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Procedure 

 

 

This topic will cover how to create a Tab delimited, text file from the Grade Roster that will be 

used in the Grade Upload process. 

 

  

  

 

Step Action 

1.    

Click the Academic Services and Advising link. 

 

2.    

Click the Class Schedules, Rosters and Grades link. 
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Step Action 

3.    

Click the Grade Roster button. 
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Step Action 

4.   Press the [Ctrl] key and click the Download button to get the list of your students 

into an Excel file. 

 
 

  



Training Guide 
MyUAlbany ~ Creating a File for Grade Upload 

 

 

 

 
6/26/09 
Page 4 

  

 

Step Action 

5.   A new window will open giving you the choice to open or save the file.  Choose 

Save. 

 

Press the [Ctrl] key and click the Save button. 

 

  or  

 

Press [Alt+S]. 
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Step Action 

6.   Enter the name of your file into the File Name field.  

 

In this example, enter "8498 Grades". 

7.    

Click the Save button. 

 

  or  

 

Press [Alt+S]. 
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Step Action 

8.    

Click the Close button. 
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Step Action 

9.   Once the download has completed, you will need to open up your Excel file to 

format it correctly for the upload. 

 

Click the start button. 
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Step Action 

10.   Find the location of Excel on your computer.  For this example, it is located in the 

Start Menu.  

 

Click the Microsoft Office Excel list item. 
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Step Action 

11.    

Click the File menu. 

 

12.    

Click the Open... menu. 

 

13.   Use the dropdown menu to find where you placed your Excel file.   

 

In this example it is on the C: drive. 

 

Click the Local Disk (C:) list item. 

 

14.   Click the 8498 Grades.xls list item to select it. 

 

15.    

Click the Open button. 
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Step Action 

16.    

Click the Maximize/Restore button. 
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Step Action 

17.   You will need to remove column A. 

 

Left-click on column A to highlight it. 

 

18.    

Click the Edit menu. 

 

19.    

Click the Delete menu. 

 

20.   Enter the appropriate grade for each student in the Roster Grade column. 

21.   Enter the appropriate grade for the student in the Roster Grade field.  

 

In this example enter "A". 

22.   Enter the appropriate grade for the student in the Roster Grade field.  

 

In this example enter "b". 

23.   Enter the appropriate grade for the student in the Roster Grade field.  

 

In this example enter "b+". 
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Step Action 

24.   Enter the appropriate grade for the student in the Roster Grade field.  

 

In this example enter "c". 

25.   Continue entering the appropriate grade for each student in the file. 

 

If a student has a Grade Basis of SUO, you will need to enter #S, #U or I for the 

grade. 

26.   Be sure to Save the file often and when you are finished. 

 

Click the Save button. 

 

27.   Once you have all of your grades entered in the Excel file, delete all of the 

columns to the right of the Roster Grade column. 

28.   Highlight all of the columns to the right of the Roster Grade column. 

 

Click the Edit menu. 

 

29.    

Click the Delete menu. 

 

30.   Since the file can only contain the Student IDs and grades, you will need to delete 

the Name column.  

 

Highlight the Name column. 

  

Click the Edit menu. 

 

31.    

Click the Delete menu. 

 

32.   You will need to remove any column headings as the file should only contain 

Student IDs and corresponding Roster Grades. 

 

Highlight Row 1 and delete it. 

33.   Save the file. 

 

Click the File menu. 

 

34.    

Click the Save As... menu. 
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Step Action 

35.     

Click the Save as type: list. 

 

36.    

Click the Text (Tab delimited) (*.txt) list item. 

 

37.   Enter the name of your file.  You may want to use the Class Number as part of the 

file name as indicated in this example. 

 

Enter "8498 Grades" into the File name field.. 

38.    

Click the Save button. 

 

39.    

Click the Yes button. 
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Step Action 

40.    

Click the Close button. 

 
 

  

  

 

Step Action 

41.    

Click the No button. 
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Step Action 

42.    

Click the Start menu. 

 

  or  

 

Press [Alt+F]. 

43.   You should open up your text file to make sure everything looks OK before you 

try uploading the file. 

 

You can use Notepad to do this.  If it is not on the Start Menu like it is in this 

example, you can find it in All Programs -- Accessories menu. 

44.    

Click the Open... menu. 

 

  or  

 

Press [O]. 
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Step Action 

45.    

Click the 8498 Grades.txt list item. 

 

46.   Click the Open button. 
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Step Action 

47.   Check your file.  If your file has the nine-digit student ids, be sure the leading 

zeros are displayed. 

 

Click the Close button. 

 

48.   You are now ready to use this file in the Grade Upload Process. 

End of Procedure. 

 


