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There are two major steps involved in importing your class roster into Excel.

1. Gather your roster data from PAWS for Faculty
2. Format your roster data using Excel

Step 1. Gathering Data with PAWS for Faculty

After you have logged into PAWS for Faculty generate your class roster. Your screen will look similar to
the following screen.
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Now you need to copy all the data that is displayed in the table. To do this, we start by selecting the
very top left of the table and drag until the entire table is highlighted. Your screen should look similar to
the following.
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Copy this data by going to the EDIT menu and clicking on COPY.
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Step 2. Formatting data using Microsoft Excel.

Open Microsoft Excel, you should have a blank spreadsheet in front of you. You are now ready to past
the data that you copied from PAWS for Faculty into the spreadsheet. With the cell Al selected, click on
PASTE (click right on the clipboard).
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You can now delete columns F —J.
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You will notice that the titles don’t match the rows of data. To correct this, you
will need to manually change them to match.

e on Column B heading, type Student
e on Column C heading, type ID
e on Column E heading type E-Mail Address

It should now look like this.
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¢ You can now delete Column A, and Column D

It should now look like this.
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Now, we need to format the ID column to display the zeros that are generated by PAWS for Faculty and
part of the Student ID at Hartnell.

To do this, we select the column that contains the ID information.

Click on this button to
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In the format cells window, select CUSTOM to the left. Then we need to enter a value that will accept
the 7 digits generated by PAWS. To do this we enter 7 zero’s in the TYPE box.
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Now notice that the ID column contains the same 7 digit number that the PAWS system uses.
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After you adjust your columns for your formatting, you can now save the file.
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