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Slide notes 

This tutorial provides instruction on how to do online grading. 
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Slide notes 

To maximize your viewing experience of this tutorial, please either turn on the sound or turn on the closed captioning feature 
located in the control panel on the bottom right of your screen. 

Text Captions 
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Slide notes 

Beginning Fall 2008, all grading will be done using the Faculty Center.  There will be no more paper grade rosters on which 
you have to manually “bubble-in” the grades.  However, there will still be the concept of “grade rosters” created just before 
the class ends.   But these grade rosters will now be electronic.  As these electronic grade rosters are created, you will be 
notified via email that the electronic grade roster is available in your Faculty Center.  

Text Captions 
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Slide notes 

Here is an example of the Faculty Center with grade rosters available.  The grade roster icon will appear before each class 
when the grade roster is available.  These are clickable grade roster icons. At the top of the table there is a legend of what 
the icons mean. Clicking on this icon does not create, retrieve or submit a grade roster. Let's click on one of the clickable 
grade roster icons. 

 

Text Captions 

 
These are clickable grade roster icons. 

 
This is a legend of what the icons mean.  

 
Clicking on this icon does not create, retrieve or submit a grade roster. 
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Slide notes 
This is how the grade roster appears. Note that the grade roster will only display 80 students per page. In this example, there 
are only 14 enrolled students, so all are displayed on this page. If you see something like "1-80 of 93" in the upper right 
corner of the table, the "View All" link and arrows to page forward and backward will appear so that you can access all 
enrolled students. 
This page also has the familiar Excel icon that you can use to download the grade roster to Excel. 
Note that only students who were enrolled at the time this electronic grade roster was created are included on this grade 
roster.  If you have a student in your class who does not appear on this grade roster, you cannot grade them electronically.  
The student will need to contact Admissions and Records regarding the petition process for retroactively adding the class.  If 
the petition is approved, as the instructor you will be contacted by Admissions and Records to submit the student’s grade.  
The grade will need to be submitted on a Grade Change Form with the required signatures.  Questions about this process 
may be directed to Admissions and Records by contacting the Office of the Registrar at (714) 278-2380.  
Text Captions 

Questions regarding the grading process for students who do not appear on the grade roster may be directed to Admissions and Records by 
contacting the Office of the Registrar at (714) 278-2380.  

If you have a student who does not appear on this grade roster you cannot grade them electronically. 
The student must contact Admissions and Records. 

Indicates number of students in class 
Excel icon 



Online Grading Wednesday, December 10, 2008

 

Page 6 of 42 

Slide 6 - Slide 6 

 
Slide notes 
The grade entry process is easy.  You will enter each student’s grade in the “Roster Grade” column by using the pull-down 
list of grading symbols to select the grade for that student.   
 
Text Captions 
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Text Captions 
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Slide notes 
If you make a mistake entering a student’s grade, just change it to the correct grade.  No grades entered at this point in the 
process have been posted to the student’s record.  These grades only exist on the grade roster. 
 
Text Captions 
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Slide notes 
Note that students who already have been assigned a grade in the class will have the grade displayed in the “Official Grade” 
column and won’t have a pull-down list of grade symbols available.  In our example two students have withdrawn from the 
class and have a grade of W and one student took the class credit-by-exam and already has a grade of CR for credit.  Make 
sure you grade students on all pages, if there are multiple pages on the grade roster.  If the class is taught credit/no credit 
only, the only grading symbol choices in the pull-down list will be the credit/no credit list of grading symbols. 
 
Text Captions 
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Slide notes 
Note the green button on the top left of the table that reads “<- add this grade to all students”.  For classes that are taught 
“letter-grade-only” or “credit/no credit only”, this feature will allow you to select a grading symbol to assign to all students in 
the class as a shortcut.  You could then change just those students who earned a different grade than the default value you 
selected.  This is particularly useful for credit/no credit classes where the vast majority of students earn a grade of CR.  
Rather than manually selecting the CR grade for every student, use this feature to assign all students in the class a grade of 
CR.  Then just change the students who earned NC to the NC grading symbol.  This feature does not work for classes that 
are taught letter grade with the student’s option to take the class credit/no credit.  Since this is how the vast majority of 
classes are taught, this feature has limited use. 
 
Text Captions 
 

Feature will allow you to select a grading symbol to assign to all students in the class as a shortcut. 
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Slide notes 
If you enter grades for some students and want to only see those students not yet graded, click on the checkbox “Display 
Unassigned Roster Grade Only”.  The page will redisplay the list showing only the students not yet graded.  To see the 
entire grade roster again, just uncheck this box. 
 
Text Captions 
 

If you want to see those students not yet graded 
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Slide notes 
As you are entering your grades, periodically click on the “SAVE” button at the bottom of the page.  You can enter some 
grades, click on “SAVE” and then leave the Faculty Center and return later to enter more grades for this class.  Or you can 
enter them all at one time.  If you do not SAVE your grades, you will have to enter them all again.  “SAVE” maintains your 
entered grades but the “saved” grades can still be adjusted when you return to the grade roster to complete it.  Grades are 
not officially posted to the student’s record until you have “Approved” the grade roster and it has been “Posted” by the 
Registrar’s Office as we will explain in the following slides. 
 
Text Captions 
 

“SAVE” maintains your entered grades but the “saved” grades can still be adjusted when you return to the grade 
roster to complete it. 

 
Periodically click on the "Save" button. 
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Slide notes 
Each time you click on "save" and haven't actually finished all grades yet, a reminder will pop up to let you know that the 
grade roster is not complete.  
Text Captions 
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Slide notes 
Sometimes students stop attending or participating in class without officially withdrawing and instructors should assign those 
students a grade of "WU" meaning "withdraw unofficial". Campus policy requires that instructors provide a last date of 
attendance, if they can determine it, whenever a grade of WU is assigned.  
Text Captions 
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Slide notes 
When you select the WU grading symbol from the pull down list of grades, 
Text Captions 
 

When you select the WU grading symbol from the pull down list of grades, 
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Text Captions 
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Slide notes 
you will see a pop-up message. Click on "OK" and if this is the first student in the class to be assigned a grade of WU, you 
will see a new column in your grade roster titled "WU Last Attend Date" and a yellow button with the same name next to any 
student assigned a grade of WU.  
Text Captions 
 

A pop-up message appears. 
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Slide notes 
If you know or can approximate a last date of attendance for the student, click on the yellow button. If you do not know the 
student's last date of attendance, a midway date between the start and end date of the class will be used as a default. You 
only need to click on the yellow button if you want to provide a date other than the default. 
Text Captions 
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Slide notes 
This is what you see when the yellow button is selected. To enter a date of last attendance, update the default date shown 
and click OK. If you want to accept the default date shown, just click OK without changing the date. 
Text Captions 
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Slide notes 
Note that you may change the last date of attendance if you need to by clicking on the yellow button again. If you find that 
the grade of WU was assigned to the student in error, when you assign a different grade to that student, the yellow button 
will disappear. 
Text Captions 
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Slide notes 
As you continue assigning grades, please be careful using the mouse wheel for scrolling, as the mouse wheel also scrolls 
the pull-down list of grades and may inadvertently change a grade you did not mean to change. 
Text Captions 
 

Be careful using the mouse wheel for scrolling. Do not inadvertently change a grade you did not mean to change. 
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Slide notes 
When you have finished entering all grades, change the “Approval Status” to “Approved”.   
Text Captions 
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Text Captions 
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Slide notes 
If you have some ungraded students as in our example, a pop-up will appear reminding you that all students must be graded 
before you can set the status to “Approved”.  Change the status back to “Not Reviewed”.  Then enter the missing grades. 
Remember you can click on the “Display Unassigned Roster Grade Only” checkbox to find the students with missing grades.   
Text Captions 
 

If you have some ungraded students, a pop-up reminder will appear. 
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Slide notes 
When all students have been graded and the status is set to “Approved”, click on the "SAVE" button to save the updated 
grade roster status.   
Text Captions 
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Slide notes 
You will see a pop-up message letting you know that you are done grading this class.  If you leave this page without saving 
the “Approved” status and do not see this pop-up, you are not done.  Your grades will not be posted to the student’s record 
until after you see this pop-up confirmation message. 
Text Captions 
 

You are not done grading until you see this pop-up message. 
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Slide notes 
The grade roster now looks something like this.  Notice that the pull-down list of grading symbols has disappeared.   If you 
discover a grading error at this point, change the status back to “Not Reviewed”, make the grading change, and then change 
the status back to “Approved” and SAVE. 
Text Captions 
 

If you discover a grading error at this point, change the status back to "Not Reviewed," make the grading change, 
and then change the status back to "Approved" and SAVE. 
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Slide notes 
The grades on your roster will be posted to the student’s record that night and will be available for the student to view in their 
Student Center once posted.  Here is an example of a grade roster that has been posted.  This notation indicates that the 
grades for this class have been posted and students can see those grades in their Student Center. 
The grades you assigned now appear in the “Official Grade” column.  Note also that a new column called “Status” displays 
with “Posted” for those grades posted by this process.  Students who already had grades at the time the grade roster was 
created are labeled “Graded” and the “Roster Grade” is blank since the student was not assigned a grade via this process. 
Once grades are posted, any subsequent grade changes must be done using the paper grade change process.  This grade 
roster will remain permanently available in your Faculty Center for subsequent viewing and/or downloading via the Excel 
icon. 
Text Captions 

This notation indicates that the grades for this class have been posted and students can see those grades in their Student 
Center. 

Grades you assigned now appear in the official grade column. 
A new column called "Status" 

Once grades are posted, any subsequent grade changes must be done using the paper grade change process. 
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Slide notes 
End of presentation. Thank you for viewing this web tutorial. 
Text Captions 
 


