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1. Overview
In this demonstration you will see how to download the attendance roster for a specific
class, make changes to the roster and then upload back into MyCampus.

To upload data into MyCampus the data must be in a .csv file format. This format is
supported in Microsoft Excel. Attendance rosters are downloaded from MyCampus as
.csv files, changes made to the roster data in Excel, then the saved .csv file uploaded
back into MyCampus.

In this demonstration an attendance roster for a lecture in Arch 1001 on the 29th of
September is downloaded, changes made to the data, the file saved and then uploaded
back into MyCampus.

Attendance Rosters are accessed from the Main Menu, Curriculum
Management>Attendance Roster>Attendance Roster by Class.

@ University

% of Glasgow
Favnvmtas MainvMenu > Curriculum Management > Attendance Roster > Attendance Roster By Class

A hewindow P Help  [& Custornize Page B hitp

Class Attendance

Course I 100216 Term: 201112

Course Name: Arch 1A Arch of Scotland Session: Sermester 1

Subject  Catalog®:  ARCH 1001 Institution: University of Glasgow

Class Nbr: 5456 Class Component: | ecture

Class Section: Lem Instructor:

Template Nbr: 4 Attendance Type:  Meeting Attendance Date:  29/09/2011
—

Student Attendance Roster ol

*Studert D Hame

1
Reported  »

112013279 ©  Bennett Olivia UG

]
2|[2013198 @ |Bowen,Joe UG
3[z012285 | | BoyleAlisha us
4[2012179 |Q |Bositewit Katerina UG
5/[2013408 |@, |Brooks,Leon UG |
Save and Return Ganeel Upload File Data Attendance data inputtediuploaded:
Download Attendance Data
Done %J Locsl mtranet F v B v
Step Action
2. After accessing the appropriate attendance roster click the Download Attendance

Data button.

Download Attendance Data
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® hitp:/ipsdevapp.mis.gla.ac. uk: 25200/psc/CSACADcmd-viewattach@userfile—ARCH_1001_5456_20110929 - Windows Intern... [£][E] ]

Favpites ) &9 €3 &) ritp:[psdevapp.mis.gla.sc.uk FIES |[2]-
Fls Edit View Favortes Tools Help ttp
C o Favaries o - -
Class Attery’ w €l el N N
| ) Connecting... ] Bi- Bl 0 @ - Pager Sdetyr Took+ @
Course ID:
course Hamf L LE mdhcates your download has been blocked, permit the download by chcking on its Information Bar and selecting "Download File..."
Subject / Cat|
Class Nbr: Please close this window after download has completed ..
Class Sectiof
Template Nbj
Student At
201327
220131 Microsoft Office Excel
201326 The file you are trying to open, 'ARCH_1001_5456_20110929.:s', is in a different format than specified by the file
] E extension, Yerify that the File is nat corrupted and s From a trusted source beFore opening the File, Do you want to
4201317 £ open the file now?
201340 ves | e | [ e |
| gave and H
Downloading from site: http: {fpsdevapp.mis.gla.ac.uk: 25200/CSACAD]D % Local intranet -

Step Action

3. Depending on the settings on your PC you may receive warning messages.

Click the Yes button to continue.

H9- - [ JERS ARCH_1001_5456_20110929.csv [Read-Only] - Microsoft Excel -
Hame Insert Page Layout Formulas Data Review  View Developer @ - = x
= * Calibri BTSN | (S ||[ceneral - ij ﬁ _I;S f‘ﬂmsm T ES ﬁ [ﬁ
- s |[Er- A - - <8 90| | Conditional Format Cell Epeite + || 3] Sort & Find &
Faste 4 = G S| - | [E % e || Formatting ~ as Table = Styles~ || (2 Format = || Z2~ Filter = Select -
Clipboard = Font 5 Alignment = Number 5 Styles Calls Editing
A1 - Je| student ID
A B c D E F G H 1 1 K L M =
1 student D Mame Career Present Tardy Left Early Reason From Time To Time
2 | 2013278 BennettOlivia uG N N N REPT 12.00.60.0( 13.00.00.000000
3 | 2013198 BowenJos UG ¥ N N 12.00.00.0( 13.00.00.000000
4 | 2013285 BoyleAlisha uG ¥ N N 12.00.00.0( 13.00.00.000000
5 2013179 Bozilevil Katerina uG Y N N 12.00.00.0( 13.00.00.000000
6 2013408 Brooks,Leon uG N N N SICK 13.00.00.000000
7 | 2013276 Brooks Samantha uG ¥ N N 12.00.60.0( 13.00.00.000000 1
8 | 2013409 Bruce,Charlic UG ¥ N N 12.00.00.0( 13.00.00.000000 1
9 | 2013308 Burns,Isabella uG ¥ N N 12.00.00.0( 13.00.00.000000
10 2013270 Carey,Morgan uG Y N N 12.00.00.0( 13.00.00.000000
11 2013295 Carr,Jacob uG N N N PERS 13.00.00.000000
12| 2013202 Carter Charlie uG ¥ N N 12.00.60.0( 13.00.00.000000
13| 2013365 CaseyStephanic UG ¥ N N 12.00.00.0( 13.00.00.000000
14| 2013287 ChanRiley uG ¥ N N 12.00.00.0( 13.00.00.000000
15 2013309 Celeman,Oscar uG Y N N 12.00.00.0( 13.00.00.000000
16 2013243 |Coles Kate uG Y N N 12.00.00.0( 13.00.00.000000
17| 2013188 Connolly Ross uG ¥ N N 12.00.60.0( 13.00.00.000000
18| 2013254 ConwaySsmentha UG ¥ N N 12.00.00.0( 13.00.00.000000
19| 2013188 ConwayStuart uG ¥ N N 12.00.00.0( 13.00.00.000000
20 2013288 Craig,Courtney uG Y N N 12.00.00.0( 13.00.00.000000
21 2013443 Craig,louise uG Y N N 12.00.00.0( 13.00.00.000000
22| 2013361 Daniels,Douglas uG ¥ N N 12.00.60.0( 13.00.00.000000
23| 2013306 DavisenFaith UG ¥ N N 12.00.00.0( 13.00.00.000000
24| 2013248 Doherty Sephic uG ¥ N N 12.00.00.0( 13.00.00.000000
25 2013191 Dopler,Vladimir uG Y N N 12.00.00.0( 13.00.00.000000
26 2013175 Duncan,Libby uG Y N N 12.00.00.0( 13.00.00.000000
27| 2013176 Ferzuson,Kobe uG ¥ N N 12.00.60.0( 13.00.00.000000
28| 2013484 FieldFred UG v N N 12.00.00.0( 13.00.00.000000
29| 2013185 Ficld,Robyn uG ¥ N N 12.00.00.0( 13.00.00.000000
30 2013194 Fleming,Caroline uG Y N N 12.00.00.0( 13.00.00.000000
4 4 v W] ARCH_1001 5456 _20110929 %] m
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4. The downloaded file opens in a read only .csv file format and will include any

