
 

 

 
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. 

 
2. Click Roster for the selected class. 

 
3. Click Download Excel Format. 



  
4. Select Save to Disk, click OK, then click Save. 

5. Open the roster file with Excel.  

 

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). 



 
8. Click Data>Text to Columns. 

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

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



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

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

 

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. 

  

 
 

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

 


