Instructions for Importing Grades into the Online Grading System
	If you have downloaded a classlist, entered grades in the grade column, and not changed the format of the columns, you can simply save the file and import the grades. 
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	1. Make sure that the columns in your spreadsheet are in the following order:
Enrollment Code, Perm Number, Grade, and Units (if this is a variable unit course).
(note : the import will ignore all columns after the first four above) 

2. From the menu, select File -> Save As 

3. In the "Save as" drop-down listbox, select CSV (Comma Separated Values) (*.csv) 

4. Click on "Save" 

5. Select "OK" if there is a message "The selected file type does not support workbooks that contain multiple sheets." 

6. Select "OK" if there is a message saying that you will loose some features when saving to .CSV format (Your original excel file will not be changed). 

7. You can then click on "Import Grades" in the gradebook, then "Browse" to select the file that you just saved. 
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	If the columns of your excel file are not ordered as described above, you will need to change them to that order: 
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	Enroll Code, Perm Number, Grade, Units (if a variable unit course) 