attendance information specific to this class previously added either by students or by
staff. The name of the file automatically defaults to a specific format:

SUBJECT_CATALOG NUMEE\R_CLASS/NUMBER_DATE OF CLASS MEETING

The file must be uploaded with the file name unchanged for the upload to be
successful.

The file contains all default attendance data options available, including options
deselected from the course during initial set up in Course Catalog. As with the file
name, the format of the actual data should not be changed.

In this example the student Joe Bowen, ID number 2013198, will be changed to not
present and the reason for the absence input as JURY. Reason options include:

JURY - Jury

MAT - Maternity

OTHR - Other

PERS - Personal

REL - Religious

REPT - Reported

SICK - Sick

UNXC - Unexcused
5. To change a student to not present, click into the relevant cell in the Present column.

Press [Delete] to delete the default entry.
7. Type "N" in the cell.
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If 2 - -3 CH S v ARCH_1001_5456_20110929.csv [Read-Only] - Microsoft Excel -
S Home | Insert  Pagelayout  Formulas Data Review  View Developer @ - = x
= : Caliari 0 - A A =i ||[ceneral ?g ) j ” :2‘ S
e s - A 2| | Gt ot G| e | 2- % TR
Clipboard = Fant & Alignment Number Styles Cells Editing
03 OR[N
A B c D E E G H ] 1 K L M
1 |Student 1D Name Career  |Present  Tardy Left Early |Reason  From Time |ToTime
2 | 2013279 BennettQlivia UG N N N REPT 12.00.00.0( 13.00.00.000000
| 5 2013138 sowen joe uG N In N 12.00.00.0( 13.00.00.000000
4 | 2013285 BoyleAlisha UG v ] N 12.00.00.0( 13.00.00.000000
5 | 2013179 Solifevit Katerina UG ¥ ] il 12.00.00.0( 13.00.00.000000
6 | 2013408 BrooksLeon us il N N SICK 13.00.00.000000
7 | 2013276 Brooks Samantha UG Al N N 12.00.00.0( 13.00.00.000000 |
8 | 2013408 Bruce,Charlie uG ¥ N N 12.00.00.0( 13.00.00.000000 1
9 | 2013308 Burns,iszbella UG ¥ ] N 12.00.00.0( 13.00.00.000000
10| 2013270 Carey,Morgan UG ¥ ] il 12.00.00.0( 13.00.00.000000
11| 2013295 CarrJacob us il N N PERS 13.00.00.000000
12 | 2013202 Carter,Charlie uG A N N 12.00.00.0( 13.00.00.000000
13 | 2013365 Casey,Stephanie uG v N N 12.00.00.0( 13.00.00.000000
14| 2013287 ChanRiley uG ¥ ] N 12.00.00.0( 13.00.00.000000
15| 2013308 Coleman,Oscar UG ¥ ] il 12.00.00.0( 13.00.00.000000
16| 2013243 ColesKate UG ¥ il il 12.00.00.0( 13.00.00.000000
17 | 2013189/ Connolly,Ross uG A N N 12.00.00.0( 13.00.00.000000
18 | 2013254 Conway,Samantha UG Al N N 12.00.00.0( 13.00.00.000000
19 | 2013188 Conway,Stuart uG ¥ ] N 12.00.00.0( 13.00.00.000000
20| 2013288 Craiz.Courtney UG ¥ ] il 12.00.00.0( 13.00.00.000000
21| 2013443 Craiglouise UG ¥ ] N 12.00.00.0( 13.00.00.000000
22| 2013361 Daniels,Douglas us A N N 12.00.00.0( 13.00.00.000000
23 | 2013306 Davison,Faith UG Al N N 12.00.00.0( 13.00.00.000000
24| 2013248 Doherty,Sophie uG ¥ N N 12.00.00.0( 13.00.00.000000
25| 2013191 Dopler,Viadimir UG ¥ ] il 12.00.00.0( 13.00.00.000000
26 2013175 Duncan,Libby uG A M N 12.00.00.0( 13.00.00.000000
27 | 2013176 Ferguson,Kobe us A N N 12.00.00.0( 13.00.00.000000
28 | 2013494 Field,Fred UG Al N N 12.00.00.0( 13.00.00.000000
29| 2013185 Field,Aobyn uG ¥ N N 12.00.00.0( 13.00.00.000000
30| 2013194 FlemingCaroline UG ¥ ] N 12.00.00.0( 13.00.00.000000
4 4 » M| ARCH 1001 5456 20110929 %1 I
Enter | 73

