3 Microsoft Excel - Grades Input Instruction
(] Eile
RN = WA RE MW= R, e AR AN YR AN W Y [ Y . o - 10
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Name the worksheet. You will usethis name later
when you save it as a CSV file.

o) DG | O 00| Q| G 0| | B BT R B B B R R B
D O] e | QAR = O 0|00 3D N e QD B =

{w]
H 4 » W[y INSTRUCTIONS % Grades yu 3311|¢ GRD. ERKDWHN ¢ Letter Grades / 7 < |
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Highlight the portion of your grades
spreadsheet that will be copied to your new

workbook

UNIVERSITE
UNIVERSITY

1 . Take yo u r C u rSOr to th e B3 Microsoft Excel - Grades Input Instruction

(] Ale  Edit Wiew Insert Format  Tools  Data  Window  Help  Adohe FDF Type aquestion for help [« o @ X
; ; D EERGRTE S A0 o8 s e - @ e 22 <|B 7 U ===k E - S-A
first student number in Al = i 5 :
B10 - A 201234567
your spreadsheet. 3 - I — b | E ! F BTl i [ [ K[ Iw[N][olF o rA
11 Department of York University
2. Left C“Ck and h0|d down % Grade Breakdown Record - FW05-06
d 4 Course Number: YU 3311 3.0 &z(\* {‘&i\* &Z(\* ‘(@v‘
o o & & b
3' Drag your Cursor ovvn 5 Instructor: Any Course or Section Director Ve"\g " Wz)\q i Vs"\g ? Ve"\g e
Due D.
tO the Iast StUdent 5 | d:fnm;’f 2500105 | 21-Nov05 | 8-Dec05
. . RewrnDate | | nc | J5ngwns | 15-Dsc0s
7 ddmm/yy
number and still holdin T =T ==
. 9 ol Bl e Sel e |Eel ey e |2l e
= [ = e oaD =3 LTS = [ =
the left click down drag . 82523 (303|393 |39 |39] S
H 9] Student No. \Sumame Given Name 100) 10 | 10% || 50 | 40% | 100 [ 50%
acCross Unt” yOU have 10] 1 [2o13psse7 Terammr Joe s@yorku.ca SEMRO1 B 74] 78| 78 [380[304[710[355
. i | 2 201% Drag Down Bill s@yorku.ca SEMRO1 B 72| 75 | 78 [240[272740[370
12| 2 |201334569 | Student Bob s@yorku.ca SEMROT = 62| 5.7 | 57 [20.0[24.0[640[32.0
hlgh“ghted the COlumn 13| 4 |[201334570 | Student Ann s@yorku.ca SEMRO1 A 84| 85 | 85 [44.0[352(81.0[405
: : 14] 5 201334571 | Student John s@yorku.ca SEMROT Cr 67| 6.7 | 6.7 |32.0[256(70.0[35.0
W|th yOUI’ f|na| |e'['[el’ 15| 6 201384572 [Student Emma s@yorku.ca SEMRO1 A 80| 84 | 84 |400|320]790[395
16| 7 |[201484573 [ Student Alex s@yorku.ca SEMRO1 C 64| 65 | 65 [28.0[224|700[350
grade 17| & [ 201484574 [ Student Kate s@yorku.ca SEMRO1 B+ 80| 52 | 63 [39.0[31.2|800[400
' 18] 9 201484575 [Student Steve s@yorku.ca SEMROT Ct 69| 74 | 74 [23.0[264]710[355
. 13| 10] 201434576 [Student Chris s@yorku.ca SEMROT B 72| 74 | 74 [330[264[76.0[380
4_ Release the Ieft C||Ck 20 11]201434577 | Student Rose s@yarku.ca SEMROT C+ 69] 6.7 | 87 |35.0[28.0[56.0[340
21| 12201434578 Student Thomas s@yorku.ca SEMRO1 A 80| 80 | 8.0 [400[320[800[400
22|13|201484 Drag Across _ |Mike s@yorku ca SEMRO1 Bt 75| 77 | 77 [370[296|750[375
I 201*4580 Studertt Leanne s@yorku.ca SEMROT D+ 60| 4.0 | 40 [32.0[256|60.0[30.0
2415 | 201 T T 7= = N 1= 1 . 63| 6.3 | 6.3 [30.0]24.0[550[325
25 \ [ [
4 4 v W INSTRUCTIONS / Grades yu 3311 Y GRD. BRKDWN { Let‘ter Grades { grades csv I/ ‘ [< > v
Ready Sum=3018518610
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Copy the portion of the spreadsheet

