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TI-Navigator: How to Import a Class from STI into an Excel Spreadsheet
Bryson Perry 

bryson.perry@fayette.kyschools.us
STI
1. With a period highlighted click on Student Class Roster.

2. Press the Print Icon in the bottom right. (Warning: You may need to press Window and Tile in order to see the Print Icon.)

3. A Roster Setup window will pop up.  Set up the following:

a. ID to Print: None

b. Report Type: Names Only

4. Press the Print button.  

5. The Preview: Roster window will pop up.
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Press the Globe Icon
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Press Export to RTF
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8. An Export Report screen will pop up. Change the name from Roster.rtf to Period1 or some other identifying name.  Press the [image: image3.png]


 icon.  Select Open Viewer After Export if not already selected. This will open word for you later. 
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9. A Choose an Export Path window will pop up. You should choose your C:\ Drive.  Put your file in the folder that you want within your C:\ Drive.
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10. Press OK for Choose an Export Path.  Now press OK for Export Report.
11. If you selected Open Viewer After Export your file will be open within Word. 

12. Delete everything from the Word document except the names.  You can change a students first name to his preferred name and delete initials at this time.  
a. Click File 

b. Click Save As 

c. Click Save as type
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d. Scroll down to Plain Text
e. File name: example (you choose the file name) then press the Save button.

f. A File Conversion window pops up. Press OK.
13.  Now open Excel.

Excel 

1. Open the Plain Text document in Excel. 
a. Click File
b. Click Open and an Open window will pop up. 
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d. Find the Plain Text file that you saved in word.  It will have a [image: image8.png]


 icon. 
e. A Text Import Wizard window will pop up.  Press Next
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f. Text Import Wizard – Step 2 of 3 window will appear. Check the Comma box. Press Next.
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g. Text Import Wizard – Step 3of 3 window will appear. Click the Do not import column (skip) circle.  Press Finish.
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h. Now you will have your last names in column 1 and first names in column 2.   Do a cut and paste to get the first column to be first names and the second column to be last names.  (Highlight column B and right click cut.  Highlight column and right click Insert Cut Cells.)
2. Now create the username in the third column.  You can create these by hand or use the functions of Excel to help you create user names easily. 

a. The formula to get the first three letters of column A, row 1 and the first three letters of column B, row 1 is  =LEFT(A1,3)&LEFT(B1,3) . Put this value into C1.  You can copy and paste this for all of your students in column C.  This will give you a username with the first three letters of the student’s first name and the first three letters of the student’s last name.  If you wanted the first two letters of the student’s first name and the first three letters of the student’s last name you would use the formula =LEFT(A1,2)&LEFT(B1,3).
3. Now save the File as a CSV file.

g. Click File 

h. Click Save As 

i. Click Save as type
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j. Scroll down to CSV (comma delimited)
k. File name: example (you choose the file name) then press the Save button.

l. You will then get the following warning message. Press the OK button.


m. You will then get the following information message.  Press the Yes button.

TI-Navigator


4. Within TI-Navigator click File and Add Class
n. In Class Name put in the name of your class you are adding.
o. Highlight the name of you class and press the Import Students button.

p. Find example.csv on your computer and press the Open button.

q. Navigator will tell you how many names were added successfully.  Press the OK button.

r. Press the Finish button.

5. Your classes should be added.  

