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Course Overview

In this course you will learn to use the UP Portal to download student information
from PeopleSoft and also how to use Microsoft Office Excel 2010 as a powerful
spreadsheet program to process student marks.

Prerequisites

+« Microsoft Windows
+« Microsoft Excel Basic
» PeopleSoft User ID and Password

Course Objectives

After completing this course you should be able to:

» Download student information via the UP Portal from PeopleSoft

» Open the data in a spreadsheet

» Select, insert, delete, copy, move, hide or unhide cells, rows or columns
» Apply formula and functions

» Sort lists and create filters

» Print worksheets

» Copy data to Grade Roster

ITS1324 1.02 April 2010 Page 4 of 26
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Processing of Student Marks (Not clickUp)

The one thing all lecturers have in common is the processing of marks. The
processing of marks includes the following:

» Processing of test marks to be able to calculate the year or semester marks.
» Processing examination marks to be able to calculate final marks.

Lecturers at the University of Pretoria will in future have another option available to
them to supply the Faculty Administration with marks. At present the following
options are being used:

» Faculty and Student Services Centre. The PeopleSoft Faculty Centre
provides access to Class Roster (old class lists) and student information for
lecturing staff (Lecturers Online- LOL).

» Faculty Centre (LOL) — View Class lists. The PeopleSoft Student Services
Centre system facilitates the management of student and academic processes -
student recruitment, applications, student records, financial aid, student
financials (fees), alumni, fund raising, residences,

» The Paper System is no longer in use.

Microsoft Internet Explorer

Microsoft Internet Explorer is a Windows based World Wide Web browser; which
enable users to display multimedia information, send and receive electronic mail
and to participate in discussion groups.

Activate the UP Portal

» Onthe Windows Desktop, double click on Microsoft Internet Explorer.
» The Welcome to UP Portal screen will appear on the screen.
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» Click in the Username field and enter your personnel email username (mx1).
» Click in the Password field and enter your email password (mx1).

» Click on the Login button.

» The UP Personnel Portal main screen will appear:
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» Click on the plus next to Faculty and Student Services Centre heading.
» The following information will appear:

El @ Faculty and Student Services Centre =

The PeopleSoft Faculty Centre provides access to Class Roster (old dass lists) and
student information for lecturing staff (Lecturers Online- LOL)

Faculty Centre (LOL) - View Class lists
The PeopleSoft Student Services Centre system facilitates the management of
student and academic processes - student recruitment, applications, student

records, finandal aid, student finandals (fees), alumni, fund raising, residences,
etc.

Student Services Centre - (CSC / Faculty Admin) - Search for students
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» Click on the hyperlink Faculty Centre (LOL) — View class lists to view and

download a class list.
» The following screen will appear:

Welcome Eilize Nagel (P1263042) to Campus Production (PSCSMPRA)
“re :

boorsty Blzaetn Nagel

o Savacs Facuhy Cantrn ! Semrth
Facuty Connl echecuw cmas ot
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[ Babch
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» Click on the Add Course hyperlink to add a course.
» The Add New Course screen will appear:

Weicome Elize Nagel (P1253042) to Campus Production {PSCSMPRA)

Add New Course

I Salf Seonce

Torm: 2018 Q

= Faculty Canlter 2

Sabject Arma (ADC): AAL 4 Eanh Studies
; Siaks Roghy Catalog Miw (127). 110 Q
Campus Communiy

oK Cancel

Jore ! T |

» Enter the Subject Area.

» Enter the Catalog Nbr (123).

» Click the Ok button.

» The following screen will appear:
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Under Class List, click on the Download button

. to display the class list.
» The following screen will appear:
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» Click on the Download button to download the class list.
» Itis possible that the following message will display in Internet Explorer.
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2 httpay/ wwwup.acaa/pac/ proympral Temd=yrew, . T B =0 ®m ~ Pagev Sufety~ Took~ @)~
%4 To halp protect yeur vecurty Intemet Explores biecked this site fram dewndoading Fles 1o your coengnger. Click heve for options... x

If IE mdicates your dovwnload has been blocked, permi the donmload by chcking oo its Informaton Bar and sedecting "Download Fie "

Please close this window after download has completed

» Click with the left mouse button on the message and then click on Download

File.