you have highlighted

UNIVERSITE
UNIVERSITY

E3 Microsoft Excel - Grades Input Instruction

3 _1 File it | Wiew Insert Format Tools Datka windion Help Adobe PDF
E.JL_%?CE'“'“H”C'C‘ crhz | g e @ - F - - @ - 8] Z |l 45 100 v@)!énrial
éﬁ @ Cuk Chrl+
T B1o|4a cCopv ChFl4-C WeE7
A B ead Erl-+- | D | E [ F [ & TH[ 1 Jg [k [T LI m[nw [ olpr o] RrR~
| 1| Fil v Department of York University
| 2 | Clear Grade Breakdown Record - FW05-06
3 Delete
a ¥4 Find... . CerF Nber: YU 3311 3.0 o{:@,{:‘ o‘(@,{"‘ &Qs\" &é\"
- ) o o * o
& Instructiy: Any Course or Section Director v v v v e
B a:fng;;e 25-0ct05 || 21-NowD5 | 8-Dec-0s
= Click on Edit and then Click on Copy Ri_i;;?ﬂg:te 1-Mow-05 28-Mov-05 15-Dec-05
'8 “6 E 1} “6 E 1} “6 g LIk} “6 E 1k} “6
self| &3 |55 = B8 358 3|58 =
e 2|3 |56 S |56 Sal S |5a| 3
=] A iG] = = =4 = -
o | Student No. [Surname Given Name 100 10 [ 10% || s0 [40% | 100 [s0%
10| 1 [[201234567 |Student Joe s@yorku.ca SEMRO1 =] T4| 78 | 7.8 |38.0|304|71.0]|355
11| 2 |[201234568 | Student Eill siE@yorku.ca SEMRO1 B T2| 78 | 78 |340|27 2740|370
12| 3 |[201234569 | Student Bob siE@yorku.ca SEMRO1 C 62| 57 | 5.7 |200|240[64.0|132.0
13| 4 |[201234570 |Student Ann s@yorku.ca SEMRO1 A B4| 85 | 85 [|44.0|352[81.0]405
14| 5 |[20123457 1 | Student John s@yorku.ca SEMRO1 C+ 67| 6.7 | 6.7 [|220]|2586|70.0|350
15| 6 |[201234572 |Student Emma s@yorku.ca SEMRO1 A 80| 84 | 84 [|400|320[79.0|395
16| 7 |[201234573 |Student Alex si@yorku.ca SEMRO C 64| 65 | 65 [|268.0|224|70.0|350
17 | & |[201234574 |Student Kate si@yorku.ca SEWMRO B+ 80| 82 | 83 [|29.0|31 2800|400
18| 9 |[201234575 |Student Steve si@yorku.ca SEMRO C+ 69| 74 | 74 [|230|264|71.0]|355
19 [ 10|[201234576 | Student Chris siE@yorku.ca SEMRO1 B T2| 74 | 74 [|230|264||76.0|380
20 [ 11201234577 [Student Rose siE@yorku.ca SEMRO1 C+ 69| 67 | 67 250|258 0[658.0]|34.0
21 [ 12201234578 [Student Thomas sE@yorku ca SEMRO1 A 80| 80 | 80 |400|320[800|400
2z [ 13| 201234579 [Student Mlikee sE@yorku ca SEMRO1 B+ 75| 77 | 77 |av0|296|750|375
23 [ 14201234580 [Student L eanne s@yorku ca SEMRO1 D+ 60| 40 | 40 (320256600300
24 [15|[201234581 [Student Jim s yorku.ca SEMRO1 C 63| 63 | 63 (|300|240[65.0|325
25 =
W4k M INSTRUCTIONS A Grades yu 3311 % GRD. BRKDWN { Letter Grades 4 grades csv / |< | ¥
Ready Sum=3018518610
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UNIVERSITE
UNIVERSITY