Step Action

8. To add a reason, if known, for the absence, click into the relevant cell in the
Reason column.

9. In this example type "JURY" into the Reason field.

@ H9-c-3BH = ARCH_1001_5456_20110929.csv [Read-Only] - Microsoft Excel - = x
- Home | Insert Page Layout  Formulas Data Review  View Developer @ -
@ B caiibr -l -|[[A X S ||[ceneral E 7 g |||5 Insert A (ﬁ
i E e [ . 2| gwpeee | g 20 O
P g | Bl ol O A I B~ (Bl o B ]| o, i~ styes - | [ Format || 2+ Pter+ Seect
Clipboard Font i Alignment 5 Number Styles cells Editing
G3 0 A 3
A B c D E F G H ] J K L M i
1 Student D Hame Career  Eressnt  Tardy  leftEsrly Resson  FromTime ToTime
2 | 2013279 BennetOlivia ua N N N REPT 12.00.00.0( 13.00.00.000000
| 5| 2013198 sowen joe ug N N N JURY___]12.00.00.0¢ 13.00.00.000000
a 2013285 Boyle,Alisha uG Y N N 12.00.00.0( 13.00.00.000000
5 2013179 Boiicevic Katerina uG Y N N 12.00.00.0( 13.00.00.000000
6 | 2013408 Brocksleon ua N [ N sicK 13,0000 000000
7 | 2013276 BrocksSamantha ua ¥ N N 12.00.00.0( 13.00.00.000000 1
3 | 2013409 Bruce Charlie ug ¥ N N 12.00.00.0(13.00.00.000000 3
k] 2013308 Burns,isabella uG Y N N 12.00.00.0( 13.00.00.000000
10 2013270 Carey,Morgan uG Y N N 12.00.00.0( 13.00.00.000000
11| 3013295 CarrJacob ua N [ N PERS 13,0000 000000
12| 2013202 Carter,Charlie ue ¥ [ N 12.00.00.0( 13.00.00.000000
13| 2013365 Casey,Stephanie ua ¥ N N 12.00.00.0( 13.00.00.000000
14| 2013287 Chan,Riley ug ¥ N N 12.00.00.0(13.00.00.000000
15 2013309 Coleman,Oscar uG Y N N 12.00.00.0( 13.00.00.000000
16| 2013243 Coles,kats ua ¥ [ [ 12.00.00.0¢ 13 00.00 000000
17| 2013188 ConnollyRoss ue ¥ [ N 12.00.00.0( 13.00.00.000000
18| 2013254 ConwaySamantha ua ¥ N N 12.00.00.0( 13.00.00.000000
19| 2013188 ConwayStuart ug ¥ N N 12.00.00.0(13.00.00.000000
20 2013288 Craig,Courtney uG Y N N 12.00.00.0( 13.00.00.000000
21 2013443 Craiglouise uGg Y N N 12.00.00.0( 13.00.00.000000
22| 2013361 Daniels Douglas ua ¥ [ N 12.00.00.0¢ 13 00.00 000000
23| 2013305 Davison Faith ua ¥ N N 12.00.00.0( 13.00.00.000000
24| 2013249 Doherty,Sophie ug ¥ N N 12.00.00.0(13.00.00.000000
25 2013191 Depler Vladimir uG Y N N 12.00.00.0( 13.00.00.000000
26 2013175 Duncan Libby uGg Y N N 12.00.00.0( 13.00.00.000000
27| 3013176 Ferguson Kobe ua ¥ [ N 12.00.00.0¢ 13 00.00 000000
28| 2013494 FieldFred ua ¥ N N 12.00.00.0( 13.00.00.000000
28| 2013185 Field Robyn ug ¥ N N 12.00.00.0(13.00.00.000000
30 2013194 Fleming,Carcline uG Y N N 12.00.00.0( 13.00.00.000000
{4 ¥ 7] ARCH_1001_5456_20110029 <% - . _—
Enter | 3 |

start /221t
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10.

The steps required to save the file will depend on the operating system installed on your

computer.

To save the updated file in this example, click on the Office button.

—

!fmﬂ )
ol

b

16| 2013243 Coles,Kate UG N N N
17 | 2013189 Connolly.Ri UG N N ]
18 | 2013254 Conway3alUG N N M
19| 2013188 Conway ¥ N N
20| 2013288 Craig,Court UG ¥ N N
21| 2013443 Craiglouis/UG ¥ N N
22| 2013361 Daniels,Do UG ¥ N ]
23 | 2013306 Davison.fFa UG ¥ N M
24| 2013249 Doherty,50|UG ¥ N N
25| 2013191 Dopler,viaUG ¥ N N
26| 2013175 Duncanlib UG ¥ N N
27| 2013176 Fergusonk UG ¥ N ]
28| 2013484 Field Fred UG ¥ N il
W 4 » | PSYCH 1001 2864 20110928 %1

EWe NPAELTLD

@H"f'“-

Hew

QOpen

save

Save As

Print

Prepare

Send

Publish

Close

[QEB&S =

Save a copy of the document

@

Excel Workbook
Save the file as an Excel Workbook.