» The following screen will appear:

File Download B

Do you want to open or save this file?

@ j Name: ps.xis
Al Type: Microsoft Excel 97-2003 Worksheet, 566 bytes
From: www.up.ac.za

{ Open ][ Save ][ Cancel ]

[¥] Always ask before opening this type of file

i B N While files from the Intemet can be useful, some files can potentially
d ham your computer. If you do not trust the source, do not open or
save this file. What's the risk?

» Click on the Open button to open the information in Microsoft Excel 2010.
» Click on the Save button to save the information on your personal computer.

Activate Microsoft Excel 2010

» On the Windows Desktop, click on Start = All Programs = Microsoft =

Microsoft Excel 2010.

» A new blank workbook will appear on the screen:
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Open Downloaded File

» Click on the File tab and then click on Open.
» Select the file that you saved and click on the Open button.
» The following message will be displayed:

.
Miroioh Bl I e -

The fie you are tryng to open, Tesds, & 0 a dfferant Sormat then speofiad by the fie extengon. Yertfy that the Sie & not cormupted and &5 from a
| trusted source before apening e fie, Do you want % open the file now?

e | e | [ree |

» Click on the Yes button to open the file.
» The file information will be displayed in Microsoft Excel.
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Insert Columns/Rows

» Click on column heading B to select column B.

» A column will be inserted to the left-hand side of the selected column.

» On the Ribbon, click the Home tab and in the Cells group, click on the
dropdown arrow of the Insert button.

» Click on Insert Sheet Columns.

» A blank column will appear in front of the selected column.

» Insert one blank column.

» Enter Mainframe ID as the heading for this column.

» Copy the Click_UP/Umfundi Ref number to the new column.

ITS1324 1.02 April 2010 Page 10 of 26
DEPARTMENT OF INFORMATION TECHNOLOGY SERVICES



DEPARTMENT OF INFORMATION TECHNOLOGY SERVICES

Processing Student Marks EC Nagel

Highlight the new column with the heading Mainframe ID. It is important to
highlight this column.

After copying the number do a Find and Replace to omit the “s”. On the
Ribbon, click on the Home tab and in the Editing group, click on the drop down
arrow of the Find & Select button.

Click on the Replace option.

The Find and Replace dialog will appear:

Find and Replace | ? I&l

; Find | Replace |

Find what: s E

Replace with: E
[ Options >> I
l Replace All | l Replace ‘ l Find All ’ [ Find Next | ’ Close ’

In the Find what box, enter s.

Leave the Replace with box blank.

Click on Replace All.

Click on the Close button to close the Find and Replace dialog.

Move the column Class Section to column F (after the title). Highlight column F
— E-mail Address. Click with the right-mouse button on column F and from the
pop-up menu click on Insert. A new blank column will be inserted to the left of
the E-mail Address.

Highlight column M- Class Section. On the Ribbon, click on the Home tab and
in the Clipboard group, click on the Cut button.

Select the new blank column F and click on the Paste button.

Click with right mouse button on column M and click on Delete to delete the
column.

Highlight columns G and H, I, J and K. This allows you to insert five blank
columns for marks. Click with the right mouse button on the highlighted columns
and click on Insert to insert there blanks columns (test marks, year mark, exam
mark and final mark).

The number of columns to be inserted will depend on the number of test marks
to be entered.

Click in cell G1 and type in Test 1.

Click in cell H1 and type in Test 2.

Click in cell I1 and type in Year Grade.

ITS1324 1.02 April 2010 Page 11 of 26
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Click in cell J1 and type Exam Grade.

Click in cell K1 and type Final Grade.

70% of Test will be used to calculate the year mark.

30% of Test 2 will be used to calculate the year mark.

The test marks can now be entered in the inserted columns.

Enter the test marks for Test 1, Test 2.

After the test marks have been entered, the year mark can be calculated.
Position the cursor in cell 12 (Year Grade) and type the following formula:
=round(((G2*70%)+(H2*30%)),0).

Press the Enter key.

The year mark will be added.

Click on the year mark in cell 12.

Click and drag the Fill handle to copy the formula to calculate the year mark for
all the students on the list.

G H I J K
Test1 Test 2 Year Exam Final
54 5E EE Fill Handle
435 45 T
60 63

Highlight columns J and K. Click with the right mouse button on the highlighted
columns and Insert two blank columns to the left of column K.