You now have a copy of the highlighted

area

< >

icrosoft Excel - Grades Input Instruction

EI_] File Edit Wew Insert Formak Tools Data  Window Help  Adobe PDF Type a guestion for help = o >
PN e A AP E % i a8 S E] a3 0 - @ e -z - B 2 U | === vé E
i ) !
BE10 I~ A 201234557
A B " [ | o] | E | | & [H] 1 Jo K L [ M =] Pl o R~
1 Department of York University
2 Grade Breakdown Record - FW05-06
3
a Course Number: YU 3311 3.0 {(@s\‘ &e."‘\ o &e,"‘\
\O}‘ A \Q(‘ T \g(‘ b= \%'(" [
5 Instructor: Any Course or Section Director I I I e oe
Due Date
5 e 25-Qct0&6 || 21-Now05 | &-Dec-05
- R'th’:‘;: ’;’ng:’e 1-Mov-05 28-Mov-05 | 15-Dec-05
sl e [Bala el = 2al s [Ea
el 2] S |Eg|l 2 lEg S |lEgl 2 [Egl S
B8RO Q]| 3 55| & |55 & |8&) & |Ba| S
g 2 & B ® & & R —
=) Student No. |Surname Given Name 100 10 10% S0 | 40% || 100 | 50%
10| 1 201234587 [ Student Joe s@yorku.ca SERRDA B T4 78 78 (280304710355
11| 2 F201234568 |Student Eill siE@yorku.ca SEMRO B T2) 78 78 (|34.0|272|74.0|37.0
12| 3 F2012345689 | Student Bob s@yorku.ca SERRD C 62 5.7 57 (2002401840320
13| 4 F201234570 [ Student Ann siE@yorku.ca SENMRO A 84] 3.5 8.5 (|44.0]135.2(81.0)140.5
14| 5 fzo1234 o T C+ 67] 6.7 6.7 (|220|258||700|350
15| 6 201234 A 80| 54 | 54 |[400]220]7o0[395
16| 7 f A border appears around the area you have copied ﬁj 64| 65 | 65 |[280(224)700|350
17 | & p201234 B+ 80] 52 83 (290|231 2800|400
18| 9 F201234 . IR I C+ 69 74 74 (1220|264 ||71.0|1355
19|10 201234576|Student |Chr|5 siE@yorku. ca SERMRO B T2 74 74 (2202684760380
20 si@yorku.ca SERRD C+ 69] 6.7 6.7 (|325.0|280|(|68.0|34.0
21 g::‘akt:d” the new work sheet you =S —— SENMROT A 80| 50 | 80 |400|320|80.0|400
22 siE@yorku.ca SERROD B+ 75 7.7 TN 0|296|75.0|37.5
23| 145201234580 Stwnt Leanne s@yorku.ca SERRD D+ 60) 40 | 40 (|320|258||60.0|30.0
24 [15F 201234581 [Stud Jim sEyorku.ca SEMRD C 63] 6.3 6.3 (|2300]|240|65.0]|32.5
25
=

M 4 v W% INSTRUCTIONS £ Grades yu 3311 % GRD. BRKDWN ¢ Letter Grades 4 grades csv /

Sum=3013513610
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Select destination and press ENTER or choose Paste
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new spreadsheet

UNIVERSITE
UNIVERSITY

Paste the area you have copied in the

E3 Microsoft Excel - Grades Input Instruc

@J Eile | Edil wWiew  Insert  Format Tools  Data  wWwindow Help  adobe PDF Type a question for help * -3 X
TR i 't Undo bz Zy @E . e - e - @ 3 - A 2] U g% 100% -@!énrial -0 - B I U EE= -&-é-!
: _@ @ L CarMgFepeat CErl+Y
a1 | & Cut Chrl+x
AZa copy Ctrlc D | E | F | [£] | H | | J | K | L | I | [s] | P | Q ==
; Eﬁ Office Clipboar ¥
3 8, Paste 4+
4 : | Paste Special... \ |
% |- Paste i
7 : Fill
| 8 | L Clear
=)
W i Delete. ..
11 : Delete Sheet
% | Mowve or Copy Sheet. ..
14 |3y Find... ChElF
15 11 Replace. .. Chrl4+H
% - Go Ta... Chrl4+a
1. | Links. ..
19| ¥ object
120 ¥
21 f
22
=3 | Make sure YOuUr cursor has been
24| clicked in cell A1
25
256
27 N - N
28 Double click on Edit and then click on Paste
29 Special
30
31
32
33
| 34
35
| 3B L
37
35
20 :
4 4 » M} INSTRUCTIONS % Grades yu 3311 GRD. BREDWMN 4 Letter Grades £ grades csv / J( =

