
GPA and Credits – (This is applicable to Veterans and AES/TES) 

1. On the page below, Select Rosters 

 

 

  



After selecting Rosters, the page below appears.  

2. Please ensure the applicable academic year is shown (refer to rectangular area in 
red). If not, click on the down area and choose the academic year. 

 

 

 

3. After confirming or selecting the academic year, then select the program and term 
on the page. See the image below. 

 

  



4. Next, choose Download (refer to the page/image below) to the right of Credits and 
GPA: 

 

 

When you click on Download,  

1. a CSV file be created; and  
2. You will see a link to download it in the upper right-hand corner of your page. Refer 

to page snippet below for an example: 

 

 

  



5. When you open the CSV file that was created, you will see something like: 

 

  



 

6. Enter the students’ Credits and GPA information into the Term Credits and Term GPA 
columns: 

 

 

Important: EACH TERM CREDIT and TERM GPA for EACH student must have an entry. If there 
is no value, then enter 0. 

  



7. After your entries, your file should look like: 

 

  



8. Save the file to the desired location on your PC, network, wherever. 
 

9. Go back to the main page and select Send Roster File from the Data File Transfer 
section 

 

 

  



10. The page shown below will appear. Choose Credits and GPA from the drop-down list 
box: 

 

  



11. You will then see the following page: 

 

Steps for 11: 

a. Select the Choose File button and use the file that you saved earlier. 
b. Then select the Upload File button. 
c. Once you upload the file, if there are any errors with the file, a message will appear. 
d. If it uploads successfully, that is, no errors, it will appear in the actual data file(s) 

table below the upload file button. See example in image/page above. 
e. You are complete.  

 

 

 

 

 

 