Excel Macro-Enabled Workbook
Save the workbook in the ¥ML-based and
macro-enabled file format,

Excel Binary Workbook
Save the workbook in a binary file farmat
optimized for fast loading and saving.
Excel 97-2003 Workbook

Save a copy of the workbook that is fully
compatible with Excel 97-2003.

4 [ OpenDocument Spreadsheet
i3l | Save the workbook in the Open Dacument
Format.
»
PDF or XPS.
Publish a capy of the workbook as a PDF or
XPS file,

Other Formats
Open the Save As dialog box to select from
all possible file types.

2

] Excel Options

Microsaft Excel

View  Developer

lear 4| Data validation -

2 B8

Textto Remove

Columns Duplicatas 52 What-If Analysis ~
Data Tools

% Reapply [ Consolidate

Filter

2 advanced
| sortaFilter

Group Ungroup Subtotal

Qutline fa

G H 1 J K L
Reason
REFT

From Time To Time

09.00.00.0( 10.00.00.000000
09.00.00.0( 10.00.00.000000
09.00.00.0( 10.00.00.000000
09.00.00.0( 10.00.00.000000
09.00.00.0( 10.00.00.000000
09.00.00.0( 10.00.00.000000
09.00.00.0( 10.00.00.000000
09.00.00.0( 10.00.00.000000
09.00.00.0( 10.00.00.000000
09.00.00.0( 10.00.00.000000
09.00.00.0( 10.00.00.000000
09.00.00.0( 10.00.00.000000
09.00.00.0( 10.00.00.000000
09.00.00.0( 10.00.00.000000
09.00.00.0( 10.00.00.000000
09.00.00.0( 10.00.00.000000
09.00.00.0( 10.00.00.000000
09.00.00.0( 10.00.00.000000
09.00.00.0( 10.00.00.000000
09.00.00.0( 10.00.00.000000
09.00.00.0( 10.00.00.000000
09.00.00.0( 10.00.00.000000
09.00.00.0( 10.00.00.000000
09.00.00.0( 10.00.00.000000
09.00.00.0( 10.00.00.000000
09.00.00.0( 10.00.00.000000
09.00.00.0( 10.00.00.000000

Sick
sicK
sicK

'sick
SICK
SICK

Ready

start

=

/22 Int

Step

Action

11.

Click the Save As button.

Save As | B
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Home Insert Page Layout Formulas Data Review View
J * Calibri General

EE ]

Pste . (B I U
|

Developer

Clipboard Fo

Savein: | [ Desktop
hal ® (£3My Documents
A ' My Computer
Student 1D Name My Recent vy Matwork Places
Documents

1

2 | 2013279 Bennett,Olivia
| 5| 2013198 Bowen,oe

4

5

6

7

E

s

2013285 Boyle,Alisha [4

2013179 Botidevié Kate Desktop
2013408 BrooksLeon

2013276 Brooks,Samant] <R
2013409 Bruce,Charlie )

2013308 Burns,isabella
10| 2013270 Carey,Morgan
11| 2013295 Carrlacob
12| 2013202 Carter,Charlie
13 | 2013365 Casey,Stephan
14 2013287 Chan,Riley
15| 2013309 Coleman,Osca
16| 2013243 ColesKate My Network
17| 2013189 Connolly.Ross Places

My Documerts

18| 2013254 Conway,Samal

18 | 2013188 Conway,Stuart RS EE=E |

20| 2013288 CraigCourtney]

Save as type: | s (Comma delmited) (*.csv)

21| 2013443 Craiglouise

TZO0.00.0 1300 00 CO0000
12.00.00.0( 13.00.00.000000
12.00.00.0( 13.00.00.000000
12.00.00.0( 13.00.00.000000
12.00.00.0( 13.00.00.000000
12.00.00.0( 13.00.00.000000
12.00.00.0( 13.00.00.000000

22| 2013361 Daniels,Dougld

23 | 2013306 Davison,Faith

24 | 2013249 Doherty,Sophie e 53 23
25| 2013191 Dopler Viadimir ua Y N N
26| 2013175 Duncan,Libby ua Y N N
27 | 2013176 FergusonKcbe uc Y N N
28| 2013494 Field Fred uc Y N N
29| 2013185 Field,Robyn uG Y N N
30| 2013194 Fleming,Caroline uG Y N N
M 4 b ¥ | ARCH 1001 5456_20110929 %3

Ready | B2 |

Step Action

12.

Enter "ARCH_1001_5456_20110929"

Enter the file name in the specific format required for upload.

