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Instructor Grading via Self Service

Rosters must be generated before instructors can grade online.  See Batch Grade Roster Generation document or generate rosters individually as documented in the Grade Rosters for Individual Classes document.

Entering Grades Through Self Service 

Access the Grade Roster page (Self Service, Faculty Center Click the Grade Roster icon on the Faculty Center page.)

· The Grade Roster icon appears on the Faculty Center - My Teaching Schedule page after grade rosters are generated for a class and after the instructor has been assigned grade, approve, or post access within the schedule of classes

· To access the Grade Roster, click on the grade roster icon or the grade roster tab.
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.  
· Instructors with grade, approve, or post access for the class can assign grades to students. Instructors with approve or post access can use the Approval Status field to update the status of the final grade roster before saving it. Values are Approved, Not Reviewed, and Ready for Review. 

· On the Grade Roster page, the values that are available in the add this grade to all students field and the Roster Grade field are those for which the Include in Self Service check box on the Grading Scheme Table page is selected. Verify the appropriate grades have the “Include in Self Service” checkbox checked in Set up SACR > Foundation Tables > Academic Structure > Grading Scheme Table
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Mid-Term Grade Entry (Chadron and Wayne only)
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· After the mid-term grade period ends, the Chadron and Wayne Registrar’s will notify students of their mid term-grades.  

Final Grade Entry


[image: image4.png]Display Options: Grade Roster Actio

‘Class Roster +Grade Roster “ApprovalStatus  Not Reviewed v
eshoster Grade. Type B *Approval stat Mot Reviewed _save |
_ Gradebook [T pisplay Unassigned Roster Grade Only
- Assignments Request Grads Chanas

> Advisor Center

b Search

- Student Center

Student Grad

- Requestinformation =
Roster |officat |Grade
- RequestOffcial me 4 program and plan
Request Offcial I na Roster |0 Program and Pla Level
Transci ade |Grade loase .
~ Leaming Management 1| 1|ess16863 |mahraudie s - oRp | Professional studies - ‘Sophomore
Sistems
~ Class Search [ 2|+2897564 |conens.celie kay n [a ero [a=asciences- senior
- Browse Course Catalog £inec =l At H
~ Evaluate Wy Transfer []| 322100200 |christie,uelanie Rose a a GRp | Professional Studies - unior
Credit E ‘sychelogy
~ Community Dieclory olazoGeorze = Professional Studies - -
[]| 4|s1682196 |coliszo.ce GRp | Professional studie Frashs
Professional Studies -
[]| 530562553 |pagsford,Brandon Taler |8 0 jarD | Brofessions) Seude Freshman
Professional Studies -
[]| 591638121 |EldridaeTerri - arD | Profe=sione Frashman
Professional Studies -
[]| 7/99874138 |Gronevold.susan L - arD | Brofeesiona) Studres Freshman
Professional Studies -
1| |21092962 |nagedorn,tamy - aRD | ement | Freshman
- professional Studi
21LAbby Jzne - e 5 man
v 1| s|37422011 |msiLabby oRp |Professionsl Studies - on Frashs
= | - [Professional Studies - [





[image: image5.png]dvisor Center
earch
udent Center Transcript Note.
equest Informatic ried | Official
cuestoncal i - == iy
o e | orrre! | €2 pragram and plan Level
anscri =
T ) 1|80395658 |adair,Dezeree D a larp [Professional Studies -
e 845 - Bus Adm - Management | Freshman
e | 2[27075195 |ave,curtis B np |Professional Studies - oo
e 5 /84S - Bus Adm - Management ==
valuate by Transter 3|25261408 | Beem.Debore Lunn e Professional Studies -
= L SR°|gus AD - Marketing [Freshman
ommunity Directory []| 4|s2687576 |pusttaenbach Jena ann s o i in=s
o 85 - Bus Adm - Management | Freshman
Kdorce Administration [| 5[17886596 |collins, il Renee. s [aro [Professional studies - Frest
ey /84S - Bus Adm - Management T
e e ey 1| 6[o2279156|cospermackenzienae [ UF + |F & |omp |Professionsl Studies - "
fent Admissions |Bus AD - Accounting Freshman.
ords and Enrollment [| 7[21177191 |pinsisqe,erandon 8 orp |Education - -
Sport Management/Social Science 7"
[| 8[e7192230 abel.emiy Professional Studies -
2 15R2|eus AD - Marketing [Freshman
[| o[71385741 |gittins,Robert professional Studies -
B es
ORP |gasic Bus Subject Endorsement | reshman
10/33647157 |Grossenbacher,Natalie Professional Studies -
B Natsli B Grp | Professional Studies [Freshman.





· Final Grade Rosters should be left in Not Reviewed status until the roster is entirely graded.  

· Grades will be posted nightly.  Because the final grade roster is set to Partial Post, any grades entered by the instructor will be posted even if the instructor has not entered all grades into the roster.  

· The instructor may change the grade any time before the grade is posted.  Once the grade is posted the instructor must contact the Registrar’s Office to change the grade.

· After the term grading period is complete, the Registrar’s Office will run a query to ascertain how many grades are missing from the Rosters, and the instructors will be contacted to enter the remaining grades.

· If the grades are not entered, the Registrar’s Office may enter an “I” grade for the student
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· Once a grade is posted, the “Request Grade Change” link appears.  Faculty currently do not have security to utilize this link.   A modification will be completed to remove the link from the Faculty Self-Service page entirely.
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Click to change to a different term if you have or are teaching in multiple terms





Chadron Instructors will set the Grade Roster Approval Status to Approved once all mid-term grades are recorded then click the “SAVE” button





Wayne Instructors will leave the Approval Status “Not Reviewed” 





Choose Mid-Term Grade Roster Type





Wayne instructors enter only deficient student  mid-term grades





Chadron requires mid-term grade entry for all students





Choose Final Grade Roster Type





Once all grades have been entered, set the roster to Approved Status and click the Save button








Converted Roster Grade Column only appears when the Roster Grade is Converted





The Select check box accommodates the Notify feature as well as the add this grade to selected students feature











Click the SAVE button at the bottom of the roster often during grade entry and before leaving the roster page.





Icon appears if the student has a FERPA Hold





Click to change to a different class if multiple classes are being taught during the term. 








	Page 2
	Last changed on: 10/8/2010 6:43:00 PM


	Last changed on: 10/8/2010 6:43:00 PM
	Page 1



