Uploading a File to the Grade Center
To upload a file to the Grade Center, follow these steps:

· Click Manage in the Action Bar of the Grade Center

· Select Upload from the Action Link Menu

· Browse for the file. Files can be uploaded from a local computer or if available, from the Content System

· Select the Delimiter Type, Comma, Tab, or Auto. Auto will attempt to automatically detect the delimiter used in the selected file

· Click Submit to upload the selected file

· Review the list of data from the file to be uploaded. Use the check boxes to de-select any data to be excluded from the upload. Using this method, it is possible to upload only the desired columns of data from the file

Review the Data Preview Column to ensure the correct data is being uploaded. Data that appears incorrect can denote an improperly formatted file. The Data Preview will only show a sample of the data in each column in the file. 

Large files take significant time to process and a warning message will be displayed for any files that need extra time to process. To avoid long processing times, break up large files into separate uploads. 

· Click Submit to confirm and upload the file 

Downloading Grades from the Grade Center

To download grades for the Grade Center follow these steps:

· Click Manage in the Action Bar of the Grade Center

· Select Download from the Action Link menu
· Using the radio buttons, select the data to download

	Option
	Description

	Full Grade Center
	Contains all columns and associated data

	Selected Column
	Using the drop-down menu, select one column and its data. Check the box to include comments for the column. Select to Include comments for this column if desired. 

	Selected Grading Period
	From the drop-down menu, select a Grading Period. Grading Periods must be created before they can be chosen. 

	Student Information Only
	Columns containing student data such as User Name are included. 


· Select the file delimiter, Comma or Tab
· Select whether to Include Hidden Information in the downloaded data. Hidden information includes columns and students that have been hidden from the view in the downloaded file

· Select the location for the download. Files downloaded to the Content System need to be saved in a folder in the Content System. Click Browse to select the folder

· Click Submit to finish the download
