Importing Grades from SharePoint to D2L

Follow these steps to import your grades for optically scanned tests from
SharePoint into D2L

When an optically scanned test has been scored, the scores are automatically posted to a Share
Point site. After the site has been created, you receive an email notification with a link to the Share
Point location where the scoring files are stored.
(If you lose this web address, you can email the IT Services Help Desk, to request it again:
helpdesk@marquette.edu)
1. Click on the link to open the SharePoint web page, and then open the Shared Documents folder.
2. Double-click on the file to open it. It will have a similar name to the one shown below,
Scores_1240_PSYC_0001_1001_001
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3. When you click on it to open it, a dialog box below will open up, asking if you want to open or
save the file. Click on Save, and save the file on your Desktop or in MyDocuments.

File Download X]

Do you want to open or save this file?
@ Mame: Scores_1240_PSYC_0001_1001_001.csv
HL

Type: Microsoft Office Excel 97-2003 Warksheet, 756 bytes
From: sp.mu.edu

Open ] ’ Save ] [ Cancel

Alwaps agk before opening this type of file

harm your computer. IF you do not trust the source, do not open or

= ;l ‘whhile files from the Internet can be useful. some files can potentially
k.
= save this file, What's the risk?

4. After you have saved it, locate it on your computer and open it. It has a .csv extension and
opens like an Excel file.
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IMPORTANT
You need to check that the enrollment for the class on the CSV file exactly matches the
enrollment for the class in D2L where you want to insert the grades.

If there is a student on the CSV file who is no longer a member of the D2L list, delete that row
in the CSV file:

Click on the row heading to select the row, right-click and click on Delete.

(Or use the Delete icon on the Home Tab on the Ribbon)

If there is a student on the D2L list whose name has been added and they are not listed on the
CSV file, insert a row and add their name exactly as it appears in your D2L grade book.

Click on the row heading to select the entire row, right-click and click on Insert.

(Or use the Insert icon on the Home Tab on the Ribbon)

Type in the name of the student exactly as it appears in your D2L grade book.

Click on Save to save the changes you have made to the CSV file.

Check again that the list of student names matches exactly your saved scores file (.csv).
Open D2L and click on Grades.

Add a New Item with the name of the test in the CSV file, minus “Out Of Grade”.

For example, the test shown above was called “001 Out Of Grade”. In D2L it is added as 001.

8. Click on Import/Export.
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9. Click on Import into Grades from CSV.

O My Home Locker Schadule

PSYC 1 1001 General Psychology

MARQUETTE Desfre.?i.ee;'r;::

ks Ema
m
— Grades

i— st
Select the user What would you like to do?
details and the
type of grade & Import into Gredes from CSV
:ﬂ::?n::;::b- ) Export to CSV from Grades
the expors.

Import Grades
Select the Grade The import format for grades 15 CSV (comma separated values). Each
Items that you field should be separested by 8 commae, and eeach row by 8 line breaik.

want to export and
select whether or

gty The first row defines user information fields that are provided as well as
you want to

the the Grade Items that are to be Imported -~  is recommended that

export the fires perform an Export, ensuring that this firs is in the proper

Adjusted Final you first perform 2 Export, ensuring that this first row is in the prope
format.

Grade.

If you would like to indude the Final Adjusted Grade Numerator in the

:LCCSS\' ;alixl:;r}- Import, incdude it under a heading called 'Adjusted Final Grade'.

to complete the
exXport process. Only Numaric, Checkbox, Selectbox, and Text Type Grade Items can be

Imported.
» Import Option
Sample Import Formal (boxes indicate indnidual lines)
Browse for L

. asent - . - Gr Z Out 0=
impert File. wdentld,Test #l Cut Of Crade,lest I Qut O

ade, Adzusted Final Grade

G 0

Press the Preview Dswzl Studentld, Useri t §#1 Cur Of Crade, Userl Teat 2
Import button to Cut Of Crade,Userl Adjusted Final Crade

begin the import

and 1o view a

préview of the -

10. Click on Browse to find the file on your Computer.
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11. Click on Express Import.
12. Click on Grades at the top of the D2L page to view the scores that have been inserted in your
Grade book.



