Schoolnet: Curriculum Manager
Import Spreadsheet Quick Reference Card

e The Import Spreadsheet functionality is meant to be used to 4. Click on the sample file link to download a sample file.
bulk upload large numbers of the same material type at one i tinsameinasa v - -
time. Select Spreadsheet to Import x

e With this functionality you can complete the properties tab for
each material you import.

e And you can load materials as URLS. Once you’ve imported the
spreadsheet file you will still need to complete the materials
you’ve imported.

Downloading the Sample Spreadsheet TSV File 5. The sample file will download and you will be asked to open,
save or cancel
The file format of the sample file is tsv. TSV files are tab
delimited text files. The easiest way to work with them is to
open them in Excel.

1. Roll your cursor over Classrooms on the navigation bar and
click Curriculum Manager

2. Scroll down and Click on Import Spreadsheet File

File Download [
1
B New maurtFiIes Sort by: Title Do you want to open or save this file?
Results: 1-25 012,093 {0 s=lected) Displzy |25 items |w) 0 Mame: SAMPLE_INSTRUCTIONAL_UNIT_UPLOAD.tsv
Type: tsv_auto_file
[ From: idahodemo.schoolnet.com’
3. From the drop-down, select the type of material you want to [ ) ]
. - Open Save Canecel
import and click Next. < —
a
. S Whiefiles from the Intemet can be useful. some files can potentially
Select MEtEFIﬂIT\,"pE to Import *® A ) hamn your computer. If you do net trust the source, do not open or
v 4 |
= savethis file. What's the risk?

Curniculum

Type*:

Curricular Unit
Instructional Unit
Lesson Plan
Assessment
Resource |
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Import Spreadsheet

6. Select Save and choose a location to save the file on your 5. Once you click on Open you will see the Text Import Wizard
computer. screen pop-up.
7. Go back and Click Cancel on the still open Select Spreadsheet 6. Leave Delimited checked.

to Import screen.
7. Click Next.

. . Text Impwrt Wizard - Step | of 3 |8 et
Open TSV file in Excel : — :
The Teut Wizard has determined that your dats iz Delmited.
Open Excel It thisis comect, chaose Mext, ar choose the dats typs that best desaribes your data.

N

Click on File=Open
Select All Files

w

Start mport AF e |1 = Hie pngn: RS = mends (1TER-H) ZI

P

Locate the Sample file and click Open.

Preview uf fie C:\UbersidweinesLoin \Desklop\SAMPLE INSTRUCTIONAL UNIT UFLOAD. Lsv.

Note: The file name will ALWAYS have the material type you

1 fubiectldLoGradedicradeTIicleDescripoionUrlauchorRighcsFublisherk

| »

Selected in the title. ; English Langquage Arcs~"pk~"li""Sample State IU™"5State Instructicnal

_ L
Name - £ m, L3
ﬁl nbr2player [ cond ] Dack Next > [rish
- NISD_DCT_OpenEndedQuestion_Hotfix_TAS h
@ Notepad 8. Leave Tab checked.

] promethean Clickers Issue

@ QA - WL Novice Level Spanish - Aspire lszues
E@ Remote Desktop Connection

UPLOAD

_ SAMPLE_INSTRUCTIONAL UNIT_UPLOAD ) .

Test Impart Wizard  Stop 2 0f 2 _F el

This suresm bels yuus sl e chefimilens your delas vonleire. You tan sew buw yor bl affer bl in e preview
below,

Il I rat conscautree dolmitors as onc

Secanlt = %;’L"‘" Tenl ks [~ =]
|i=| screen shot answer sheet 6101 |4 LT
T SNV14 1 MNarrativeReleaseMotes .
L] Datlas presviirw
7 SNV14_2_ExternalReleaseNotes_Defect Fixes 18
e = ; r“ r T“ T rr, ‘:
ame:  SAMPLE_INSTRUCTIOMAL_UNIT_UPL ~ . 5
o
Teels = IR s ()

9. Click on Finish.
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10. You should now see the data in columns.

A B [ D E F G H 1 J K L M N

E.ub'ecl’d!l'_uﬁrace HiGrade Title Descriptic Url Author  Rights Publisher Keywords Cost
Fnglish | a pk 12 Sample 5t State Instructional 1] Lser, Test Sample State NOF FAISF FAISF

Now you are ready to begin populating the Spreadsheet file.

