
To:  All Math Faculty 
FROM:  Linda 
DATE: October 29, 2007 
RE: Creating electronic rosters with MyUSI 
 
It has become cumbersome to obtain the information we need for reports and tracking of students 
since conversion to Banner and Cognos.  This semester, we are asking each faculty member to submit a 
copy of your final grades to me in electronic form.  It is easy to do and will alleviate many end-of-
semester problems.  Basically, you will enter your grades normally in MyUSI, then copy and paste your 
Summary Class List into an Excel spreadsheet (you must use the Paste Special function).  PLEASE NOTE:  
The Copy and Paste Special functions described below appear to work ONLY if you use Mozilla 
Firefox (Download from http://www.mozilla.com/en -US/firefox/) or Internet Explorer 6.  If you are 
using Internet Explorer 7, please let me know and you can use my computer to make your file. 
 
I have provided Step-by-Step instructions for those who want them. 
 
1. The first step is entering your grades via MyUSI.  The procedures for entering grades are 

provided by the Office of the Registrar. 

2. After all grades are entered, go to your Summary Class List on MyUSI. 
 

 
 
3. Select the Class List for your first class; when the list is generated, you should check that all 

grades are posted.
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4. Place the cursor to the left of Record Number 1 corresponding to the first name in the list.  
Holding down the left mouse button, drag the mouse to the bottom right-hand corner of the 
list.

 
 
 
 
 
 
 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. Copy the selected text (Ctrl-C or use the Copy icon)  



 

6. Open a new workbook in 
Excel 
 

7. With the cursor in the top left 
cell, select Paste Special.   
NOTE: if you select Paste 
rather than Paste Special, the  
information will not be 
pasted into appropriate cells  
and will not be useable. 
 
 

 
 
 
 
 
 
 

8. At the prompt, select Unicode Text.   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


