Entering Grades using the Faculty Center

Grades may be entered through the Grade Roster within the Faculty Center or the Grade Roster
component located in the Curriculum Management area. Each individual grade roster must be created
before you will be able to enter grades. A nightly batch process creates the grade rosters. If for some
reason your grade roster has not been created by this process, use the instructions in the Grades chapter
of this manual to create the roster manually.

In addition to creating new rosters, the nightly batch process will append existing rosters with any new
students that have been added to the class. However, the batch process will not remove students that have
dropped the class. If a dropped student has received a W grade, this grade will show up on the roster. If a
dropped student has not received a W grade, no grade will appear for the student and no grade may be
assigned to the student via the grade roster.

To enter grades, follow these steps:

1. From the Home page, select Self Service.
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2. Select Faculty Center.
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3. Verify that you are looking at the correct term.

& To change the term, click the Change Term button.
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Select the preferred term and click the Continue button.

4. Click the Grade Roser |—E‘ﬁ_%licon located in the last column to the right. If this
icon is not visible for the class, the grade roster has not been generated yet.
Use the instructions in the Grades chapter to generate the roster.
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Scroll down to view students on the roster.
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Complete the Grade Roster page according to these instructions:
e The Grade Roster Type will default as Final Grade. Do not change.

e The Approval Status will default. There is no need to change this at
this time. Once grades have been entered you will use this field.

e If some students are already graded, you may select the Display
Unassigned Roster Grade Only checkbox to view only students who
have not yet been graded.

e To enter grades, select the preferred Roster Grade for the student. If
all students should get the same grade, select it from the drop down box
to the left of the add this grade to all students button, then click the add
this grade to all students button to assign the grade.
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¢ If you have been granted access to post the grades, change the
Approval Status from Not Reviewed to Approved and click the Post
button to save the grades and post them to the students’ transcripts. The
Post button will only appear once you have entered all grades and have
selected Approved from the Approval Status drop down box.

¢ If you have not been granted access to post grades, click the Save
button to save the grade roster. This will not post the grades to the
students’ records, but will save the grades to the grade roster page.
Contact your Student Records department to have the grades posted.

& If you wish to post a partial grade roster, you must use the grade roster in the
Curriculum Management area of PeopleSoft instead of using the grade roster
in the Faculty Center. Use the instructions in the Grades chapter of this
manual to accomplish this task.

7. Click the Home link when finished.

If your classes include students who are
receiving an “l” grade, see the handout
entitled entering | grades.
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