

Uploading Student Engagement Events by File

Step 1 – Download the student engagement CSV  file template
You can download the student engagement CSV file from the Student Systems – Student Engagement Monitoring web site.
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Step 2 – Create a student engagement CSV file for upload to EUCLID
Open the Student Engagement CSV file template previously downloaded from the Student Systems web site (see Step 1).
Download and copy the course or programme student UUN from the Business Intelligence Suite Class List reports within the following folder:
My Documents/Folders/Public Folders/SASG : Student Systems/Student Systems Developed and Maintained/Engagement Monitoring
Paste the student UUN into the CSV file UUN column.
[bookmark: _GoBack]Manually key in the remaining columns:
	Column
	Mandatory
	Data

	Event Type
	Y
	See event type codes in FAQ

	Event Date
	Y
	dd/mm/yyyy

	Organiser
	N
	Leave blank

	Attended
	N
	Y, N, E (Yes, No, Exempt)

	Description
	Y
	Free text

	Notes
	N
	Free text



An example can be seen below:
[image: ]
Save the CSV file.
Step 3 – Upload a Student Engagement CSV file into EUCLID
Open EUCLID.
Click on the Upload from File Student Engagement Events link within the Student page.
[image: ]
Select the level of your engagement events at Course Level or Programme Level:
[image: ]
Key in the title of the Course or Programme that you wish to upload engagement events for:
[image: ]
Click on the [image: ] button.
Browse and select your CSV engagement event file:
[image: ]
Click on the [image: ] button.
Step 4 – Create student engagement events for multiple students
On uploading your CSV file you will be presented with the validation results. An example can be seen below:
[image: ]
You can create engagement events for your Valid Engagement Records, but not the Invalid Engagement Records. 
To find out more about fixing invalid engagement records within your CSV file, click on the link below:
· How do I resolve invalid student engagement data in EUCLID after a CSV file upload?
Select the valid records you want to create within EUCLID:
[image: ]
Click on the [image: ] button.
This will create engagement events for the valid engagement records within your CSV file.
A Success banner will appear and the screen refresh to remove the engagement records for the list:
[image: ]
You have now successful complete uploading engagement events via the CSV file upload facility.
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UUN  EVENT_TY EVENT_DATE ORGANISE ATTENDEL DESCRIPTI NOTES
S1400. ATTEND  07/09/2014 N Course attendance

St TUT 08/09/2014 N Course tutorial attendance
SOEMIE SEMINR  09/09/2014 N Icourse seminar attendance
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« Provide live 'in-office’ support post implementation

Each school has been contacted to arrange an initial visit by their

training & support contacts. Please contact studentsystems@ed ac.uk to
request a visitif you have not already done so.

Online Tutorials

‘The links below provides step by step guidance on the different ways to
record student final awards:

« Keying student engagement for a single student

« Keying student engagement for multiple students
« Uploading student engagement by file

More
. Fr A tions (FAC

Materials

‘The following training materials are available to
colleagues:

« Student Engagement Monitoring CSV template





