Entering Final Grades Using Grade Roster

Even though you enter grades or have them imported from BlackBoard, they do not become official until
the grade is posted. Posting grades is an important step because it officially assigns the final class grades
to the students' career term record.

There are 3 levels of entering a grade:

e Not Reviewed
e Ready for Review
e Approved

It is recommended that you save often throughout the process of entering grades in the Grade Roster.

Note: For any students assigned the grade of 'U' or 'F', you will need to enter the Last Attended Date. The
last date of attendance must be in the system before you will be able to approve and post the grade rosters.
For information on entering the last date of attendance, see specific details in Steps 10-14.

After successful login to MyNIU Student System:
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1. Click the Faculty Center tile.

2. The faculty Center “My Schedule page should appear.
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3. Click the grade roster icon corresponding to the class to be graded.

My Teaching Schedule > Spring 2020 > Northern lllinois University
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4. The Approval Status area shows the various levels or "states™ that a grade roster can go through.

a. Instructors that will be involved in the grading process are identified in the schedule of
classes' setup process. For each class, personnel are identified as well as their individual
access. