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Online Grading Tutorial

Processing Steps

Screen Shots

Enter Grades

Slide 1:

To enter grades for a course, first
check that the correct term is
selected. Then click on the Grade
Roster icon next to the class in the
My Teaching Schedule section.

Note that the Grade Roster icon will
not appear until grading is available
for the term.
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The grade roster appears. Scroll
down to view more information.
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Natice that you have the option to
display only the students who have
not yet been graded. If you enter
only a few grades now and return
later to finish entering grades, this
allows you to only see students you
have not yet graded.

By default only the first 80 students
will appear on the grade roster. If
there are more than 80 students in
the course, you will need to select
View All to show all of the students
on a single screen.

You'll also notice that you have an
option to download the grade roster
in its entirety to Microsoft Excel.
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Grade column.

To enter a grade for a student, use
the drop-down menu in the Roster
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Select a grade from the list.
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Note that students who have
already 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 this example, Luna Lovegood
has withdrawn from the class and
already has a grade of "W"
assigned to her. 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.
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Note the option at the bottom of the
screen called Add This Grade to
Selected 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.
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You will want to periodically click on
the Save button at the bottom right
to save the grades you have
entered, especially if you are
grading a large number of students.

You do not need to enter all of the
grades in one session; you can
click save to save the grades you
have entered and then return to the
Faculty Center to enter more
grades at a later time

Grades that have been saved can
still be modified. Grades are not
final until you approve the grades
and the Registrar's Office has
posted them. We'll cover that
process in a moment. For now let's
click Save.
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If you click save and have not yet
entered a grade for each enrolled
student, you will receive a pop-up
message indicating the Grade
Roster is not complete. The
message also indicates what you
need to do to finalize the grade
roster.

We'll cover that in a moment. Let's
click OK to dismiss this message.
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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. Use the drop-down menu
to assign a grade of WU.
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Select WU to indicate that the
student has unofficially withdrawn

from the course.
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Click Save to save the grade.
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Notice that an additional column
has been populated: WU Last Date
of Attendance. By default, the
system has populated a date that is
at the 60% point of the class as the
last day that the student attended
class.

If you know the last date that the
student attended class, you can
click on the calendar icon to change
this date.
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Please note: 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.

Once you have entered all of the
grades for a course and you have
clicked Save, scroll up to finalize
the grades.
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- . /& Faculty Center - Windows Internet Explorer EI@
To finalize your grade roster, click — | i e o
( o (] e SHAFULTRMN/c/SA LEAR) - L = I >
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Display Options: Grade Roster Action:
*Grade Roster Type Final Grade - * Approval Status Mot Reviewsad

D Display Unassigned Roster Grade Only

Click the drop-down
menu to finalize the
grade roster.
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Then select Approved.

/& Faculty Center - Windows Internet Explorer
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Oops! This pop-up message is
indicating that there are students on
the grade roster that do not have a
grade assigned yet. Let's click OK
to return to the grade roster.
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One or more students on this grade roer do not have a grade entered.
(146706}

All students on the Grade Roster mugt be graded hefore it can he approved.

Click OK to continue.
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To correct this error, first change
the Approval Status back to Not

Reviewed.

/& Faculty Center - Windows Internet Explorer EI@
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Display Options: Grade Roster Action:

*Grade Roster Type Final Grade - *Approval Status _ save |

D Display Unassigned Roster Grade Only

Click the drop-down
menu to change the
status to Not Reviewed.

Fing' | J
Student Grade ;}?4 .
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Now we can enter the missing
grades.
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Now that we have entered the
missing grade and all students on
the grade roster have been graded,
let's change the Approval Status
back to Approved.

/& Faculty Center - Windows Internet Explorer
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Not Reviewed

save |
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grade roster.
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grade roster.

Notice that the drop-down menus
have disappeared from the Roster
Grade column. Click Save to
complete your approval of this

/& Faculty Center - Windows Internet Explorer
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the approval of this
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A pop-up message appears
confirming that you successfully
completed the grade roster. It is
only when you see this confirmation
message that you have
successfully completed entering
grades for the course. Click OK to
continue.
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successfully completed entering
grades for this course.
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You have successfully completed Grading for fxis class (30500,1)

The grades for this class have been submitted by the Registrar's Office and
will be posted overnight. Once grades are posted, all changes submitted
require an approved Grade Change Form. [Please call Records at (B57) 278-
2343 orthe Office of the Registrar at {(657) 278-2380 with any questions. Far
Extended Education classes, please contact University Extended Education.

o

Click OK.
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At this point in the process, you still
have the opportunity to correct a
grade. To correct a grade, change
the Approval Status to Not
Reviewed.

Be sure to change the Approval
Status back to Approved and click
Save to submit the updated grade
roster.
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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.

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.
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At this point in the process, a

Grade Change Form is
_ _ required to correct a grade. .
[ stent race ] -

WU Last
Date of
Attendance

Roster | Official

L Mame Grade | Grade

Program and Plan Level Status

Undergraduate Program - |

O

|8942321653 Bobbin.Melinda At At Senior |Posted

Sociology 1M1
|1Ba
Undergraduate Program -

]| 2|894415262 |Crabbe, Vincent wu wu 04/02/2012 |Sociclogy/Family 1M] |Senior |Posted F
|1BA/Gerontology

|Minor 1BA

|Undergraduate Program - |

m

]

Sociology/Education
2mMl

|894155076 |Diggory, Cedric A- A- Senior |Posted

|1BA/Sociology/Family
|1m1 1BA

Undergraduate Program -

Sociology/Education
|2M1

I:‘ 4 |892806548 |Granger,Hermione At At Senior |Posted

1BA/Sociology/Family
|1m1 1BA

|Undergraduate Program - |

O
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