Select destination and press ENTER. or choose Paste

Intranet... E u




YORK _ _
Use Values in Paste Special to remove

formulae from data you are copying

UNIVERSITE
UNIVERSITY

Type a question for help -

E=0B R -

Format  Tools Data  window  Help  Aadobe PDF

L
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When you click on Paste Special,
the Paste Special menu appears

10| Click on the Values radio button,
111 then click OK

14 You must do this to ensure that
15| no formulae are pasted into this
-—1 sheet

Paste Special

Paske

[@F-1]

O Formaks
O Commenks

Cperation

@ Mone

) validation

) all except borders

) Calumn widths

) Formulas and number Formats
() valuss and number Formats

) Mulkiply
O Divide

|:| Transpose

Ok J [ Cancel ]

Select destination and press ENTER or choose Paste

-4 start
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You have now copied the data to a new

Spreadsheet

UNIVERSITE
UNIVERSITY

Ed Microsoft Excel - Grades Input Instruction

Ell_] File Edit Wiew Insert Format Tools  Daka Wi
P S (3 AT RS DB S0 -8 x5 2 oo - @ [l el - 10

WS, | !
A1 ~ £ 201234567
B | [& | D | E | F G | H | | | J | K | L | [ | ]
Sx Student Joe 5 orku.c SEMRO1 -
= ; @y The data you have copied now

s@Eryorku.c SEMRO1 )
L SEMRO1 appears in the spreadsheet.
Wi |

ow  Help  Adobe PDF Twpe a question For help =5

_
= 5 | £ -»-A- B

I
I
I
o

2.01 E-AEECE
2.01EHIS

2.0ME-HIS
2.01EHIE Student 2
2.01EHIS Student Emma . SEMRO1
2.01EHIG Student  Alex B .. SEMRO1
2.01EHIS Student Kate
2.01EHIG Student Steve siEyorku. E
2.01EHIS Student  Chris s@Eryorku.c SE O
2.01EHIG Student Rose sigayorku.c SEMROT
2.01EHIS Student Thomas  s@yorku.c SEMRDT
2.01EHIG Student Mike sigayorku.c SEMROT
2.01EHIS Student  Leanne s@Eryorku.c SEMRO1
2.01EHIS Student Jim savorku.c SEMBDT O

Studentnumbers appear like this
because the column is not wide
enough.

(')_U\LJO} =0 mm

T

If you want to see all the data you
have copied click on/the box in the
\:Jpper left hand comer to highlight
he spreadsheet.
{Instructions continued on the next

oorgm
+ o+

000 | 00| 0 0 D | P B R B B B B B R b | | | o || o f o | o | i | .

38

20
M 4 » MY INSTRUCTIONS % Grades yu 3311 { GRD. BRKDwYM { Letter Grades 4 grades csv / |< =
Select destination and press EMTER or choose Paste Sum=3018518610




YORK

UNIVERSITE
UNIVERSITY

Widening columns to fit your data

E3 Microsoft Excel - Grades Input Instruction

El] Eile Edit W¥iew Insert Format Tools [Data  Window  Help  Adobe POF Twpe a question for help
HRNE=N= RES = NN N RS A RSNl NS Y TN L NN - ML -0 - B 7 U|===
i
A1 - A 201234567
| A qF A/ [ O E F G H b 1 [5) P [ R =
1 "N dent Joe s@yorku.ca SEMROT B
=l 2.0 Eill sig@yorku.ca SEMROT B
=Nl 2.01E Bob s@yorku.ca SEMROT C
Ll 2.01 E+D5 S si@@yorku.ca SEMROT A
=l 2.01E+H1S s@yorku.ca SEMROT C+
=l 2.01E+08 Stude s@yorku.ca SEMROT A
| 2. 01E+HIS Student Al s yorku.ca SEMROT C
(=l 2.01E+D58 Student Kate o vorku.ca SEMRO1 B+
N 2. 01EHIS Student Stewe EMNorku.ca SEMRDOT C+
(il 2.01E-+JE Student Chris sy Mku ca SEMRON B
(BN 2. 01E+HIS Student Rose siE@yorkiyga SEMROT C+
2 E+HIS Student Thomas s@yorku. SEMROT A
2O01EHIG Student Mike sE@yorku.ca ‘i dR01 B+
2ME+HIS Student Leanne s@yorku.ca SERIES] D+
201EHIS Student Jim siEdyorku.ca SERNROT ™

H 4k KW INSTRUCTIONS % Grades yu 3311 ¢ GRD

Ready

Click your cursor on the corner box. This will highlight your

spreadsheet.

