TAC - Uploading CSV Files to TAC

On your Canvas course homepage,

click Manage Subject. i
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Click Grades in the left hand column
to access your gradebook.
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Click the Actions drop down menu.
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Click Export Entire Gradebook.
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This will automatically download a
CSV file onto your device. It should
look like an Excel document. If you're
on a Chromebook, the file will save in
your Google Drive. Click Save.
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Click on Row 2 in your spreadsheet to
select the entire row titled "Points
Possible". This header row needs to
be deleted before you import this file

into TAC.

Right-click on Row 2 and select the
option to Delete**Please also delete
any column that includes a comma (,)
in its cell. Any comma(s) in the file will
disrupt your grade import in TAC.

TAC can only read each column by
numerical values instead of letters.
For example, TAC will view Column A
as Column 1, Column B as Column 2,
etc..
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There are two columns you will need.
The first column is the column that
contains the students' ID nhumber.
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The second column that you need is
the column that contains the graded
assignment you want to import.
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In this example, Column B has the
student ID numbers. So this would be
Column 2.
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In this example, Column X has the
graded assignment to import. So this
would be Column 24*Please note that
you can only import one graded
assignment at a time.

On your TAC homepage click on the -
Y Teacher Access Center
gradebook icon.
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Click the Add a New Assignment icon. i
sefaeussiEimenticon
T i I I Tm— @ Fatorm: n v



15

Create your assignment.
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Your assignment should be listed in
your gradebook.
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for that assignment.

Click on the Mass Update Scores icon _
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O Click Import Scores From File.

Teacher Access Center
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O Click Choose File.
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File Format: O CSV.
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O Select the_CSV file to import.
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Click Open.
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File Format: O CsV.
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Select CSV. Type in the Column
number from your sheet for the
student ID numbers.
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Type in the Column number from your
sheet for the assignment you are
importing.
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Click Import.

The scores for that assignment should

now be imported.

Click the Save

Icon.
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Thank you for joining us. If you have
further questions, please contact your
DLS.

Thank you for joining us.
If you have further questions,
please contact your DLS.
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