Type Exam Paper 1 and Exam Paper 2 as the headings.

The exam marks for the different question papers can now be entered.

Enter the exam marks for Question Paper 1 and Question Paper 2.

G H | J K L I
Test1 Test 2 Year Exam 1 Exam 2 Exam Final
Ba 56 55 51 50
45 45 45 45 45
60 63 61 60 61

60% of the Exam 1 mark will be used to calculate the exam mark.

40% of the Exam 2 mark will be used to calculate the exam mark.

Position the cursor in cell L2 and type the following formula:
=round(((J2*60%)+(K2*40%)),0).

Click on the exam grade in cell L2.

Click and drag the Fill handle to copy the formula to calculate the exam mark for
all the students on the list.

ITS1324 1.02 April 2010 Page 12 of 26
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» After the exam marks have been calculated, the final mark can be calculated.

» Position the cursor in cell M2 and type the following formula:
=round(((12+L2)/2),0).

» The year and examination grades will be added and then divided by two (2) to
obtain the final mark.

» Select all the numbers on the worksheet.

» On the Ribbon click the Home tab and in the Number group click the dropdown
arrow in the corner to open the Format Cells dialog.

» In the Category list, click on Number and change the Decimal Places to O to
display all the marks without any decimals.

» Instead of changing the numbers in the worksheet to a Number format without
Decimal Places, it is advised to rather use the ROUND function when working
out the Jaarpunt (Year Grade), Eksamen (Exam Grade) and Finale Punt (Final
Grade).

» The ROUND function is more accurate.

Sort Lists

Students who obtained between 45% and 49% as the final mark can be allowed to
write supplementary examinations. In order to identify these students, the
spreadsheet must be sorted from the lowest mark to the highest FINAL MARK.

The sort command arranges rows in a list according to the contents of particular
columns.

» Select the range to be sorted. Click on cell A1 and then press Ctrl + Shift +
End to select the dataset.

» On the Ribbon, click the Home tab and in the Editing group click the Sort &
Filter button.

» Click the Custom Sort option.

» The Sort dialog appears:

Sort L9

);lgdd Level H X Delete Level H =3 Copy Level ’| ‘ Options... l |¥| My data has headers

| Column Sort On Order
D] [valves &l [pwz =

oK II Cancel ‘
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» Select the tick box My data has headers.

» Deselect this box if you did not select the header row.

» In the first Sort by box, click the down arrow and select Final to sort according
to the Final mark.

» Select the option A to Z in the Order box to sort from the lowest to the highest
mark.

» Select the option Z to A to sort from the highest mark to the lowest mark.

» Click on Ok.

Filter Data

Students who obtained between 45% and 49% as the final mark can be allowed to
write supplementary examinations.

Filtering is a quick and easy way to find and work with a subset of data in a list. A
filtered list displays only the rows that meet the criteria specified for a column.

» Select a cell in the list to be filtered.

» Click on cell M2.

» On the Ribbon, click the Home tab and in the Editing group click the Sort &
Filter button.

» Click the Filter option.

» Drop-down controls will be displayed next to each field name.

» Click the arrow in the column that contains the data to be displayed, column M
(Final mark).

» Select Number Filters = Custom Filters.

» The Custom AutoFilter dialog appears:

Custom AutoFilter [ﬂﬂ_hl
Show rows where:
Final
is greater than or equal to E] 40 E]
@ And ) Or
is less than or equal to E] 49| E]

Use ? to represent any single character
Use * to represent any series of characters

OK J ‘ Cancel

ITS1324 1.02 April 2010 Page 14 of 26
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Click the down arrow in the first box and click on the option greater than or
equal to.

Type the number 40 in the box to the right-hand side of the first box.

Click the down arrow in the second box and click on the option less than or
equal to.

Type the number 49 in the box to the right-hand side of the second box.

Click on Ok.

A list with only the student with a final mark between 40% and 49% will be
displayed.

Highlight column N and Insert a column to the left.

Name the column Comments.

In the remarks column Comments (column N) next to the names of the students
with a final mark between 45% and 49%, enter the code 999.

On the Ribbon, click the Home tab and in the Editing group click the Sort &
Filter button.

Click the Clear option.

