To: All Math Faculty

FROM: Linda

DATE: October 29, 2007

RECreating 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 askirfigoedtghmemberto submit a
copy of your final grade® mein electronic form. It igasy to do and will alleviate many eof
semester problemsBasically, you will enter your gradesrmally in MyUSlthen copy and paste your
Summary Class List into an Excel spreadsheet (you must use the Paste Special flridEASE NOTE:
The Copyand Paste Special functions described below appear to work ONLY if you use Mozilla
Firefox (Download fromhttp://www.mozilla.com/en -US/firefox/) or Internet Explorer 6. If you are
using Internet Exploref, please let me know and you can use my computer to make your file.

| have provided Stepy-Step instructions for those wheant them.

1. The first step is entering your grades via MyUSI. pfoeeduredor entering grades are
provided by the Office othie Registrar.

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

3 Luminis Platform - Mozilla Firefox

Ble Edt few Hgory Bockmarks Tods b
s .

1 [P http:fremw.uisieagles. org opyhender LiserLayoutRlaothiode uP7uP._tparam =utfaeitf= o schoal fmain | b KA~
) Customize Links || FreeHotmal ] Intemnet Service §5.95 || Windows Marketplace || Windows Media || Windows
Google w| (Gl search ~ 4 & B - £ ookmaris~ PR - T crece -

T Luminis Platferm L3 | [ stacboard Acadesc Suite

1 MyISI Tab Ll & — 0

Personal Information  Alumnl and Friends  Student and Financial Ald Employes  Finance

Saarch Go RETURN TO MEMU SITE MAF  HELP

Faculty Services

CRN Selection
Fac Detail Schedule

At @ Glance

Final Grades

Active Assignments
Class Schedule
Course Catalog
Office Hours

RELEASE: 7.3

Il)cne

3. Select the Class List for your first class; wherigés generated, you should check that all
grades are posted.
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4, Place the cursor to the left of Record Numhlearorresponding to the first name in the list.
Holding down the left mouse button, drag the mouse to the bottom Higaihd corner dthe
list.
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Number S
1 bil L 000159683 web Us o 3.000 Enter @
2 iy B 000214662 web Underg 3.000 o @
3 dan C. 000159625 web Us a 3.000 Enter @
4 Margherita A 000157780 wab U el 3.000 Enter @
s n 000218663 web underg 2.000 Enter =)
6 hnE. oo0158255 web Underg 3.000 Enter @
7 na web Underg 3.000 £ @
8 Aer G 000146706 web s a 3.000 Enter @
s wana L web underg 3.000 Enter @
10 indsay B 000173737 web s g 3.000 Enter @
11 itni P 000227115 web 3.000 Enter @
12 o R. 000193575 Registerad web Undergraduate 3.000 F (=)
13 ulie M. 000216895 s a 3.000 ¥ @
14 fany A 000409712 web Underg 3.000 Enter @
15 nda 3 000119400 Underg 3.000 Enter (=)
16 sa M. 000221703 web w 3.000 Ent @
17 da 3. 000122352 u 3.000 Enter @
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Record Student Name D Reg Status Level Credits Midterm Grade Detail
Number
n 000159683 Registered web undergraduate] 1 @
000214662 [Registered web) undergraduate] 1 @
000159625 Registered web undergraduate] 1 @
B 000157780 Registered webl undergraduate] 1 @
000218663 Registered webl undergraduate] 1 @
000158255 Registered web [undergraduate} 1 @
00044720: [Registered web) Undergraduate] ] @
000146706 Registered webl undergraduate] 1 @
B 00044660. Registered webl undergraduate] 1 @
00017373 Registered webl undergraduate] 1 @
000227115 Registered web undergraduate] 1 @
000193573 [Registered web) undergraduate] 1 @
000216895 undergraduate] 1 @
[14] 000409712 Registered webl undergraduate] 1 @
000119400 [Registered| [Undergraduate 1 @
000221703 Registered web [undergraduate} 1 @
000122353 Registered| undergraduatd] 2.000) 1 @
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Return to Previous

5. Copy the selected text (G 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 Specjdhe
information will not be
pasted into appropriate cells
and will not be useable.

8. At the prompt, select Unicode Text.
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Inserts the contents of the Clipboard as a Unicode Text format.
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