Move your cursor to the right side of column A. When you
reach the right margin of column A your cursor will change to

this shape.

Double click with the cursor in this position and your columns
will be automatically adjusted to the correct width.

. BREDwWM 4 Letter Grades 4 grades csv /

|< | ]
Surm=3015515610

‘s start
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Deleting unwanted columns

UNIVERSITE
UNIVERSITY

EZ Microsoft Excel - Grades Input Instruction

B File Edit View Insert Formst Tools Data Window Help

DEeE S Sy & B D o & = A 2] Ml 4 w0 - (Z) .| Adal - 1m0 -~ B I O | B 2z, i %R
30 Snaglt ‘window - Tt
o j =| sEdyorku.ca
A E [ F <] H I i 3 L Tl T [s] F el R = T =
| 1 | 201234567 Student |Joe orku. ca RO1YE 1
2 | 201234568 Student  Bill i orku.ca SEMRO1 B
| 3 | 201234569 Student Bob s@Werku.ca SEMRO1 |C Your final file for Grades on the VWeb must have four columns.
| 4 | 201234570 Student |Ann si@yogku ca SEMROT |A Column A: Student Number
5 | 201234571 | Student | Jahn SEYo ca SEMRBOT |C+ -
| 6_| 201234572 Student Emma  |s@yorky.ca SEMROT |2 Column B: S_urname
7 | 201234573 Student Alex  |s@yorkiNga SEMROT | Column C: First Name
| 8 | 201234574 Student | Kate s@yorku % SEMRD1 [B+ Column D: Final Letter Grade
| 9 | 201234575 Student |Steve  [si@yorku ol SEMBOT (C+
| 10 | 201234576 Student | Chris si@yorku ca\SEMROT |B
| 11 [ 201234577 Student |[Rose si@yorku.ca MEOT [C+
| 12 | 201234578 Student Thomas |si@yorku.ca RO |2
13 | 201234579 Student Mike  [s@yorku ca SEWIRO1 B+
14| 201234580 Student Leanne |s@yorku ca SEMRO1 [0+
| 15 | 201234581 Student |Jim siE@yorku.ca SEMROT |C
16
17 | Delete columns that are not needed. The number of columns
% you need to delete will depend on the layout of your grade
20 sheet.
21
|22 | In this spreadsheet two columns will need to be deleted in
Exx order to have the final grades in column D.
25
126 | o delete columns, place your cursor on column D, click and
| 27 | hold and drag the cursor until you reach the last column you
— want to delete, (in this example, column E)
130 |
|31
| 32 |
| 33 |
|34 |
| 35 |
| 36 |
|37 |
| 38 |
| 39 |
|40 |
41|
142 |
|43 |
|44 |
145 |
|46 |
|47 |
|48 |
4 » [ M INSTRUCTIONS % Grades yu 3311 ¢/ GRD. BRKDWMN ¢ Letter Grades 4 grades csv / |«

Ready MU
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Save your workbook

£3 Microsoft Excel - Grades Input Instruction

B File Edit Wiew Insert

Format Tools Data Window Help

[ & S[4 Vv & BEd & = A 243 4D e - 2, A .10 -
& Snaglt [ -
| Al = 201234567
A | L C |D F G H J K L d
1 (201234567 | Student | e B
2 201234568 Student Bil B

3 201234569 Student
4 201234570 Student
5 201234571 | Student
B | 201234572 Student
7 201234573 Student
g 201234574 Student
89 201234575 Student
10 | 201234576 Student
11 | 201234577 Student
12 | 201234578 Student
13 | 201234579 Student
14 | 201234580 Student
15 201234581 Student
16

17

18

10

Bob A
Arnn A,
John C+
Emma A
Alex i
kate B+
Stewve |G+
Chris B
Fose C+
Thomas | A
hdike B+
Leanne D+
Jirm C

You now have your list of grades
prepared.