On the Ribbon, click the Home tab and in the Editing group click the Sort &
Filter button.

Click the Filter option.

Students who were absent from the examination receive the code 987 in the
examination column as well as in the final mark column.

Students, who do not appear on any list, can be entered in all the columns.

The code 994 in the remarks column indicates that the student must still sit for a
special examination.

Only the codes 999 or 994 are valid in the Comments column.

Save file in Microsoft Excel Format

It is useful to save the file for own reference in Microsoft Excel format on your
computer’s hard disk drive.

On the Ribbon, click on the File tab and then click on Save or Save As.
The Save As dialog appears:
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hange Tithe
Puish,

* Hde Folders Tozls « Save Cancel

» On the left-hand side of the screen, click on the Documents folder to save the
file in any of your personal folders.

» The filename can contain the subject code AAL110.

» Inthe Save as type box, select Excel Workbook and click on the Save button.

» A printout can be made for final revision.

» Click the File tab and then click on Print.

» The Print dialog will appear.

» Click on Ok to print the active worksheet.

Grade Roster

Before the examination the Faculty Admin Staff will send the Grade roster to the
departmental secretaries or lecturers to complete.

It is important for secretaries or lecturers to copy only the columns from their
working Excel spreadsheet to the columns listed on the Grade Roster. They are
also not allowed to copy data with formulas.

» Open you working Excel spreadsheet.

» Select the columns with the formula.

» On the Ribbon click the Home tab and in the Clipboard group click the Copy
button.

s A running border will appear around the selected columns.

+ On the Ribbon click the Home tab and in the Clipboard group click the
dropdown arrow of the Paste button and select Paste Special.
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The Paste Special dialog appears:

Paste Special &li-J
Paste
oAl  All using Source theme
Formulas All except borders
) Values _) Column widths
(") Formats Formulas and number formats
Comments ) Values and number formats
Validation All merging conditional formats
Operation
@ None “) Multiply
Add _) Divide
() Subtract
[ skip blanks ~| Transpose.
Paste Link ok || cancel |

Click the Values option to paste the formulae as values.

Do this for columns I, L and M (Year Grade, Exam Grade and Final Grade).
Delete columns G, K, J and K.

Only the columns with the Year Grade, Exam Grade, Final Grade and
Comments must be displayed.

Click on cell A2 (do not include the headings).

Hold down the Shift key and click on the last cell to be copied H96.

On the Ribbon, click on the Home tab and in the Clipboard group, click the
Copy button.

Secretaries and lecturers are not allowed to make any changes to information in
cell Al to A15.

Open the Grade Roster and click on cell A15. Click on the Paste button.

The data will be copied to the Grade Roster.

Errors will be displayed if there is a problem with the EmplID. The error will be
displayed when the Grade Roster is uploaded to PeopleSoft.

Hide/Re-Display Data

If you want to publish the printed marks, please note that the printed list may not be
published displaying the names of the students. The list may only be published
displaying the student numbers.

The column with the student names must be hidden. Hidden columns or rows will
not print when the worksheet is printed.
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Hide a Column or Row

» Click on a column or row heading to select the row or column you wish to hide.

» Click on the heading for column B.

» Onthe Home tab, in the Cells group, click Format.

» Under Visibility, point to Hide & Unhide, and then click Hide Rows or Hide
Columns.

» The hidden row or column will not be visible on the screen.

Re-display a Row or Column

» Select two adjacent rows or columns or press Ctrl A on the keyboard to select
the whole worksheet.

» Onthe Home tab, in the Cells group, click Format.

» Under Visibility, point to Hide & Unhide, and then click Hide Rows or Hide
Columns.

Freezing Panes

When the worksheet becomes larger, not all the data on the worksheet is visible.
As you scroll through the worksheet to look at different parts of the worksheet, you
lose the reference points at the beginning of the worksheet.

With Excel, freezing panes means that both the row(s) and columns(s) above and
to the left of the cell pointer are locked into place and display no matter where you
scroll in the worksheet. Position the cell pointer before activating this command as
the titles will take place to the left, and above from where the cell pointer is.

» Tolock rows, select the row below where you want the split to appear.

» To lock columns, select the column to the right of where you want the split to
appear.

» To lock both rows and columns, click the cell below and to the right of where
you want the split to appear.

