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Help Sheet: COINS-How to Securely Post Grades 
Online 

Here is the address of the College Information System 

(COINS):  https://lilt.ilstu.edu/coins  

 

Part One:  Getting Access to the system 

  

1. We are automatically adding faculty in CAS and COB to the grade system.  If 

you cannot access the system, please contact the LILT administrator at 

lilt@ilstu.edu  

2. Login to the system with your ulid and password. 

3. Each semester you will see a list of courses which you are listed to teach 

(this is automatically done and is pulled in from the mainframe usually the 

Wednesday/Thursday before classes begin). 

4. This course listing will show up both on departmental course listing page 

and on your departmental faculty profile page (not all departments are 

using this feature). 

 

 

https://lilt.ilstu.edu/coins
mailto:lilt@ilstu.edu
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Part Two:  How to format your Excel Grade Sheet 

 

1. Instructions on formatting your Excel sheet 

 

a. You will need to create an Excel file which can be named anything  

(Note:  If you download the Excel sheet from the icampus portal you will want to do 

a SAVE-AS Excel so that it is no longer considered a taxt/tab delimited file.) 

b. The sheet that will be shown online MUST be named grades (see 

example below) 

 

 
 

c. You must have a column titled ulid (it does NOT have to be column A)  

d. ULIDs of students must go in your ulid column (make sure there are 

no spaces or other characters in this column) 

e. Column headers in row one (Example: Test, Test 2, Final, etc…) 

 

f. If you have a row that you want all students to see (such as average 
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or total points possible) put an asterisk (*) under the ulid column for 

the row 

g. Your formula should transfer to the web (you may want to insert a 

“round” function so that you do not have a bunch of decimal places) 

h. After you have finished your grade sheet go to the online system and 

upload it 

 

 

Part Three:  Uploading Your Grade Sheet 

 

1. Login to COINS:  https://lilt.ilstu.edu/coins  

2. In the links on the left, click on Upload Grades or Syllabus and you will see a 

list of your courses. 

 

3. Click on the course for which you want to upload grades. 

4. The following page will appear.  Click the BROWSE button under the Upload 

Grades heading 

https://lilt.ilstu.edu/coins
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5. Browse to go to select your specially formatted Excel spreadsheet  

6. Click upload. 

7. You will get a message that says your file was uploaded correctly. 

8. A link is automatically generated to the grade sheet (at the bottom of the 

page) 

 

Part Four:  How to get your students to the proper grade sheet 

 

1. If your department is listing courses on their departmental website, the 

grade sheet will automatically be linked from both the course listing page 

and the faculty profile page. 

(NOTE:  This is preferred since this page is automatically updated each 

semester to have the correct links.  If you use options 2 or 3 then you will 
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have to update the links on your site or email each semester.) 

2. There is a link at the bottom of the upload grades page that is created for 

you to give to your students or post on your website.  

3. Copy it and paste it into an email or onto your webpage (it is long so you 

may want to highlight some text called Check Grades and insert this as the 

hyperlink) 

 

Part Five:  If you want to upload or link to a syllabus 

 

1. Click on the Course for which you want to upload the syllabus. 

2. Click on the BROWSE button under the UPLOAD SYLLABUS heading 

3. Browse to your syllabus file and click upload (Word or PDF only). 

4. You will get a message that it was uploaded successfully 

5. If you would just like to link to the syllabus that is posted on a website do 

the following: 

 

i. Copy the URL of the syllabus location from your browser 

j. Click on the EDIT link listed under your Course Details 

k. (the EDIT link listed under your course – add the info and click 

UPDATE). 
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FAQs: 

Q:  When I copy my roster from the icampus portal, the ulids have hidden 

characters which makes it so my students cannot login.  What do I do? 

 

A:  (BETTER SOLUTION)  There is a NEW feature that allows one to download the 

roster to an Excel sheet that does not have these characters.  After you download 

this, make sure you do a SAVE AS – Excel Workbook. 

A:  You can either do an EDIT – FIND/REPLACE in Notepad for the ASCII character 

() and spaces, or you can request your roster from your department office, or 

get it from the mainframe. 

 

 

Q:  Even though I have my average score set to 2 decimal places in excel, it 

shows more decimal places when I view it online.  Is there a function I can add 

to fix this? 

 

A:  Generally this occurs when one selects cell format and selects 2 decimal 

places. First try to insert a Round function =ROUND((average(c2:c23),2) 

A:  Option 2 – this is more complicated.  You can do a ROUND function and 

convert it to TEXT.  Excel is smart though and will not show the text average if 

there is not a row of text in the column or row it is averaging.  Add a row that has 

text in it and insert the following function: 

=text(round(average(c2:c23),2),"0.00") 
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Q:  How do I match up my Opscan scores to my gradesheet? 

 

A:  There is now the option of getting your results listed by ulid.  Make sure to 

specify this when you bring in your data.   

 

Note:  Remember that when you get the Opscan report there may be missing 

data from the students who did not turn in the test.  Make sure that your lists are 

matched up to account for missing data.  In order for the students with missing 

data to have their scores averaged, you will want to put a ZERO in the missing 

data field and not leave it blank. 

 

Q:  Why are my grades not showing up at the beginning of the semester? 

 

A:  If there are 8 rows of empty data at the top of a column, then Excel ignores 

everything below.  Often times at the beginning of the semester you will set up 

your Excel sheet to have all of your students listed and then at the bottom show 

total points possible, averages, etc.  Usually, you will put your ulid as a sample 

beneath the averages so you don’t throw them off.  If there are at least 8 rows of 

empty data, your sample data at the bottom will not show up.  Just add a row of 

zeros or put your total points possible in beneath your column headings and it will 

work fine. 

 

A2:  Excel going online does not handle columns that are mixed with text and 

numbers.  It will interpret that column based on the first couple of cells starting 

with row 2.  This means that if your first couple students have numeric scores and 

then a student further down the list has text (such as NA), the NA will not show 
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up.  It also means that if the first few students have text (such as NA), then the 

numbers will not show up for students lower in the list.  Until we take the time to 

try to rewrite this, the answer is to NOT mix your columns with text and numbers. 

 

Q:  How can I drop the lowest scores? 

 

A:  Let’s say you have 32 lectures and you want to drop the lowest 4 scores.  You 

can do this by using a “small” function.  Here is an example where we are 

summing from column D3 through column Z3.  We are then dropping the smallest 

one, the second smallest one, the third smallest one, and the fourth smallest one. 

Usually you will just start with your SUM function and then type in your small 

functions. 

 

 

=SUM(D3:z3)-SMALL(D3:z3,1)-SMALL(D3:z3,2)-SMALL(D3:z3,3)-SMALL(D3:z3,4) 

 


