Instructions to uploading grades from Excel


1. After logging into WyoRecords and getting to the Final Grades page, click on the class you wish to grade.  (You may manually-enter grades into the class list that appears once you make a selection or you may continue with the upload process to import grades from Excel.)
2. Click on “Tools” button in the upper-right corner.
3. Select “Export Grade Template” if you do not already have an Excel file with the necessary information or “Import” if you have an Excel file and are ready to submit the grades.  (If you export the file first, you may save some time later, but it is not required.)
4. Follow steps to browse for file stored on your computer, mapping columns to recognized/required headers, and submit grades using the buttons at the bottom of the smaller browser window which will come up.
5. On the step labeled “Import” you may click on “Download the validation report” to see any errors.
6. Once grades are submitted, in the right-hand column of the main page, below the “Tools” button, you should see information relating to your course.  Your grading will be considered complete when the value for “Eligible” and “Graded Final” are equal.

Pasted below are a number of screen shots that correspond to the basic instructions listed above.  The last screen shot is one with examples of common error messages.
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Preview File

Select the worksheet from the fle that contains the grades for import. Check the box if your spreadsheet includes headers
Use the grid to preview the data prior to importing.

Import Sheet Sheet1 :{¥]: My spreadsheet has headers

Row ~ T NAME ¢ SPRIDEN_FIRST_NAME ¢ SFRSTCR_TERM_CODE ¢/

On 2™ page of Importing grades process, you
may need to click on the checkbox to indicate
that your file has named column headers.
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[You will need to map the columns to
match up with the following:
Student ID
Final Grade
Last Attend Date - column only
necessary if a student has an F
or U final grade
Hours Attended — 1" if failing
student attended, ‘0’ if failing
student did not ever attend
Extension Date - column only
necessary if a student has an
Incomplete grade and you don’t
want to give the student the full
four months to turn work in

@ Select @ Preview m Import Finished

Map Columns

Use the drop down lists to map the data from your spreadsheet to the appropriate columns on the Faculty Grade Entry
page.

* Student D is a required field that must be mapped in order continue the import process

Student ID* / Final Grade Last Attend Date / Hours Atiended
Incomplete Final Grade  Extension Date

<] [ignore ] [fgnore R

¢ SPRIDEN_LAST_NAME ¢ SPRIDEN_FIRST_NAME ¢ SFRSTCR_TERM

Note: This step wasn’t designed by the
vendor well, in that once a column is
mapped, the cursor is taken back to the
left, as opposed to staying on the column
just mapped.

It may easier to Tab to the desired
column and type the first letter of the
desired column header, as opposed to
scrolling with mouse.
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Map Columns

Use the drop down lists to map the data from your spreadsheet to the appropriate columns on the Faculty Grade Entry
page.

* Student D is a required field that must be mapped in order continue the import process

/ StudentID* / Final Grade / Last Attend Date / Hours Atiended
incomplete Final Grade  Extension Date

[Tgrnore V| [ignore ] [fgnore v

~
SPRIDEN_ID ¢ SPRIDEN_LAST_NAME ¢ SPRIDEN_FIRST_NAME ¢ SFRSTCR_TERM_CODE ¢

W00000105

Note: Even if you accidentally picked an incorrect column,
a green check mark will appear. You will be given an

opportunity to correct later, however.

00000106 [When necessary columns are mapped, green check marks will
“Jappear and the “Next” button will be available to be clicked.
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Finished

At this point, the grades are not yet

imported, but this is good opportunity

Importing will overwite existing data that has not been rolled. Blank data will be ignored to view the errors which will occur if

The following 24 records will be imported:

SPRIDER I} SPRIDEN_LAST_NAME ©

Adams
Bacall
Byrd
Churchill
Harding

SPRIDEN_FIRST_NAME ¢

John Q.
Lauren
Robert
Winston

Warren

you proceed by clicking the “Import™

button.
SFRSTCR_TERM_COA

201510

201510
201510

To view the potential errors, click on the
“Download the validation report” link at this point.
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First D Final Grade

John Q. 'W00000105 a
Lauren M. 'W00000106 b
Robert 'W00000108 C
Enrico W00000109 F
Winston 'W00000112 B
Ulysses S. 'W00000118 z
Warren 'W00000123 A
Nathaniel J. 'W00000111 c
Herbert 'W00000122 A
Nelson 'W00000120 d
M. 'W00000115 A
Frances W00000124 A
Anthony 'W00000117 D
William H. 'W00000113 c
Helen 'W00000116 c
Frank L. 'W00000119 A

After the validation report is opened, the rows with the green highlights
will be imported. Any row with a red highlight will not be imported,
with the reason. It is your choice to cancel the import operation at this

point to go back to your original file to correct the errors or to proceed
and manually grade any students on the Final Grades page.
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@) 24 records imported and saved successfully.

Import Complete

The import wizard is complete. @ 20 unchanged records were not imported.

Records without error have been imported and saved

Records with errors can be corrected on the 3lidfis; @ 5 records that contained errors will not be imported.
using the application

Press Finished to continue.

Once the “Import™ button has been pushed, an informational status window will
appear. The validation report can be opened from this window as well, but depending
on the number of messages shown from the upper-right-hand corner, the link can be
casily missed.

You may minimize the message window by clicking on the icon
with the number in the upper-right-hand corner.
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Women of India
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Graded Final: 8
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‘Women's Studies (WMST) 4590 01 ‘Women of India Fall 2014 (201510) 1
Life Sciences (LIFE) 1010 01 General Biology Fall 2014 (201510) 1
Accounting (ACCT) 2230 01 Int Acct | Fall 2014 (201510) 1
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Iﬁ "Grading Status" column icons
~— Grading has not yet begun.
= Grading has begun. (This symbol will be shown when some students have successfully withdrawn.)

Grading is complete. (When there are only green icons in left-hand column, all grading is complete.)

“Rolled Status” column icons
(each night grades are ‘rolled’ to students’ transcripts, meaning the grade is then visible to students.)

—— No grades have been rolled.

. Some grades have been rolled. (If final grading has not yet begun, this means that at least one student has
withdrawn and that final grade of “W” has been rolled to that student’s transcript.)

== All grades have been entered, rolled to transcripts, and visible to those students.
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Some common entry errors.

For the example on line #5, this could apply either to previously-submitted grades or for
students who have properly withdrawn from the course.
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Example of successful submission of all grades for term.
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All grading is complete from faculty member’s standpoint when left-hand

column has only green status bars.

(Students will see grades when they are ‘rolled,” which is done nightly. When entire

class is graded properly and the grades are rolled, that status bar will turn green as
well.)
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Screen shot of example of initial page after logging in.
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Tools ~

Course Detalls | Getting Started

Welcome to WyoRecords.
Faculty Grade Entry

Use this page to enter grades
for the students in your
courses.

« Only your courses which
are open for grading are
displayed

+ Monitor your grading
progress by section using
the status indicator bars.

« View your course and
student details

- Sort your Course List o
Roster by clicking on
column headers

- Export and Import grades
using the Tools Menu.

Ifyou have questions, please
Email the Registrar
registrar@uwyo edu
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If you already have a spreadsheet
with students’ grades, click on
“Import.” Otherwise, to start with a
clean list, click on “Export Grade

Template.” (The “Export” function
is very similar to the existing
“Download Class Data” function.)
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