Grade Upload File Setup - Excel
Follow these instructions to set up an Excel spreadsheet that you can use for the Upload My Grades process.
Retrieve Your Class Roster
Login to MyUAlbany.  (http://www.albany.edu/myualbany)
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Select the View My Class Rosters [image: image11.png]Manage My Classes
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 link, under Manage My Classes.
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Select the term for which you would like to viewyour roster.
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Select the semester.  In this example, the Fall 2006 [image: image2.png]Fall 2006



 link was selected.
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Selectthe Course Tile ofthe roster you wish to view.

Course Title Subject Catalog Nbr __ Section _Class Nbr _Institution _Career
Intermediate Halian | ATA 103 o001 2541 ALBNY  Undergraduate
Inter Convers+Oral Grammar AT 208Y 0001 15028 ALBNY  Undergraduate
Independent Study in falian ATA 307 0001 2542 ALBNY  Undergraduate
Independent Study in falian ATA 307 o006 BO71 ALBNY  Undergraduate
From Barogue to Romanticism ATA 4T 0001 15271 ALBNY  Undergraduate

Select a Different Term Retumn to Learing Management




Select the link for course title.  In the example above, the Intermediate Italian I [image: image3.png]Intermediate Italian |



 link was selected.
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Enrollment Status: |Enrolled v,

Total Students: Ell

Short

Student ID___ Description Units Taken _Primary Academic Program
Antenucel Frances 000738238 Intended
Bellino, Chistina 000407705  Graged  4.00 Liberal Arts & Sciences
Camney, Arisl 000766614 Graded  4.00 Intended
DiAngelo, Rose 000795437  Graded  4.00 Liberal Arts & Sciences
Femandez, Femanda 000775679 Graged  4.00 Intended

Fileti,Elisa K. 000766820  Graded  4.00 Intended




The Class Roster page will appear.  Verify that the Enrollment Status is Enrolled.
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Highlight all the student information: Name, Student ID, Short Description, Units Taken and Primary Academic Program.  Once all the information is highlighted Copy the information by using the CTRL + C keys or by selecting Edit – Copy from the menu.
Create Excel Spreadsheet

Open Excel.  Select the field where you would like the information to appear and then Paste the information by using the CTRL+V keys or by selecting Edit – Paste from the menu.
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The spreadsheet may be modified to fit your needs for grading during the semester.  (NOTE: To have the full Albany ID number displayed, you will need to highlight the column by clicking on the letter at the top of the column.  Then select Format – Cells and select Custom at the bottom of the Category list.  In the Type field, remove the word General and enter in 000000000.  When you select OK, the Albany IDs will include the leading zeros.)
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To upload the grades you will only need the Albany ID and Final Grade.  We recommend including the Student Name for ease of use.
To save an existing Excel spreadsheet (*.xls) as a CSV file, open the Excel spreadsheet and select File – Save As.  The “Save as type” field must be changed from its current type to CSV (Comma delimited)(*.csv) as pictured below.
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