H9-0-2BL)- _ = x
Home | Insert  Pagelayout  Formulas  Data  Review  View  Developer @ - = x
B 3‘ General E\ g | BT Insert oA
EE ]
Paste
Clipboard = @ Desktop
hd & )My Documerks =
A J My Computer M 'i
1 |student D Name My Recent vy Matwork Places
2 | 2013279/ Bennett,Olivia | | Documents
| 3 | 2013188 3owen,joe —
4 | 2013285 Boyle,Alisha [4
5 | 2013179 Botifevié Kate Desktop
6 | 2013408 BrooksLleon
7 | 2013276 Brooks Saman <R |
8 | 20134089 Bruce,Charlie ) 1
S | 2013308 Burns,isabella|f | My Documents
10| 2013270 Carey,Morgan
11| 2013295 Carrlacob I
12| 2013202 Carter,Charlie QJ
13 | 2013365 Casey,Stephang | My Computer
14| 2013287 Chanfiley
15| 2013309 Coleman,Osca Q
16| 2013243 ColesKate My Network
17| 2013189 Connolly.Ross Places
18| 2013254 Conway.Sama
19| 2013188 Conway,Stuart File pame: [ARCH_1001_5456_2011029 |
20| 2013288 Craiz Courtney] Save astype! [C5y (Comma delmited) (*.c5v) v
21| 2013443 Craiglouise
22| 2013361 Daniels,Doug!d
23| 2013306 Davison.Faith
24 | 2013249 Doherty,Sophie e} 5] ) S VR RN VO M el )
25| 2013191 Dopler,Viadimir UG ¥ N N 12.00.00.0( 13.00.00.000000
26| 2013175 Duncan,Libby UG ¥ [ M 12.00.00.0( 13.00.00.000000
27| 2013176 FergusonKobe uG Y N N 12,00.00.0¢ 13.00.00.000000
28| 2013494 Field Fred uG ¥ N N 12.00.00.0( 13.00.00.000000
28| 2013185 Field Robyn ue ¥ N N 12.00.00.0( 13.00.00.00000C
30| 2013192 Fleming,Caroline ue ¥ N M 12.00.00.0( 13.00.00.00000C
M 4 » ¥ | ARCH_1001_5456_20110929 %] A
Ready | P |
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13.

Click the Save button.

[ Save l

& (3R )T
) 7 E
Home Insert Page Layout Formulas Data Review View Developer @ - 7 x
B caiior -l - & -] = 3 Insert 3
e
e g | a- A Ex0g = ERETRER GTIE | poci B G- Fitr Seled-
Clipbaard Font = Alignment Number Styles Editing
G3 - A ¥
A 3 c ) E F [ H ! 1 K L M ‘i
1 |student 1D Name Career  Present Terdy  LeftEarly Resson  FromTime ToTime
2 | 2013279 sennettOlivia uG N N N REPT 12.00.00.0( 13.00.00.600000
3 | 2013198 sowen.los ug N N N JURY 12.00.00.0( 13.00.00.000000
4 2013285 Boyle,Alisha uG Y N N 12.00.00.0( 13.00.C0.C00000
5 | 2013179 soticevié Katering uG ¥ N N 12.00.00.0( 13.00.00.000000
5 | 2013408 3rooksLeon uG N N N SICK 13.00.00.000000
7 | 2013275 Srooks Samantha uG Y N N 12.00.00.0( 13.00.00.600000 1
5 | 2013409 8ruce Charlie uG v N N 12.00.00.0( 13.00.00.000000 1
9 2013308 Burns,Isabella
10| 2013270 CareyMorgan
11| 2013295 CarrJacob ARCH_1001_5456_20110923,csv may contain Features that are not compatible with C5Y (Comma delmited). Do
12| 2013202 Carter,Charlie wou want: to keep the workbook in this format?
ﬁ jgiz:? E::i;i”ha” e o Tt % st i e e e I e ies, Ehies,
.Riley « To preserve the features, click Mo, Then save @ copy i the [atest Excel format,
15 | 2013302 Coleman,Oscar « To see what might: be lost, dick Help.
16| 2013243 ColesKate
17| 2013189 Connolly,Ross ves | [ we | [ ree |
18| 2013254 ConwaySamantha TS T i TT00.00-00 13.00.00 000000
19 2013188 Conway,Stuart uG Y N N 12.00.00.0( 13.00.C0.C00000
20| 2013288 Craig,Courtney uG Y N N 12.00.00.0( 13.00.00.c00000
21| 2013443 Craiglouise uG ¥ N N 12.00.00.0( 13.00.00.600000
22| 2013361 DaniclsDouglas us ¥ N N 12.00.00.0( 13.00.00.000000
23| 2013308 Davison,Faith ug Y N N 12.00.00.0( 13.00.00.000000
24 | 2013249 Doherty,Sophie uG Y N N 12.00.00.0( 13.00.00.000000
25 2013191 Dopler,viadimir uG Y N N 12.00.00.0( 13.00.00.c00000
26| 2013175 DuncanLibby uG ¥ N N 12.00.00.0( 13.00.00.600000
27| 2013176 Ferguson Kobe us ¥ N N 12.00.00.0( 13.00.00.000000
28| 2013494 Field Fred ug Y N N 12.00.00.0( 13.00.00.000000
28 2013185 Field,Robyn uG Y N N 12.00.00.0( 13.00.00.000000
30| 2013194 Fleming,Caroline uG Y N N 12.00.00.0( 13.00.00.c00000
W 4k ¥ | ARCH_1001_5456_20110929 ¥
=

Action

A pop-up may appear asking you to confirm the format of the file.

Click the Yes button.

