
Exporting Names from PBSC Website Rosters to 

Grade Quick 

1. Op en b lank Excel f ile 

 

2. Op en a sp ecif ic class rost er  f rom  PBSC w eb sit e 

 

- Once rost er  is op ened , click on  “Pr int /Dow nload ” 

- Click on  “X” t o  rem ove all co lum ns excep t  st ud ent  nam e 

- High ligh t  all t he nam es t hen  r igh t  click w it h  m ouse t o  cop y  

 

3. Ret urn  t o  op en b lank Excel f i le 

 

- In  cell “1A”, r igh t  click t o  p ast e nam es in t o  f i le  

 

- Click on  Of f ice But t on  (up p er  lef t  co rner ) 

o Op en “Save As” 

 “Ot her  Form at s”-save b ox w ill op en  

 Give your  f ile a nam e sp ecif ic t o  t he class 

 Save t yp es as: “Form at t ed t ext  (Space 

delim it ed )” 

 Click “Ok”, t hen  click “Yes” in  t he next  t o  b oxes 

t hat  op en  

 Not e: Rem em ber  w here you saved t he t ext ! 

 Close Excel…. 

 

4. Reop en p re-creat ed  Grad e Quick f i le 

 

- Click t ab  “File”         “ “Im por t ” 

- “Im por t  ASCll Delim it ed Rost er /Dat a ” 

o Click “TAB” 

o Click “OK” 

o Find  File- Make sure you change t ab t o f ind all f iles 

 Click “Op en” 

 Mark “Add New  St udent s” 

 Click “OK” 

 

 


