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Loading Grades to the Grade Roster

Step 1 — Prepare Your File for Upload

¢ File name must start with the 5-digit class number.

e The file must contain one header row and it must include one column
named ID (the students' IDs as listed on the class and grade rosters) and
one column named Grade. All other columns found in your file will be
ignored.

e Use CSV (Comma delimited) (.csv) or Text (Tab delimited) (.txt)files.

Sample tab delimited .txt file

adu _ IThundorbae

E:' TextPad - [C:Documents and Settings'pennym’,My DocumentsiBak

- © File Edit Search Wiew Tools Macros  Configure Window  Help

D 8&kkE & DrEER O DY s
- 10502 drama 60 grades.txt ]
J id Hame Grade Grade Basis Level
I 3235874 "Slug.Emily Loraine" A GED Senior
36360836 "Hou=se, Mickevy" A GRD Senior
2932943 "Duck . Daffvy Anna" A GED Senior
4577209 "Hatter K Mad" NP GED Junior
4731099 "Carrera. Sally" A GED Senior
8350356 "Hud=on, Doc" A GRD Senior
7682671 "Incredible Mr" A I GRD Junior
9334118 "Mouse Minnie" A GED Senior
47318381 "Pluto.Dog" iy GRD Sophomore
3283815 "Cow,Clarabelle" A GED Junior

Sample comma delimited .csv file

E:' TextPad - [C:\Documents and Settings'pennym’.My D

File Edit Search ‘iew Toaols Macros  Configure  Winc

D EglkBE L BE| oz
10502 drama 60 grades.csy ]

Ed.Hame, Grade, Grade Basis.Llewvel
3235874, "Slug.Enily Loraine" . A.GRD.Senior
3636086, "House, Hickev" . A GED, Senior
2932943, "Duclk  Daffv Anna" . A, GRED, Senior
4577209, "Hat ter, Had" . HP. GED, Junior
4731099, "Carrera, Sallv",A,.GED,Senior
8350356, "Hud=on, Doc" | 4, GED, Senior
7682671, "Incredible, Mr" A GED., Junior
9334118, "Hou=se . Hinnie" . A, GED, Senior
4731881, "Pluto.Dog" . A, GRD. Sophonore
3283815, "Cow,Clarabelle" A . GRD, Junior

L
il

*

Loading Grades to the Grade Roster
Page 1 of 2
Last updated 07/06/2017



Step 2 — Sign in to MyUCSC and Navigate to Your Grade Roster

e Enter your user ID and password at my.ucsc.edu and click Sign On.
e Click the Faculty Center

e Click the Grade Roster icon =1 next to the class you want to grade.

Step 3 — Upload Your Grades

Click Load Grades From File.

Click Browse and select file you wish to upload.

Click Open — you will be brought back to the Grade Roster Load page.
Click Load File.

If errors were found during the upload process go to Step 4.

If all grades were loaded successfully, click Return to Grade Roster and
proceed to Step 5.

Step 4 — Fix Errors (if any) on the Grade Roster Errors Page

e Correct error for each ID listed.
e Click Submit to Grade Roster.

Step 5 — Submit Grades

e Click Submit to Registrar button at the top of the roster.

If you encounter difficulties loading your grades, email regsys@ucsc.edu
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