Yes |
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H9- -3 L T ARCH_1001_5456_20110929.csv - Microsoft Excel - @ X
SO tome | insert Fagelayout  Formulas  Data  Review  View  Developer @ - = |x
’—‘} A | Caiibn -l AN S | |ceneral - ﬂ l;"a B ‘ﬁ |
= & 3% Delete ~ || (@]~
e | e A [ e 5 e ] S o Y e | 00 5 A
Clipboard = Font Alignment = Number Styles Cells Editing
a3 s J| JuRY ¥
A 8 c D E F G H I J K L M 'i
1 |Student D Name Career  Present  Tardy LeftEarly Reason  FromTime Te Time
2 | 2013279 BennettOlivia ug N N N REPT 12.00.00.0( 13.00.00.000000
Il 2013198 Bowen,Joe uG N N N JURY 12.00.00.0( 13.00.C0.C00000
4 2013285 BoyleAlisha uG Y N N 12.00.00.0( 13.00.00.c00000
5 | 2013179 Botifevié Katerina us ¥ N N 12.00.00.0( 13.00.00.000000
6 | 2013408 Brooksleon ug N N N SICK 13.00.00.000000
7 | 2013275 Brooks,Samantha ug ¥ N N 12.00.00.0( 13.00.00.000000 |
8 2013409 Bruce,Charlie uG Y N N 12.00.00.0( 13.00.00.000000 1
9 2013308 Burns,Isabella uG Y N N 12.00.00.0( 13.00.00.c00000
10| 2013270 Carey,Morzan us ¥ N N 12.00.00.0( 13.00.00.000000
11| 2013295 CarrJacob ug N N N PERS 13.00.00.000000
12| 2013202 Carter,Charlie ug ¥ N N 12.00.00.0( 13.00.00.000000
13 2013365 Casey,Stephanie uG Y N N 12.00.00.0( 13.00.00.000000
14 | 2013287 Chan,Riley uG Y N N 12.00.00.0( 13.00.C0.C00000
15| 2013309 Coleman,Oscar us ¥ N N 12.00.00.0( 13.00.00.000000
16| 2013243 Coles,Kate ug ¥ N M 12.00.00.0( 13.00.00.000000
17| 2013189 Connelly,Ross ug ¥ N N 12.00.00.0( 13.00.00.000000
18| 2013254 Conway.Samantha ug ¥ N N 12.00.00.0( 13.00.00.000000
19 2013188 Conway,Stuart uG Y N N 12.00.00.0( 13.00.C0.C00000
20| 2013288 CraigCourtney ug ¥ N N 12.00.00.0( 13.00.00.000000
21| 2013443 Craiglouise ug ¥ N M 12.00.00.0( 13.00.00.000000
22| 2013361 Daniels,Douglas ug ¥ N N 12.00.00.0( 13.00.00.000000
23| 2013306 Davison,Faith ug ¥ N N 12.00.00.0( 13.00.00.000000
24 | 2013249 Doherty,Sophie uG Y N N 12.00.00.0( 13.00.C0.C00000
25| 2013191 Dopler Viadimir ug ¥ N N 12.00.00.0( 13.00.00.000000
26| 2013175 Duncan Libby us ¥ N N 12.00.00.0( 13.00.00.000000
27| 2013176 Ferguson Kobe ug ¥ N N 12.00.00.0( 13.00.00.000000
28| 2013494 Field Fred ug ¥ N N 12.00.00.0( 13.00.00.000000
29 2013185 Field,Robyn uG Y N N 12.00.00.0( 13.00.C0.C00000
30| 2013194 Fleming,Caroline uG Y N N 12.00.00.0( 13.00.00.c00000
W 4 b b | ARCH_1001_5456_20110929 %3
Ready | B2 |

Step

Action

15.

Click the Close button.
X

HY9-&-QEEE ) - - 7 x
Home | Insert  Pagelayout  Formulas Data  Review  View  Developer @ - 7 x
| & caiibri -0 -|[[AT A S General - H .Qj fu'"sm == ﬂ [ﬁ
e L <0 || Conditional Format Cell e Delete - || ] Sort & Find &
Foste 7 R S R EXhgllE KRR Formatting - as Table~ Styles = | [odFormat = | 27 Fitter~ Select~
Clipboard & Font 0 Alignment o Number 0 Styles Cells Editing
- S| JurY 3
A B c D E F G H | J K L M L
1 |Student 1D Name Carser  Present  Tardy LeftEarly Reason  From Time To Time
2 | 2013279 BennettOlivia uG N il ] REPT 12.00.00.0( 13.00.00.000000
[ '3 | 2013198 Bowen,oe uG N il N JURY 12.00.00.0( 13.00.00.000000
4 | 2013285 Boyle,alisha uG ¥ N N 12.00.00.0( 13.00.00.000000
5 | 2013179 Botitevit Katerina uG ¥ N N 12.00.00.0( 13.00.00.000000
6 | 2013408 Brooksleon uG N N ] SICK 13.00.00.000000
7 | 2013276 BrooksSamanths uG ¥ il ] 12.00.00.0( 13.00.00.000000 |
8 | 2013409 BruceCharlie uG ¥ il N 12.00.00.0( 13.00.00.000000 1
9 | 2013308 Burns,isabella uG ¥ N N 12.00.00.0( 13.00.00.000000
10| 2013270 Carey,Morgan
11| 2013285 Carrjacob
12| 2013202 Carter,Charlie 0
13 | 2013365 Casey,Stephanie A Do you want ta save the changes you made to ‘ARCH_1001_5456_20110929,csv'> PO
14| 2013287 Chan,Riley 0
0