Save your entire workbook, with the new
spreadsheet, by clicking on the Save icon.
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Save your new spreadsheet as a .csv

UNIVERSITE
UNIVERSITY

E1 Microsoft Excel - Grades Input Instruction

0D Chrl+h @& = A 2] Z] i 45100 - [3) ) Al - 10 -
= Chrl4-O
i
| Close
Chrl+5 F = H o b L I+l
1
2
3 Page Setup. ..
| Prink Area
5 @L Print Prewiew
5] (A
= & et Now save the spreadsheet you have created
§  SendTo into a .csv (comma delimited) format.
19|:| 1 @rades Input Instruckion ) )
11 2 arades Input Insktrockion,csw il C"C k on F“E,
12 3 Curricular Proposals
13 4 Ci\Docurments a., yCurricular Proposals then click on Save As...
1; Exit
16 ¥
17
15
19
20
21
22
23 i
24 ||| 4| » | WP INSTRUCTIONS % Grades yu 3311 ¢ GRD. BREDWHN £ Letter Grades
25 | Ready
f -._I‘ start 3 = ¥y & [ Microsoft PowerPoint ... = Remaovable Disk (Fi) B4 Microsoft Excel - Gra...
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Enter the name for your file

Ed Microsoft Excel - Grades Input Instruction
I. File Edit Wiew Insert Format Tools Data Window Help
D@8 SRy | FBET| o- o
| 8 snagrt | window -

@ = 5 &l E Moo - 3] A

| The "Save As" menu now appears on

File name:

Al | =| 201234567
[ [ I = e O O T O = [
1_[201234567 ) Student | Jae B i—
| 2 201234568 Student | Bill B Save As
| 3 |201234569 Studert Bob  (C ;[ Removablemsk(F) 7] S R - .
[ B T Save in: “e Remavable Disk (F:) -m @ 5 E - Tooks
| 5 201234571 Student John  (C+ CruzerLack 2
| 6 | 201234572 Student Emma A JCruzerSync Trial Version
| 7 201234573 Student Alex  C
| 8 201234574 Student Kate B+
201234575 Student | Steve | C+
|10 | 201234576 Student Chris B
201234577 Student Rose  [C+
| 201234578 Student | Thornas | A
201234579 Student Mike B+
14 | 201234560 Student Leanne O+
5 | 201234581 Student | Jim c

B sove

ave as UDEﬁlcmsnft Excel warkbook

L L

[ cance ]

your screen.

If text appears in the "File name" box
remove it by hitting your backspace
key.

Click your cursor in the "File name"
box and type what you have named
your new spreadsheet.

M4

[ [ vl INSTRUCTIONS % Grades yu 3311 { GRD. BRKDWN / Letter Grades

Ready

3

Tl

B
=

‘ | e e v
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Select CSV (Comma delimited) file

: jcrusnﬂ_-_ Excel - Grades Input Instruction

_| File Edit Wew Insert Format Tools Data Window Help

DEeESSRY I RRS > -~ (@5 45 B -7, a0 -0 - E:
| i Snaglt | window - |
Al - =| 201234867
A | B [ ¢ |pl] E | F | & [ H [ 0¥ [ 4 | K | &£ | M | W | a | F
1 |201234567 IStudent Joe B -
2 | 201234568 Studert [Bill B | Save As E3
3 | 201234569 Student Bob  C o = = T .
4 |201234570 Student Ann A | == D oc-kor Zem QX Took
& | 201234571 Student John  C+ | JLdny Documents
B 201234572 Student Emma A | 4 My Computer
_?'_|20123x‘-15?3:8tudem Alex c | HMV Metwork Places
8 |201234574 Student Kate | B+| ) dowrloads
9 | 201234575 Student Steve |G+ ) Shared
10 | 201234576 Student Chris B |
11 | 201234577 Student Rose  C+
12 Student | Thomas (A |
13 | 201234579 Student |Mike B+
14 | 201234580 Student Leanne D+
15 | 201234581 Student | Jim &
File name: !GradesyuSSll ;l m Save I
Save as bype: |Microsoft Excel Workbook v Cancel |
T Text (Tab delimited] -
— —

Micrasaft Excel 5,0/95 Warkboak

Click on the drop down menu —
in the "Save as type” box.

Click on C8V (Comma
delimited).