Populating the Spreadsheet file

When completing the bulk-upload file, you MUST fill in the
Required fields:

1. SubjectID - this represents the subject name that appears on
your site.

2. Lograde & Higrade — these fields represent the grade range of
that material. If the material is only for one grade, then the
lograde and higrade would be the same number.

3. Title |

4. Description

A B c 2] E
1 Subjectid LoGrade Hidrade Title
2 Sodal Studies 5 5
al Studies
al Studies
al Studies

= = H 1 1 3 L M ] o
Description url Author Rights Publisher Keywords Cost Restrictec Duration DurationT Standards
1) Kalb ¢ ights 1 DeKalb County School Distrir  FALSE FALSE 2 week

1Dekzlb County School Distrin  FALSE FALSE 3 week
1Dekzlb County School Distrin  FALSE FALSE 3 week
1Dekzlb County School Distrin  FALSE FALSE 5 week
ghtssNekalb County School Nictris FAISE  FAISE 5 week

6 Sorial Studies

Non- Required Fields

5. URL — If you are creating a material that is a URL, you would
complete this field.

6. Author

7. Rights — Used for copyright information. You might enter: All
rights reserved.

Restrictec Duration DurationT$

0 Minuta 1

8. Publisher

9. Keywords - There is a 500 character limit. Keywords must be
separated by a comma. For example: Seeds, Plants,
Observation, Gardening

10. Cost — generally used for Publisher materials. The allowed
Values or TRUE or FALSE, they appear on the site as Yes or NO

11. Restriction generally used for Publisher materials. The allowed
Values or TRUE or FALSE, they appear on the site as Yes or NO

12. Duration — only whole numbers are supported

13. DurationType - there are four choices: minute, hour, day, or
week

14. Standards — must use standard the standard ID that appears
on your site. This may differ from how you normally write the
standard. Standards must be separated by a comma. For
example: 1.10A.A, 1.0A.1, 1.0A.7

Though the remaining fields are not required, it is recommended
that you fill in all the fields that are appropriate for the material.
The only exception is the standards field; it is much easier to align
standards in the application.

Note: Do not change the order of the fields, or add any formatting.

Saving the Spreadsheet TSV file

1. When you have completed populating the Spreadsheet file, click
on File=Save

2. Close the file by clicking on File=Close
3. Click =Save
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You may see a Microsoft Excel dialogue box pop-up saying
“Filename.tsv may contain features that are not compatible
with Text (Tab delimited). Do you want to keep the workbook
in this format?” Select>Yes.

Microsoft Excel

[

SAMPLE_INSTRUCTIONAL_UMIT_UPLOAD. tsv may contain features that are not compatible with Text [Tab delimited). Do you want to kesp the
— workbrouk. in Lhis formel?

|0 » To keep this format, which leaves out any incompatble features, dick Yes.
B » To preserve the features, didk No. Then save a copy in the latest Excel format.
= To see what might be lost, didk 1 Ielp.

Yes] Mo ||Help

Uploading the Completed Spreadsheet TSV File

1.

Roll your cursor over Classrooms on the navigation bar and
click Curriculum Manager

In Curriculum Manager click on Import Spreadsheet File

_Select the type of material you are uploading.

| select Material Type to Import =
Typc*: Instructional Unit E|

q CE‘]:QlO

Click Next

Click on the click to browse link
Locate the TSV file you wish to upload and click Open

On the Select Spreadsheet to Import Window click Import

select Spreadsheet to Import x

.
l e O

The progress bar will indicate that you imported the file
successfully.

8. Click Close

Import Completed ®

&

\./ Spreadsheet imported.

il Mew  Import SpreadsheetFile  Import Files

Results: 1-250f12,096 [0 selected)

After you see “Spreadsheet imported” on the status bar, you
must complete your bulk-uploaded shells and align them to your
curriculum.

If your file has uploaded correctly, you will see the materials you
uploaded at the top of the list. All the uploaded materials will have
a status of DRAFT.
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