15| 2013309 Coleman,Oscar

ves | [ me | [ conel |

16 2013243 Coles,Kate 0
17| 2013182 Connolly,Ross UG v [ [ 12.00.00.0( 13.00.00.000000
18| 2013254 Conway,semantha us v N N 12,00.00.0¢ 13.00.00.000000
19| 2013188 Conway,stuart uG ¥ N N 12,00.00.0( 13.00.00.000000
20 2013288 Craig,Courtney uG Y N N 12.00.00.0( 13.00.00.000000
21 2013443 Craiglouise uG Y N N 12.00.00.0( 13.00.C0.C00000
22| 2013361 Daniels Dougias us v N N 12.00.00.0¢ 13.00.00.000000
23| 2013305 Davison,faith us v N N 12,00.00.0¢ 13.00.00.000000
24| 2013249 Doherty,Sophic uG ¥ N N 12.00.00.0( 13.00.00.000000
25 2013191 Dopler,Vladimir uG Y N N 12.00.00.0( 13.00.00.000000
26 2013175 Duncan Libby uG Y N N 12.00.00.0( 13.00.C0.C00000
27| 2013175 Fersuson kobe us v N N 12.00.00.0¢ 13.00.00.000000
28| 2013434 Field Fred us v N N 12,00.00.0¢ 13.00.00.000000
29| 2013185 Field Robyn uG ¥ N N 12.00.00.0( 13.00.00.000000
30 2013194 Fleming,Caroline uG Y N N 12.00.00.0( 13.00.00.000000
KM 4 » »| ARCH 1001 _5456_20110929 <3

Ready [ |
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Step

Action

16.

Click the Yes button.

A pop-up may appear again asking you to confirm changes.

Favorites | Maln Menu > Curriculum Management > Attendance Roster > Attendance Roster By Class

Class Attendance

Course ID:

Course Name:
Subject / Catalogs:
Class Nbr:

Class Section:

Template Nbr:
Student Attendan

100218
Arch 14 Arch of Scatland
ARCH 1001
5456
Lcot

Attendance Type:

Meeting

Enewwingow P Help & customnize Page |

2011-12
Semester 1
University of Glasgow

Class Component: Lscture

ce Date:  28/09/2011

2013279

%)

Q
2013188 Q
2013285 |Q
Q
Q

o

2013179

@

2013408

Save and Retumn

Bennett Olivia
Bowen,Joe
Buowle,Alisha
BoZidewit Katerina

Brooks Lean

Gancel

8lc)
UG
UG
[8le)
8]

Upload File Data

B[]

Attendance datainputteduploaded:

Download Altendance Data

=)

B hity

% Lacal meranet

#a -

+ 100%

Step

Action

17.

The final step in this process is to upload the edited .csv file back into MyCampus.
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Favuvntes Mavagnu > Curr\:u\umhﬂaﬂagemeﬂt > Attendan'cERUstEr > Attendance Roster By Class

Enewwindow 7 Help [ Customize Page B hitn

Class Attendance

Cowrse ID: 100216 201112

Cowrse Name: Arch 1A Arch of Scotland gemester 1

Subject/ Catalog#:  ARCH 100 University of Glasgow
Class Nbr: 5436 Class Component: Lecture

Class Section: Leom Instructor:

Meeting Attendance Date:  29/09/2011

1|[2013278 | Q| BannstiOlivia UG Repnrien v =
22013198 | Q| BowenJee us =
32013288 @ |Boyledlisha UG =
42013179 | Q1 |BoFieewi Katerina U =
520713408 @ Broaks Lean us F =
Sawe and Return Caneel Upload File Data Attendance data inputtediuploaded:
Download Attendance Data
1 & Local intranet 5 v ®aow -

Step Action

18. Click the Upload File Data button.
Lipload File Data

Favn'rlte; Ma\n'Menu 5 Curriculum Management > Attendance Roster 3> Attendance Roster By Class

D rewwindow P Help  [# Customize Page 2 bt

Class Attendance

Course ID: 100218 Term: 201112
Course Name: Arch 14 Arch of Scotland Ses: Semester 1
Subject / Catalo ARCH 1001 Institution: University of Glasgow
Class Nbr: 5456 Class Component: | ecture
Class Section: Leot
le Attachment
Template Nbr: 4 Attendance

Please upload attendance data C5V file
Student Attendance Roster ‘ ” Browse.. |
D E : Upload  Cancel

112013279 @ Bennett Qlivia UG

22013198 |Q |Bowen Joe uG 4 v =T
3|[2013285 | Q. |Baylelisha U =
42013179 |Q, |Bositewit Katerina us =
5|[z013408 @, Brooks,Leon UG Fl =
Sawe and Return Cancel Unload File Data Attendance data inputted uploaded:
Download Attendance Data
=] % Lacal meranet 5 v ®ioow -

Step Action
19. Click the Browse button.
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0
Choose File to Upload

Look in: | (@ Desktop

Fiy Class

D) my Documents

i My Computer

MyRecent  &dpy Network Places

Documents 0 apcH_1001_5456_20110929,csv

—
L4
Desktop

My Documents

My Computer

|~
L

Files of type: [ Fies

MyNetwork  File name: [ = [ ]
Ploces 5

42003178 @ |Boziéesit, Katerina UG
5[2013408 | |Brooks Leon UG O

Save and Return Cancel Upload File Data

D ewwWindow P Help  [# Customize Page = hit

EESIE
ojjojyojjr

Attendance data inputteduploaded:

Download Altendance Data

E & Local intranet 5 v W% -

Step

Action

20.

|2kl ARcH_1001 5456 20110929, csv |

Click on the appropriate file, in this case ARCH_1001_5456_20110929.csv.