Microsoft Excel 97-2000 & 5.0/95 Workbook,
omma delimited)
icrosoft Excel 4.0 Worksheet
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Save your .CSV file

UNIVERSITE
UNIVERSITY

E] Microsoft E_xl_::el_. - Grades Irl_put Instruction

_| File Edit Wiew Insert Farmat Tools Data  Window Help

DERa8SAY Lt - - @&z s 2% il -0, s -0 - B I U =
_| i Snaglt | Window - G
Al - =| 201234567
A [ B [ © o] E [ F [ & [ ® [ T [ 7 [ K [ L [ W g
1 [201234567|Student Joe B _
2 201234568 Student Bl B _ Save As
3 201234569 Student Bob  |C : = e
Ll s I~ 1 ! 5 : Dieskt - -~ - Tools =
4 201234570 Student Ann A | _ EE N B Do =l e X0 i
6 | 201234571 |Student John G+ - LMy Documents
B | 201234572 Student Emma A | __d_My Computer
7201234573 Student | Alex co f:iMy Metwoark Places
B 201234574 Student Kate B+ )downloads
9 | 201234575 Studert Steve T+ ) 5hared

10 | 201234576 Student Chris B |
11 | 201234577 Student Rose T+
12 | 201234578 Student Thomas A
3 201234579 Student Mike B+
4 | 201234580 Student Leanne D+
5 | 201234581 Student Jim C

17 |

File name:; Grades wu 3311 »

EEVER-EN I S (Comma delimited)

2 : : | : : Click on Save.
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Confirm the file type you have selected

UNIVERSITE 4 »

UNIVERSITY

EZ Microsoft Excel - Grades Input Instruction

Eile Edit Miew Inserk Format Tools Data Window Help

D s SRY| & Bo @ = A ) EL B oe - @) Al -10 - | B
3 Snaglt window -
| A | = | 201234567
A B [0 D E F E H J K L Il
1 [201234567 Student Jos B
2 201234568 Student Bill B e -
3 | 201234569 Student Bob C &
4 | 201234570 Student Ann A, Microsoft Excel
5 201234571 Student | John C+ The selected file type does not support workbooks
B | 201234572 Student Ermma | A that contain multiple sheets,
7201234573 Student Alex C
g | 201234574 Student Kate B+ + To save only the active sheet, click Ok,
9 | 201234575 Student | Steve C+ + To save all sheets, save them individually using a
10 | 201234576 Student  Chris B different file name for each, or choose a file type that
11 | 201234577 Student Rose C+ supports multiple sheets.
12 | 201234578 Student Thomas |A
13 | 201234579 | Student | Mike B+ Di ‘ Cancel
14 | 201234580 Student Leanne |D+ - ~
15 | 201234581 | Student | Jim C i
16
17
18
19
20
21
22 A pop-up will appear asking you to confirm the file type you have selected. Click OK.
23
24
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Confirm your choice again and finish

saving your file

UNIVERSITE
UNIVERSITY

E3 Microsoft Excel - Grades yu 3311

File Edit Wiew Insert Format Tools Data Window Help

DEEHS SRY 1Re <o - &= £ 25 & wwe - @[ -1 - | B
3 Snaglk Windows i

I &l = | 201234567

I A B8 | ¢ (D] E | F | & | H | 4 | K [ b ]
1 [Z071234567 IStudent |Joe B e -

2 | 201234568 Student Bill B (’\i)

3 | 201234569 Student Bob (c Microsoft Excel

|4 | 201234570 Student | Ann alll Grades yu 3311.csv may contain features that are not compatible with

5 | 201234571 Student John C+ | CSY (Comma delimited) . Do you want to keep the workbook in this

B | 201234572 Student Emma & format?

7 | 201234573 Student | Alex C

8 | 201234574 Student Kate E+ + To keep this format, which leaves out any incompatible features,

8 201234575 Student | Steve C+ click Yes.

10 | 201234576 | Student | Chris B | + To preserve the features, click Mo, Then save a copy in the latest

11 | 201234577 Student Rose (C+ | Excel format.

12 | 201234573 Student Thomas A + To see what might be lost, click Help.

13 | 201234579 Student | Mike B+ ® Help

14 | 201234580 Student Leanne D+ |

15 | 201234581 Student |Jim [

16 | -

Bl

18 |

19

20| | | || | AR

21 | | - =0

22 | _ _ [ _ _ _ _ _ _ _ _

gi' A second pop-up will appear asking you to confirm your choice again. Click yes.
=il

25
25: You have now saved the file you will need for grades on the Web.
27
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