» On the View tab, in the Window group, click Freeze Panes, and then click
the option that you want.

» When you freeze panes, the Freeze Panes option changes to Unfreeze
Panes so that you can unlock frozen rows or columns.
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Largest Number

To calculate the three largest scores or marks (out of a certain number of tests) of
students, the function LARGEST can be used.

» Click on the cell where the answer should be, cell L4.
» On the Ribbon, click the Formulas tab and click on the Insert Function button.
» Inthe Statistical category, choose the Large function.
» Select the array of numbers, C4:E4.

» For the largest, choose k=1.

» For the second largest, choose k=2 (M4).

» For the third number choose k=3 (N4).

» Drag the fill handle to copy the formula.

Function Arguments

LARGE

Array =
K -

Returns the k-th largest walue in a data set, For example, the Fifth largest number,

Array is the array o range of data For which wou want to determine the k-th
largest value,

Farmula result =

Help on this function o] ][ Cancel

Frequency

Frequency tables can be used to group data. This function is used to see the
number of students that obtained a final mark between certain percentages.

» Enter the test marks that need to be grouped.
» This is called the data-array.

Data Array
Test 1 Test2 Test3 Test4
41 55 56 2
75 67 B4 g1
25 B4 95 7B
g5 13 54 &1
9 G4 77 13
36 a7 44 24
g5 2 11 95
7a 7a 22 87
ITS1324 1.02 April 2010 Page 19 of 26

DEPARTMENT OF INFORMATION TECHNOLOGY SERVICES



DEPARTMENT OF INFORMATION TECHNOLOGY SERVICES
Processing Student Marks EC Nagel

» Type the bins-array in a separate column.
» This is the top number in each group (e.g. 10, 20, 30).

Bins-Array
10
20
aa
40
A0
11|
70
a0
20

100

» Select the column next to the bins-array where the results must be shown.

» On the Ribbon, click the Formulas tab and click on the Insert Function button.

» Under the Statistical category click on Frequency.

» Inthe data array box, select the data that you want to group.

» In the bins-array box, select the column indicating how you want to group the
data.

» Press Ctrl + Shift + Enter to complete the function.

» The data can also be represented graphically by creating a line chart.

Processing of Student Marks (from clickUP)

This section of the document aims to help those staff using clickUP, how to prepare
the final marks to be imported into the PeopleSoft system.

The following steps should be followed:

» Export the class list from the clickUP system.

» Adapt the Excel spreadsheet to be able to use the data for the People Soft
system.

» Merge the data into the People Soft format.

Export the class list from clickUP

» In order to do this you have to go to the clickUP course by logging into the UP
Portal and selecting the clickUP course.

» Gotothe Teach tab.

» Click on the Grade book link.

» Ensure that all student data are displayed by:

» Click on the Grade book Options drop down arrow.

ITS1324 1.02 April 2010 Page 20 of 26
DEPARTMENT OF INFORMATION TECHNOLOGY SERVICES



DEPARTMENT OF INFORMATION TECHNOLOGY SERVICES
Processing Student Marks EC Nagel

» Select the option Show All Members.

Grade Book Options%

|| Column Settings

Unfreeze Columns

Find Members
Show All Members
Show Unenrolled Member Dat

View Audit History

» Click on the Export to Spreadsheet button.

T S[eE] pZeUI338 [StaTemT |

= Peet p2415291 |Studer|t |

0 Rinelle p2496968 |Studer|t |

] Chaya p4141199 |Studer|t |

[ Lourens p2487896 |Student |
P

: | = Send Mail | |& Export to Spreadsheet|

(%) - Indicates a grade that is partial or not compl Export to Spreadsheet

~¥X - Indicates a grade that has been overridden

» Select All columns and then click on Export.

