I[)mporting final grades into PeopleSoft NPT
esire2lLearn

These instructions will help you import your final grades from D2L into PeopleSoft. Please use the file created
using this utility: elearn.ucalgary.ca/desire2learn/grades-export for your upload.

Upload your Excel file into the Faculty Center

1. Using a web browser, navigate to the MyUofC portal. Sign on with your eID and password or IT
username and password

2. Navigate to the Academic tab. Under Direct Access, click Faculty Centre as shown below.
Note: A securID is not required for instructors. A securID is required for Grade Administrators
Hello, Your Name
iﬁ“ Welcome to mylofC \ Faculty Centre Direct Acces Dok~ Swnous
Dashboard v All about me My work Research Academic Around campus My favourites 4 Q
Personal info Admissions Courses Grades Finances Teaching Direct access
Name Apply My class schedule My grades My account balance Teachingschedule tudent Centre
Address Check application My exam schedule My credits My bankinginfo Viewcoursecalendar ([ FacultyCentre )
Pnone status Verify enrolment Request Pay online Manage grades Blackboarc
Email address Accept/decline offer View course transcript Download T2202A Book a classroom DegreeN= -
Emergency Change program calendar Caleulate GPA Apply for awards Book equipment Webmeil ¥ ‘?
contscts Register for courses Apply o View/sccept/decline Order books &materials Seudent Success
Dropcourses convocate swards Dispose of old Centre
Evaluate my Apply for/manage loans documents Campus Bookstore
courses View grad student swards Teaching&Learning
Centre
3. Click Administer Grades to access the grade rosters for your courses.

Main Menu > Self Service >
S

: aculty Center |
ty

Use the Faculty center io manage all your class related activities.

ﬁF‘ElHI Schedule
-‘?@, ‘View your class and exam schedules.

= Administer Grades

= Award Nominations
E Administer Grades

Award Nominations

= Grad Stdnt Annual Progress Rpt = Student Competition Scorin = Class Roster
E Graduate Student Annual Progress Report E Student Competition Scoring E View your class rosters.

= Grade Roster = Adm Evaluation by Evaluators = Adm Eval by Program Dir
E Assign grades and post your grade rosters. E Admission evaluation by evaluators for applications E Admission Evaluation by Progr

currently assigned to them by the program administrator.
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elearn.ucalgary.ca/desire2learn/grades-export

4. Please take note the Roster Status on the grading summary screen. The Roster Status must be

set to Not Reviewed. Click the Grade Roster Icon on the desired class to upload grades from a
file.

( Faculty Center W Search ]( Awards T(Graduate Student Annual Progress Report]

I my schedule |] administer grades |

Faculty Center

Review and Approve Grades

Winter 201", | University of Calgary

\ |

*Roster Status | Not Reviewed V| R e I
*Grading Role I Grade VI
Customize | Find | = First K 1-2 of 2 n Last
Class ‘Enro"ed ‘_(_;_E_A Instructor g;as::r
e e TN

Faculty Center Search Awards

Graduate Student Annual Progress Report

Note: If you cannot see your classes, ask your department timetabler to check the ‘Maintain Class
Schedule — Meetings' page to ensure you are the Instructor of record with a role’ of ‘Grade’.

5. Click the Initiate Upload button and browse for your previously saved file. This could be the one
exported from D2L or any Excel file modified to the correct format. The Help for Grades Upload

link will redirect you to help on what format the file should look like or how to generate it using
D2L.

Upload grades from a file.‘ INITIATE UPLOA i »

The file name must end with either .TXT or .C5V
The fields must separated by either a comma or a tab.

Use the following link for instructions on uploading grades from a file - Help for Grades Upload

6. Click Browse and locate the Final Grades file from your computer to upload.

|C:\Documentsand Settings\tmorris\Desktop\WJPNS207_0. Browse... |
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7.

8.

Click Upload

C:\Documents and Settings\tmorris\Desktop\JPNS207_0. Browse... l
Upload igncel|

If the format of the file does not meet the above criteria, none of the entries are processed.
The entries are checked for errors (students not in this class, invalid grades, etc).

If no errors are found, the grades are displayed on the page. You must click save to retain
them.

If there are 30 or fewer errors found, any grades without errors are accepted and you are
presented with a page that describes the errors. Clicking Okay will take you back to the
Grade Roster page to view the results. You must click save to retain valid grade entries.

If there are more than 30 errors, you will be presented with a page that describes the first
30 errors. Clicking Okay will return you to the Grade Roster page. This page will be
unchanged as the file will not upload when there are more than 30 errors. Once the
necessary revisions have been made, you can upload the corrected file.

When the file is uploaded successfully, please verify your grades. If no further changes are
necessary, modify the Approval Status to Ready for Review, then click SAVE. This will allow the
Approver to approve this grade roster.

U. of C. Faculty Centre

Grade Roster

JPNS 207 - 04 Beginners' Japanese 11

Lecture (14326

= Meeting Information
Days & Times Room
MoWeFr 13:00 - 13130 [cwo «20 [

Tu 13100 - 33130 |cne 120 ]
Roster Type |Final Grade ] [T Display Unassigned Roster Grade Only
Approval Stats Resdy For Review =
Not Reviewed
| Roster |
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