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InterWrite PRS: Importing a Roster

Students can be added to a PRS roster either manually or by importing data in a
comma-delimited format. This guide shows how to format MyUCLA roster data for
import into PRS.

1. Open a browser to my.ucla.edu and login using your UCLA ID.

Courses | WebMail | Notices | Services | Calendar | Logout |
| ]

Google Search: ®UCLA  Othe Internet

A

Blue & Gold ~ || Set UCLA Directory
Update Your MylUCLA Roles

BRUIN, JOE

Mathematics

Help

About AyICLA
About the Collegs |EI
About HSSEAS IEI

Freguently Asked

STOY LIST

iy Classes for Term 06w OB
Schedule of Classes

Questions Print your classes in a weekly time grid.
Feedback Show 1 class with no enrollments.

(& INTRODUCTORY PSYCH (000-000-000)
PSYCH 10 - LEC 1 P
Total Enralled: 12 UnEx Enraolled: 2

MyUCLA Features
Address Book,

Bookmarks H
Calendar : Roster  Gradebook  Turnltln  Textbooks
Chat T Tirne 84 10-O0A - 10-FOA | neation- BOEI TER 2847

2. Click Roster for the selected class.

Back to MylCLA Print Schedule of Classes Send E-mail to Class Download Tab Format Download Excel Format
BRUIN, J. PSYCH 10 INTRODUCTORY PSYCH LEC 1 \
Class Roster 000-000-000 06W M 10:00A-10:50A BOELT 17

Section Enrolled UnEx Wait-Listed Held Total (Diopped) Time & Location

14 b 1 1 0 |4 F 2:00P-4:00P BOELTER 5273
1B 5 0 0 o |5 F 2:00P-4:00P BOELTER 5273
1 5 1 0 0 |6 F 2:00P-4:00P BOELTER 5273
Total 12 2 1 o |15 2

MWOTE: Information updated from official university records every two hours,

Last Name v Hide Drops %

uip Name/E-mail Major Class  Grade Type  Status  Section
888-888-888 ATKMAN, TROY BIOCHER LFR W 1 148
202-220-222 BRADLEY, TOM ANTHRO LFR E 148
Q00 -000-000 BRUIM, JOSIE MCD BIO GD2 su E 14
333-333-333 BURMETT, CAROL ETHMOMU LR P 18
444-444-444 CLARK, MARCIA LATIN LR E 1B
T10-000-005 COCHRAM, JOHNMIE SOCIoL LR E 1B
T10-000-006 DRYSDALE, DON LATIM LR E 1B
555-555-555 FORD COPPOLA, FRANCIS HISTORY LFR PN E 1B

3. Click Download Excel Format.



X

Opening PSYCH 10 LEC 1 06W course roster.xls | Enter name of file to save io... E]

5 Deski (< I =
‘ou have chiosen to open R [ 0o s &
Y &My Documents!
@ PSYCH 10 LEC 1 06W course roster.xls :3 "4 My Computer
L < e
which is a: Microsoft Excel Worksheet Ll Sy Rotnrk laces
fram: hitps:/be. my.ucla.edu =
What should Firefox do with this file? ‘ Desktop
) Open with | Microsoft Excel (default) v ,J

My Diacuments

[ Do this automatically for files like this from now on. :i'j
My Computer
< »
oK ‘:3 File name: PSYCH 10 LEC 1 0w course rosterxls . Save
My Metwork. | Save as type: Microsoft Excel Work shest ~