Nl Brutont View

tade | » Export to Sproadshoot

Export to Sproadsheet

Membaes to Export
Al mambers

Columms to Export:

Export Format;
Selact the keyboard slament you want to use Lo seps
¥ Comma- deAmited
Tab- delimited

Character Sot:
Selact a character set that s supported for your lang
¥ Unicode (UTT-8)
Urncode (UCS-2)

Export | | Cancol

» Save the file to the hard drive of your own personal computer.
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Build Teach Student View

¢ Your location: Grade Book * Export to Spreadsheet

i E rt to S dsheet

= xport to Spreadshee .
I — Opening exportedcourse.csv @ =
Members to Export:

@ @ all members You have chosen to open

— i%}] exportedcourse.csv B
BE] Columns to Export: L

| R p which is a: Microsoft Office Excel Comma Separated Values File

S -~ Visible columns from: http://elearn.up.ac.za

}@ @ All columns

— What should Firefox do with this file? -

I% b Export Format: - -

& ” Select the keyboard element pMicisentiDibegbrieehidetault) M

@ Comma-delimited @ Save File

3 : 4 -

= ) Tab-delimited ) . o .

p 3 [ Do this automatically for files like this from now on. .
@ Character Set:

| Select a character set that is| ew or edi
) @ Unicode (UTF-8) oK ] ’ Cancel
7 Unicode (UCS-2)

[ ki |

If you want to see a video on where to click in the clickUP system, you
can watch this video:
http://www.click.up.ac.za/flash/captivate/gradebook/export/export_11_ demo.htm

Adapt the Excel spreadsheet

We now have to change the spreadsheet to prepare the data for People Soft.

» Open the comma-delimited file (.csv) which you have exported from clickUP.
» Save the file as an Excel file (.xIsx):

» Onthe Ribbon, click on the File tab and then click on Save As.

+ Click on Excel Workbook.

Lrl"l v View Develope
i Save a copy of the document i
j Hew Z’i Wrap Text
R_] :!celt\:orkbzk k in the default fil :
~ (11| Save the workbook in the default file 5= | M
7= Open f‘m' | _;3 Merge & C
=\ Excel Macro-Enabled Workbook L Alignment
H Save [(ﬁ Save the workbook in the XML-based and
L] - macro-enabled file format.
= l'? Excel Binary Workbook - £
& SaveAs | * T | Save the workbook in a binary file format Sem Test 2 (45%) Cla
optimized for fast loading and saving. H 30
= o : Excel 97-2003 Workbook ) 12
“’Ed Erint ' L‘l_lj Save a copy of the workbook that is fully ) 25
compatible with Excel 97-2003. §
3P ) 23
ﬁ Prepare » = £
“_J Adobe PDF ) 32
s In order to prepare the spreadsheet, take the following actions:
» Remove the “s” in front of the student number.
» Delete the unnecessary columns.
+ Setup the column names.
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Remove the “s” in front of the student number

» Insert a new column next to the User id column.

| ! Agnne Hianie Ik

02 B =MGHT(CL LENIC2)-1)

A n [}] ' { L)

I Last Name First Name User 1D Hole Som Tast | [A5%] Sem Test 2 (45%) Class Test (10
1 | ackermanr ( S20012128 ~.-...,....| » w
1 Agra L LN24A62R Student 0 1
I AMONRAAL | SNN0YT Sudent O 2%
 AUCAMP p S0 Student n 23
I BADENMORST A 29148072 Sudent n n
] Basson . Lnade 0y Mudent 2 4
I BATTISCOMB AM (P dbisi }) Student i M
N BECKEN C 20072 Stucent 12 n
10

» Include the following formula in the D column to remove the “s” from the User ID

field: =RIGHT(C2, LEN(C2)-1).
» Copy this formula for this column.
» Insert another column and copy the D column.
» Paste special the values of the D column into the E column.

N n D f a "

1 Last Namw Fiest Name User 1D Role SemTest | (A5%) Sem Test 2 {45%) (
Ackermann s2N012020 28002128 '.‘3(:1.‘1.’3 Studemt D »
Agra ns WA2AB028 28248628 '.’L'JMA.’! Studamt 10 12
AMONAAL ) 529032297 29032297 19032297 Student a2 b1
AUCAMP 20059534 29009554 0395M  Student 2 n
BADENHORST 129148072 29140072 .;‘J'.-le!.‘ Studemt B n
Nasson K 28446705 28446705 ';ﬁur.?:n Studem N 41
DATTISCOMBE AM 20105031 29105031 9105031 Stucdant n 2
BECKER 129069272 2069272 ’.?'«Jn't.'?.‘ Studemt 2

0

1

» Now delete columns C and D.
» Add a heading for column C: EmplID.

c1 - X o S EmpliD
A a < 1] £ ¥ G "

