Names from PowerTeacher into SMART Response:

1. Open a blank Excel workbook

2. Log into PowerTeacher (not gradebook)

3. Position the windows so PowerTeacher is to the right of the Excel window

4. In PowerTeacher, click on the  first class and then click on BACKPACK button. [image: image1.png]



5. Highlight list of student names that appears on left side

DRAG the list into Excel.  Drag the first name so it appears on row 2 (Don’t use row 1).  

6. In Excel, if commas appear on the list:

Highlight the names

Go to DATA>TEXT TO COLUMNS


Click Next


Check COMMA


Click FINISH

Row 1 must be used for column headings; Insert a new blank row if necessary

7. Type the column headings on Row 1 (spacing between words matters)
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8. To create simple IDs for the students:


type 1 and 2 as the first two students' IDs


highlight both the 1 and 2 and use the Fill Handle to drag down to the bottom of the list of students (it will continue numbering the rows to create the simple IDs for the rest of the students)

9. FILE>SAVE AS


Enter a descriptive file name (like 3rdPeriod)


Choose to save the file as a COMMA DELIMITED FILE (CSV)


Make sure you know where you've saved it

Click YES if a warning appears about incompatible features
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and then click save.

10. Close the file, if it asks to save it again it is not necessary (click NO)


11. Navigate to Macintosh HD-Applications-Senteo-Senteo Manager

12. Select file-Import Class List From-Comma Separated Values (CSV) and find your Excel file.  
