QU|SBE Quick Class Upload Guide

Version 1

This guide outlines the new feature of the Quick Class Upload.

Note: This is an optional, alternative task. A starter class has already been created for every organization and course. If your
organization needs only one class, you do not need to upload a file. You can also create specific teacher-level classes directly in the
user interface without a file import. For steps, see QuISBE Quick Guide. If you prefer to create classes through an import file, use
the Quick Class Upload feature described in this guide.
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grades 5 and 8 should be selected.

Select the school for which you are
creating classes, then select Download
Template.

IThe template will download through
your browser. Open the downloaded
CSV file in Excel.

Version 1
The Quick Class Upload window will
appear. Quick Class Upload x
Select the appropriate grade. Only step 1 Step 2 Step 3
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= Save the modified file as a .csv (comma separated
value)

Course

Grade 5 Science

Term®

QuISBE2627

School®

School

Cancel m

* A4 O &= (&

B qu k_class_Grade_5_Science_template.csv
5B

In the Excel spreadsheet, you will see all
students in the selected school and
grade level for which you are creating
classes.

Complete only Column I (class.code) and
Column J (class.name).

Ensure that the entries for each class are
entered consistently. In the second
image, only two classes were created,
and the class.code and class.name
match for each class.

Then click Save.

Note: If any entries do not match,
multiple classes will be created. Please
review the template carefully before
uploading it to LaunchPad.
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IThe newly created classes and the
students assigned to each class will
appear in the course.

Version 1
Return to the Quick Class Upload Quick Class Upload X
window. In Step 3, select Choose File. e e 8 R e e i i e
Step 1 Step 2
et ot e e : plka e maded e
Locate and select the saved file, then g o e o pcnd
select Open.
Scheol™
The file name will appear in the Upload
the modified file box, along with a green
message indicating the number of — =
students in the file.
Select Submit, Quick Class Upload X
Step 1 Step 2 Step 3
Select the Grade, Academic Session, and Schoal, then click # Open the file using Sheets, Numbers, or Excel. Upload the modified file

the button to download the template file

= Inthe class_code column, assign students to a Class
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Note: A red warning message will appear
if an incorrect file is selected or the
template is formatted incorrectly.

(X) The uploaded file does not contain the
expected headers:

Note: If you encounter this error, please
contact Customer Support for assistance.
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