1 Last Name First Name |EmpliD Role Sem Test 1(45%) Sem Test 2(a5%) Class Test [107%) Semester mark (100%)
2 Actksrmann C 28012128 Student 5 o 7 6.
3 Agra fs 78248628 ‘Student 0 12 6 &
4 AMORAAL J 29032207 Student Q 25 5 7
5 AUCAMP p 29039534 Student n n 8 5
6 BADENHORST 29146072 Student 15 n s 7
7 |Basson " 78446705 Student n a1 5 6
8 BATTISCOMSE AM 29105031 Student 18 % B 5
9 |BECKER C 29069272 Student 12 2 7 5
10
11

» Delete the Role column.
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1 Last Nam

L AR

& AMORAA
% AUCAMP
O DADENM(
! Dassor
B DATTISC
) BECKEN
10

11

oMae AW

A )

- First Nama Emphi0

v
3 Atkermann ( 8012128

v
ns 8348628

.
L 19002297
”

ST

emestar mark {(100%)

ol
a

L
)

o

Ex

» PeopleSoft is only interested in the Semester mark, Exam mark and Final

mark.

Therefor ensure that these columns in your Excel spreadsheet are

values and not formulas. Repeat the steps explained above to copy and paste
special values.
» Delete all the columns accept the Semester mark, Exam mark and Final mark.
» Note: The semester mark in PeopleSoft is called the Year Grade; the Exam
mark is called Exam Grade and the Final mark is called Final Grade.
» Setup columns to be displayed in this order: EmplID, Mainframe ID (same as the
EmplID), Last Name, Name Initials, Section (ignore), Year Grade, Exam Grade,

Final Grade.
A B G D E F G H I
1 EmplID Mainframe Last Name Name Initials Section Year Grade Exam Grade Final Grade
2 22012128 28012128 Ackermann C 62 72 67
3 (28248628 28248628 Agra RS a8 62 55
4 (29032297 29032297 AMORAAL 72 46 59
5 (29039524 29039534 AUCAMP p 53 55 54
6 [29146072 29146072 BADENHORST L 7 64 57.5
7 28445705 28446705 Basson K 69 74 715
g 29105031 29105031 BATTISCOMBE AM 50 54 52
9 (29069272 29069272 BECKER c 51 65 58

in

+« Save the file.

Merge the data into the People Soft format

» Open the PeopleSoft Excel file.
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! A [ s n ' ' o [

| GRADE ROSTER BY COURSE

3 Toem 2011 Acaderme Torm

A Sewshon Sacond Senwile

5 Couna ANIVIN

0 Desirigaion Latswr resmons 1200

1 Rowtet Hmtar: |

I Exam Ty Harmal Exammpoon (Yaw, Caam, Pl

b Total Sawbenin 277

1]

11 Date of Crentmn: 14 Mach 2010 @ 111 am List of Spacial Codes

1 Creatod by PALIEG4A (Yearne du Pleies)

1]

" abame ) (e Section [Yomr Conte — [Ewam Gondw [V inal Ganda 31.mmlwmi ;

L] / o A henmrann G heistiaas A0S | !

10 2RAMA A AQrs emds 104 | )

SR M08! Anerasd Larstia A108 1 )

I M0 M SN Aucamp Fotrs AYDS | 1

19 M@ A’ [aibnharst | saved A0S 1 |
SHALTES Basaen Xanen _ ALDS 1 ]
OO tlamacambe Anpetes AI0S $ {
Do (e by Chgnib 108 | ]
ML [hayurs Dans E108 1 ]
2016117 e pusdernout Jwite A108 | |
418 Nygraast Jonii A 103 | 1
21087616 Dosrseme Matwbe ADS | !
10 M0 apel Mesogneng (40 1 |
PelCL0E)] [rihaa wiftwam 108 | !

M Falall] Larenan L el A108 | 1

MAmIw Prten faa08 ALDS

» Enable the content by selecting the data from the first student number down to
the last student on the list.

