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TO DOWNLOAD GRADES FROM WEB CT AND UPLOAD INTO EXCEL

Note: This is useful to create:

Eall el

Weekly sign in sheet from Web CT rolls
Creating a daily roll

Keeping documentation every time you add grades

Creating a place to keep handwritten documentation of grade updates or changes

TO DOWNLOAD GRADES

Note: You may want to add http://www.wallaceonline.com to your trusted internet
or intranet sites at this point.
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Click <Tools>
Click <Internet Options
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Delete Browsing Histary...

~ [k Page - |

Pop-up Blocker
Phishing Filter
Manage Add-ons

Work Offline
Al windows Updats
Full Screen

windows Messenger
Diagnose Connection Problems. ..

Click <Security> tab
Choose
a. <Local Intranet> if on campus.
b. <Trusted Sites> if elsewhere
If Local, click <advanced>

For either, type http://www.wallaceonline.com in the add this website line

Click <Add>
Click <Close>
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http://www.wallaceonline.com/
http://www.wallaceonline.com/

» Facilities

How To Download The Student Table

» Support This page will tell you how to download the student table.
» Seminars
» Login STEP 1:
» External First step is to login to WebCT then you want to enter the class that you
Resources want to work with.
» About CTE
& Building Tip Sheets C_Tip_Sheets)
» Committees Instructar: Ahnaysha%ﬂh\
» CIE Homepage My Role: Designer -
STEP 2:

Then dick "Control Panel.”

Control Panel

¥ Course Mend

Homepage
Calendar
Homepages
Discussians
Mail

Chat

STEP 3:
Now click "Manage Course.”

Manage Course
h

Manage student an
teaching assistant records,
Track student progress,
Manage course backups.
Import and export IMS
content,

STEP 4:
Click "Manage Students.”

Manage Students

fou can manage student information and grades.
Import students

Wiew some students

search records

Change settings

Manage columns

Show update log

STEP 5:
Under "Actions", from the "Options: Records" drop-down list, select
"Download” and dlick "Go."

Actions

Options: Records

Download 'I Go

- Select action -
Import student data
Wiew some students
Wiew all students
Search record
H nload

pr recards |
Paste records

STEP 6:
Then select a "Record Separator” from the drop-down list and click
"Download.”

Download Student Records
Zelect a separator for the fields in the download file,

Recard separator: IComma -
Download "




Many times, if www.wallaceonline.com is not added to trusted sites, you will get a
download warning at this point,

e Click <click here for options>

e Click<Download File> from drop menu

o It will kick you back to home page of class

e Repeat steps 2 through 6 one time

Wallace
‘. Chnline

myWebCT Resume Course Course Map Check Browser Log Out Help

STEP 7:
Your computer’s file download screen appears, prompting you to save the
file on your computer. Click "Save." The student table has now been
downloaded.

File Download x|

b Some filez can harm pour computer. If the file information below
\') looks suspicious, or you do not fully tust the source, do not open ar
save this file.
File name: ..._Tip_Sheets_Febl5_1118.zip
File type:  WinZip File

Frorn: wiww, wallaceonline, com
‘wiould ou like to open or gave it to your computer?
Open | Save Cancel Mare Info

[V Always ask before opening this type of file

LOCATIONS/CAMPUSES/DIRECTIONS | 1-800-543-2426 | WEBMASTER | DISCLAIMER

II. TO UPLOAD TO EXCEL
STEP1
Open blank Excel workbook page

After clicking <START>, and <NEW OFFICE DOCUMENT> from menu, choose
<BLANK WORKBOOK>


http://www.wallaceonline.com/

Mew Office Document

Memos | Other Documents || Presentations || Publications

Gaeneral | Databases |  Design Templ | Legal Pleadings
w ) &
Blank, Web Page Blank Blank
Docurmenk Warkbook  Presentation
AutoZontent Blank EBlank.
Wizard database Publication
STEP 2

Load the text file into Excel

Click <File> and <Open> from drop menu.
e Choose the directory the text file was saved

e Change “Files of type:” from Excel files to Text Files

e Open saved Text file
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1 File name: |
My Network,

Places Files of type: F'-" Microsaoft Office Excel Files

| Cpen
[ Cancel ]

STEP 3

Handle converting comma delimited format to Excel

Excel will pop Text Import Wizard Box
e Choose Delimited
e Click <NEXT>



The Text \Wizard has determined that your data is Delimited,

If this is correct, choose Mext, or choose the data type that best describes wour data,
Criginal d WOE

Choo e file tvpe that best describes wour data:

(%) Delimited - Characters such as commas or tabs separate each Field.
() Fixed width - Fields are aligned in columns with spaces between each field.
Skark impark ak row: 1 E Fil= arigin: 437 ¢+ QOEM United Skates

Preview of file CiDocuments and Settingsikmcentire! Desktopiclass_Jand. b=k,

lLast Nawme,First Name,ch &,ch &,ch 8, ch 2 & 10,ch 11 & 1% HW l,H'+1
LJ .

£

Cancel

STEP 4
Continue converting

Excel will take you to steps two and three of the Import Wizard
e Choose Comma; this will show your data organized
e Click <FINISH>

Text Import Wizard - 5tep 2 of 3 ﬂ

This screen lets wou set the delimiters wour data contains, You can see
how wour kext is affected in the preview below,

LeElEE l/ [ ] Treat consecutive delimiters as one
[[]1ab [] Semicalan COmma

[Jspace  [] Other: Text gualifier: ~

Data preview

Fast Name First Name Fh 5 Fh & Fh g Fh 2 4 10 Fh 11 & 1E hm 1 FW {A
£ >

[ Cancel ” < Back “ Mexk = H%

STEP 5
Save the document
After manipulating the worksheet as desired, click |H | to save the document. Screen

will pop that asks if you want to keep workbook format. Answer <NO> and follow
directions from there.