4. Select Save to Disk, click OK, then click Save.
5. Open the roster file with Excel.

2l PSYCH 10 LEC 1 06W course roster.xls

A B C D E F G H
1 |BRUIN, JOE 999999999
2 |PSYCH 10 LEC 1: INTRODUCTORY PSYCH{000000000)
3
4 |Term: Schedule Students: Location:
5 |D6W M 10:00A - 10:50A 17 2817 BOELTER
5
7
g uiD Name E-mail Major Classification Grade Type Status Section
9 |555-505-555 AMMAN, TROY test@ucla.edu BICCHER UFFR W 148
10 |222-222-222 BRADLEY, TOM test@ucla.edu AMNTHRO UFFR E 148
11 |000-000-000 | BRUIN, JOSIE test@ucla.edu MCD BIC D2 sU E 148
12 |333-333-333 BURMETT, CAROL ETHMChL LR P 148
13 |444-444-444 | CLARK, MARCIA, LATIM LR E 1B
14 [110-000-005 COCHRAM, JOHMMIE SOCIOL LR E 1B
15 |110-000-006 DRYSDALE, DON LATIM LR E 18
16 |555-555-555 FORD COPPOLA, FRANCIS test@ucla.edu HISTORY LFFR PM E 18
17 |110-000-004 KIRALY, KARCH LATIM LR E 18
18 |6E6-666-666 LOCKLEAR, HEATHER test@ucla.edu LIMG LS E 1c
19 110-000-003 MANSFIELD, JANE CS&amp E LR E 1c
20 110-000-000 MANZEREK, Ray LATIM LR E 1c
21 110-000-001 | MEWMAN, RANDY LATIM LR A 1c
22 110-000-002 SHEARER, HARRY LATIM LR E 1c
23 [FT7-T77-777 WALTON, BILL test@ucla.edu MATH LR E 1c
24

To add information to a PRS roster, you need only the UID and Name data from the
MyUCLA roster. To simplify transferring the data, clear the extra columns:

6. Select columns C-H and click Edit>Clear>Contents.

PRS rosters require separate columns for first and last name. To split the Name column:

7. Select all entries in name column (excluding the Name label).



-
2l PSYCH 10 LEC 1 06W course roster.xls
A B © D E F

1 |BRUIN, JOE 999999999

2 |PSYCH 10 LEC 1: INTRODUCTORY PSYCH{000000000)
3

4 Term: Schedule

5 |06W M 10:00A - 10:50A

B

7

g uiD Name

9 |85-605-005 [AKMAN, TROY

10 |222-222-222 [BRADLEY, TOM

11 |000-000-000 [BRUN, JOSIE

12 |333-333-333 [BURNETT, CAROL

13 |444-444-444 |CLARK, MARCIA

14 [110-000-005 [COCHRAN, JOHMNIE
15 |110-000-006 [DRYSDALE, DON

16 |555-555-555 [FORD COPPOLA, FRANCIS
17 |110-000-004 [KIRALY, KARCH

18 |666-666-666 |LOCKLEAR, HEATHER
19 [110-000-003 {MANSFIELD, JANE

20 [110-000-000 MANZEREK, RAY

21 [110-000-001 [MEAMAN, RANDY
22 |110-000-002 |SHEARER, HARRY
23 777 lWALTON, BILL

8. Click Data>Text to Columns.

Convert Text to Columns Wizard - Step 1 of 3 @E‘ Convert Text to Columns Wizard - Step 2 of 3
The Text Wizard has determined that your data is Delimited, This screen lets you set the delimiters vour data contains. You can see
1F this is correct, choose MNext, or choose the data bype that best describes your data, how your text is affected in the preview below,
Criginal data tvpe
Choase the file type that best describes vour data; Delimiters W Tt cereeae Al a3 e
T g'g?\w!:adg - Characters such as commas or tabs separate each Field, [ Tah [ Semicolon v Comma :
(" Fixed width - Fields are aligned in columns with spaces between each Fisld. [ Space | Cther: ’7 Text qualfier: U -

Draka preview
Preview of selected data;

4 lazroran, TROY = bikmen | TROY =
[s brapLey, Tom BEADLEY | TOM

le protn, JozzE BRUIN | JOSIE

[z pumneTT, Caron EUBNETT | CAROL

|2 CLAEE, MARCIA -] CLADK MARCIA ﬂ

Cancel | . Mext = | Einish | Pem— Finish

9. Select Delimited, then click Next.
10.Check Comma, then click Finish.

The data in the MyUCLA roster is now ready to be copied into a pre-formatted
spreadsheet which can then be imported into PRS.