0
Choose File to Upload

Look in: | (@ Desktop X5 By Class
[Z3my Documents Elewwindow  ? Help  [& Customize Page B kit
4 vy Camputer
MyRecent  &Jmy Network Flaces
Documents G0 apoH_1001_5456_20110929,csv
G
Desklop
\ oW
My Documents
My Computer
. K| D]
My Netwark — File name: [ARCH_10m_8488_20110929.c5v -] Open
Flaces : = CET =T
Files of type: Al Files ) A Cancel
=
4|[z013178 @ |BodéewE Katerina us =
52013408 |Q | Brooks Leon UG O =
Sawe and Return Caneel Upload File Data Attendance data inputtediuploaded:
Download Attendance Data
E & Local intranet v 0w -
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Step Action

21. Click the Open button.
Open

Favnvntes Mam_Menu > Curriculum Management > Attendance Roster > Attendance Roster By Class
D ewwWindow P Help  [# Customize Page = hit
Class Attendance
Course ID: 100216 01112
Course Name: Arch 14 Arch of Scotland Semester 1
Subject/ Catalog?: ARCH 1001 Institution: University of Glasgow
Class Nbi 5456 Class Component: | scture
Class Section: Lcot
Template Nbr: Attendance
| 4 Flease upload attendance data CEV file
Student Attendance Roster [ARCH_1001_5456_ 20110828 0 | (Brawse
Upload  Cancel

12013278 Q. Bennett Olivia UG

2/|2013198 | @ | Bowen,Joe UG 7 a4

32013285 |Q |Boyleslisha UG

¢|[2013178 |Q |Bofidedit Katerina | UG

5|[2012408 | | Brooks Leon us =

Sawe and Return Caneel Upload File Data Attendance data inputtediuploaded:

Download Altendance Data
E & Local intranet 5 v ®o0n -

Step Action

22. Click the Upload button.

Favorites  Man Menu > CUIMcLum Management > Attendance Roster > Attendance Roster By Clas
Enewwindow 7 Help [ custamize Page 2 http
Class Attendance
Course ID: 100216 201112
Course Name: Arch 14 Arch of Seotland Sermester 1
Subject / Catalog#:  ARCH 1001 : University of Glasgow
Class Nbr: 5456 Class Component: | ecture
Class Secti Lcot
Template Nbr: 4 Attendancy N
Upload Results - Total records 64 Records Inserted 0 Records notinserted
Student Attendance Roster 64 (0,0)
it ID 5 c
1//2013279 @ Benneti Olivia UG
OK

212013198 | & | Bowen,Joe UG

3|[z013285 QU | BowleAlisha UG |Cd) £

42013179 |Q, |Bositewit Katerina UG

5|[z013408 |@, |Brooks,Leon UG O

Sawe and Return Cancel Upload File Data Attendance data inputteduploaded:

Download Altendance Data
=] & Lacal meranet 5 v ®ioow -
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Step

Action

23.

Click the OK button.

A pop-up message confirms if the upload has been successful.

Favuvn =14 Mavagnu > Curr\:u\umhﬂaﬂagemeﬂt > Attendan'cERUstEr > Attendance Roster By Class

Class Attendance

Cowrse ID: 100216 Term: 2011-12
Course Name: Arch 1A Arch of Scotland Se: 3 Semester 1

Subject/ Catalog#:  ARCH 100 Instituti University of Glasgow
Class Nbr: 5456 Class Component: | ecture

Class Section: Leom Instructor:

Template Nbr: 4 Attendance Type:  meeting Attendance Date:  28/08/2011

Reported

12013279 | Q| BennettOlivia UG v
-
v

7 ’m& Brwen Joe UG
3[2013285 | | BoyleAlisha UG
4 WQ Bofiteyit Katerina UG
5([2073408 | QL | Brooks Leon us

B O[O0

g

=1
=
=l
=
=1

]

Enewwindow 7 Help [ Customize Page B hitn

Sawe and Return Caneel Upload File Data Attendance data inputtediuploaded:
Download Attendance Data
Done =il & Local intranet Sh v Haoow -

Step

Action

24.

Click the Save and Return button.
Save and Return
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Job Aid

Course |D:

Course Name:
Subject / Catalog#:
Class Nbr:

Class Section:

Eepor Manager

100216

Arch 1A Arch of Scotland

ARCH
5446
Lot

Student Attendance Roster
1 Frint View
2 Print View
3 Print Wiew
4 Print View
5 Print View

B Save | [ ReturntoSearch

Favuvntes Mavagnu > Curr\:u\umhﬂaﬂagemeﬂt > Attendan'cERUstEr > Attendance Roster By Class

Attendance Roster By Class

Academic Year 2011-12

Semester 1

1001 Institu University of Glasgow
Class Component:  Lecture
Instructor:

[“IPapulate from Student Enroll
Generate Class Mtg Attendance

Type Date

Class Meeting v 200972011 [ O =
230872011 O =
27mant 5 O =
zomor20m [ O =
471 0720011 O =

5] PreviousinList [+ NetinList | [Z] Motity | | @ Refresh

Enewwindow 7 Help [ Customize Page B hitn

Done

& Local intranet 95 - How -

Step

Action

25.

Policy.

The University of Glasgow student absence policy can be found at Student Absence

Thank you for completing this MyCampus demonstration.

End of Procedure.
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