Quia Handout 6 --- Importing a Roster


Continued from handout 5…
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Once you arrive at the step where you type student names---detailed in handout 5---you will see an option to the top, right that says Import student list.
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Note the link that says Help topic: How do I set up the roster? 

Clicking this gives detailed instructions for how to set up either a text file saved as .txt or an Excel document saved as a .cvs file. 
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Quia can import files in comma-delimited format, compatible with most spreadsheet programs. For each student, the following information can be
imported:

+ Last name (mandatory). Student's last name.
First name (mandatory). Student's first name.
|« Student ID (optional). A unique identifier for each student. If your organization does not assign distinct student IDs to each student, consecutive
numbers or any other unique labeling system may be used. However, if students do have distinct IDs, you should include the student IDs. Note. If your
organization has set up a master roster on Quia, you will be required to use student IDs when importing a student list.
« E-mail (optional). Student's e-mail address. Note. If your organization has set up a master roster on Quia, the e-mail address you indude on your
import file will be ignored if the student is found on the master roster.
» Password (optional). If you would like to set the student's password, you can enter one. If you do not enter a password, it will be automatically
generated. Note. If your organization has set up a master roster on Quia, the password you include on your import file will be ignored if the student is
found on the master roster.

Using a spreadsheet
In a spreadsheet program, enter each student's information on a separate row, using a new column for each field. Add a row at the top of the
spreadsheet that specifies each column’s contents:

Last name |First name |Student 1D |Password
Johnson  [Emily 057431 |emj147

Brown  |wiliam  [057478

Miller Todd 057414 |tem342

In this example, the extra columns are used to record students’ gender and grade level. This information can be entered for none, some, or all of
the students you import. A password will be automatically generated for Wiliam Brown, since none is specified here.

Save the file in comma-delimited format (*.csv).

Using a text editor
IF you prefer to use a text editor rather than a spreadsheet program, you can enter each student's information on a new line, separating fields with
commas. In the top line, specify the order in which the fields appear. For example:

Lastname, First name, Student ID, Password
Johnson, Emily, 057431, emj147

Brown, William, 057478,

Miller, Todd, 057414, tem342,

Note that, if a field is empty for a particular student, you must write a blank space and comma (as in the Password field for William Brown).
Save the file in text-only format (=.6xt).

Import L |

When your file is ready, click Import. Depending on the number of students in your file, processing the file may take a minute or two. If any errors in the.
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Detailed Instructions from Quia Help for Preparing the Roster for Import








Once you follow the instructions in the link mentioned above, you would click on Browse and locate your pre-prepared list.


Then, press import and the names would be automatically added to the roster. 








I can switch class rosters using the drop down here. 








We are providing you with a spreadsheet file that is already prepared for you to enter student information. If you have an existing spreadsheet with names entered, modify the headers to exactly match the ones in this sample and save it as a csv file and you can use that in order to avoid retyping. 





No spaces allowed in header row. 
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