11.Download the blank roster from the PRS tutorials page, and open it using Excel.

12.1n the MyUCLA roster, select all the last names in column B (not including the
"Name" header), then click Edit>Copy.

13.In the blank roster, place the cursor in first empty cell below the Last Name heading,
then click Edit>Paste.

14.1n the MyUCLA roster, select all the first names, then click Edit>Copy.

15.1n the new roster, place the cursor in first empty cell below the First Name heading,
then click Edit>Paste.



16.1n the MyUCLA roster, select all the UIDs (not including the "UID" header), then click
Edit>Copy.

17.1n the new roster, place cursor in first empty cell below the Student ID heading, then
click Edit>Paste.

blank-roster1
A | B | C | D [ET F [

! [ Trangld | Group Id Last Mame  First Name Middle | Student ID | Mickname

| BIKMAN TROY | B85-GA6-538

BRADLEY Tk 222-222.222

BRUIN JOSIE 000-000-000 :

BURMETT CARDL 333-333-333 | F—E. PSYCH 18 LEC 1 06W course roster.xls

[cLaRK |MaRcls | 444440408 | | : |

|COCHRAN |JOHMME 1110-000-005 |

DRYSDALE | DOR | 1110-000-006 |

FORD COPPOLA | FRANCIS |555-555-555 |

MIRALY KARCH | 110-000-004

LOCKLEAR HEATHER B66-G66-G66 |

MARSFIELD JENE 110-000-003 |

MANZEREK R | 110-000-000 |

[MEARAN |RAENDY 1110-000-001 |

|SHEARER |H&RRY 1110-000-002 |

WALTON | BILL | IR

Name |

ol (AIKMAN | TROY
272.222.222 [BRADLEY | TOM
000-000-000 [BRUIN | JOSE
333-333-333 |BURNETT | CAROL
444-444-444 |CLARK | MARCIA
110-000-005 [COCHRAN | JOHNNIE
110-000-006 |DRSDALE | DON
555-555-555 |FORD COPPOLA, | FRANCIS
110-000-004 |KIRALY | KARCH
| | | | BEE-BE6-6EE |LOCKLEAR | HEATHER:
v nl\blank-roster { Shest2 { Sheet3 / B uAnsTELD [{ME
110-000-000 fmANZEREK |RAY
110-000-0071 JNEVRIAN | RANDY
110-000-002 [SHESRER: | HARRY
PT7-FTT-FTT ALTON |BILL
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Your roster now contains all the fields required for import into PRS. Be sure to verify that
you have copied and pasted the data accurately by cross-checking a few student records
on both spreadsheets.

18. Save the spreadsheet in Comma Delimited (.csv) format. Click OK and Yes in the
subsequent dialogs to complete the process.

Save As @
Save in: I[Ta Desktop j @ % - Tools =

BiMy Documents: Symedia QTEC Share

R ¥y ot Cmoods

\QMV Metwork Places  [Chphec

Hiskary:
() archived =)FrRs
ICBICS () sakai

@ S)breeze [C)SCORM

My Documents L) Bruinalogy 202 ) 55C-POSHER

| Captivate | suetest

e G’Control Panel [Ehtecdey

-- |2 CopyrightIP [Chtech stuff

Desktop (data [Chtest

() demos+review Sitestz

I edtec-to-read |C)test-pause
() Faculty () tutorial stuff
IC5)lab stuff (D) usability+dsgn

= Filename:  [osychio-1,csv Save
Iy Metwark,

Places Save as bype: |csv (Cornma delimited) {*.csv) j Cancel

Please refer to PRS Classes guide to learn how to
import your roster into a PRS Class.
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