» You will receive a warning that the Macros have been disabled. Click on the
Options button. The following screen will be displayed:

W Aoty Wartieg M hiwe Been Ssanieg Optiernt

« Lo [ Misasoh O Secusity Opbers T -
8

e | () Security Alert - Macro

THT —

ALLAR - Matrw

20271216 1 1 have Doen duatded. Mairas gt cordam v mes o altwr sena ity haderds. O

20405979 - ot erialie e cormertt (rtess wou ruat e source of th fle

262066652 : Warning: 11 s sot possibile Lo determme that thes content came from »

22002 Erastwarthy source. You shawkd beave this contont disabiled nnless the

X 1 content pruvides ontec sl functionslity anil you Lrest its source

2070004 |

10316702

20061712 : P Pathy 01\ g beusourt (igravie bock pecpte /100 11_AIYEI0_Normelt o sy

20126670 B

J‘an ® Hep grotect ma Fon wrdrown condert Jecomrended)

10177061
20264052
{102 0002

20431654

Sradse thes content

Aol b

.

|

|
|
|

Qo) e Tl St I]‘ Covewt |
- ]

» Select the Enable content option and click on OKk.

» Delete all the data.

» Copy the data from the clickUP excel list and paste it under the headings.
» Save.
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Lif A SRS p— c P Y Jm— E  —
1 GRADE ROSTER BY COURSE
2
1 Tem 2011 Acatmc Twm
4 Sewssion Second Sermosier
i Course: ABVX0
& Description: Labsur relatons 120
! Roster Nomber 1
0 Exam Type: Narmas Examinstion (Year, Exam, Fimal)
9 Yotal Stadones: 277

10
11 Duse of Crention: 10 Mach 2011 @ 11 13 am of Special Codes:
13 Croated by: PAI2GG4E (Yvoone dv Plesaws)

)

14 Emph [Mainframe 1D ﬁhm- (Sectlon Ent Gradn_ [Exam Grade  [Final Giade  [Comments |
16 20012120 20012128 Ackeemann c (3] n 67
16 20248624 1024869 Aga RS ] «Q 111
17 129002297 /0R297 AMORAAL J n 40 68
181290095634 2003953 AUCANP P 63 4 L
19 29146072 29144072 BADEMHORST L n L2 ] rs
2020446704 20446705 Bassen L by 2] s
2129106031 21105031 BATTISCOMBE AN &0 - 62
2220069272 20085272 BECKER c 51 1] 68
n T T T T T T T = |
GRADE ROSTER BY COURSE
Term: 2010 Acaderec Teen
Sexzion: Fowt Sementer
Course: coLst
Descriptions  Caucatan law 411
Roster Rumben 1
Exam Type! Kol Exannaton (Vear, Exam Fnal)
Total Students: 55
Date of Crastion 16 Agr 2011 @ £ 54 pm uf Specisl
Crostedby:  P1211242 (Joamn Haumamn)
pFO \nirame 16 [Last Name ini Year Grade _[Txam Grade [Tinmi Grade _[Comments |
2956535 29666291 |Fawoe ~ 1SD (73 E11 ) 4 & S s
29563558 [25686s5s  [Lwenge =~ 2R r E11 ) 4 = E3 -1
24490581 24450581 |vateow 000 NS Vs |ETT @ a5 4 ¥3 Qs
2055113 29666113 e SA vr E11 m 35 4 ¥ Qs
IROI0 Y0 130 gyt LY we €111 [ 4 595 Qs
| 200336 [2¥4I98 AL | 43 20 @l
ZDEGELTA E4T Vo L (4 43 0 w7
29566610 vr E 43 £ 58
22408283 ) E ) ) C1
TSEREETS [T E &0 & s
TEDR0N Vs |E 60 40 = s
Vs €10 40 0 5
ur [0 20
(0 50
3 2] 52 51
w 50 £ 81
ur 50 52 st
Urs i £ ] §1
[T [ ] 2 54 wr
Ur (T T 7] 42 2
" 43 = =2
vr 1 & 3 2 82
ur 1 3 49 2 52
Vs 1 o B £ 628
Vrs 1 & 5 € 25
ur ETtl_ la0 3 25
L E1t1 140 23 2%
e fE1tY 5] 2
) ol 578
w E 5 @ s78
w E 55 E w7
[TTEN G 53 8 a5
U ETt = 3 525
1t D 73] T2 0
vr [N A E 62
|§ o (313 1 rd
JC wr E1f 3 62 a2
11817547 {E W et iss 7% les 8¢

The End
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