The Complete Gradebook PRO

Using Excel to import data into each teacher’s gradebook

You may wish to use an Excel spreadsheet to import student demographics into The Complete Gradebook PRO.  If you so desire, please enter the appropriate data into the attached Excel spreadsheet.  Only the RED columns are mandatory.  
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By entering the data into this spreadsheet, your teachers will be able to automatically pull student demographics into their individual gradebook.  This also eliminates the problem of incorrect key entries for student data.  Once the spreadsheet is completed and saved, select File, Save As and then select CSV (Comma Delimited) (.csv) as the Save As file type.  Once the CSV file type is selected, save the CSV file to the same location where your TCGPro.exe file is located on your server.
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Teacher’s can then select the third tab in their Student Wizard to move the appropriate students into their classes by clicking “Import New Students from Admin”.  Once the students are imported, teachers can then use the >> [Add to Class] button to move each highlighted student into the currently opened class.  Repeat for each class created.
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What to enter into the Excel Spreadsheet
StudentData.xls

1. All demographic data should be entered into the same Excel StudentData.xls spreadsheet.

2. Only the Last Name, First Name, and Student ID field are required.

3. Do not move, erase, or add any fields to the spreadsheet.

4. When using the excel spreadsheet method to enter data into a teacher’s gradebook teachers will not have the ability to manually enter students into their individual gradebook.  The school administrator will need to add, edit or mark students as removed in their existing StudentData.xls file and then save the file as a csv file in the gradebook folder (the folder where the TCGPro.exe file resides).  This method eliminates the possibility of data entry errors when multiple teachers attempt to manually enter student data into their gradebook.

5. We have incorporated the ability to remove (or inactivate) students from the school by giving the administrator the ability to simply enter an X in the locker column (see Cliff Barnes below).  Any student with an X in that column will be inactivated from a teacher’s gradebook when the teacher performs a roster update.

6. Any changes in the Excel Spreadsheet will also change in the teachers’ gradebook (ie:  phone number changes, etc.) when new students are added or a roster update performed

Sample StudentData.xls file

	Last Name
	First Name
	Nickname
	Middle Name
	Student ID
	Grade
	Birthday
	Gender
	Locker
	Parent Last
	etc…

	Abbott
	John
	Johnny
	R
	111
	8
	1/11/00
	M
	
	Abbott
	etc…….

	Barnes
	Cliff
	
	V
	222
	9
	2/22/00
	M
	X
	Barnes
	etc…….

	Carson
	Joan
	
	M
	333
	8
	3/30/00
	F
	
	Carson
	etc…….

	etc
	
	
	
	
	
	
	
	
	
	


Please call if you have any questions

Don Dempsey

The Complete Gradebook

1.800.595.3700

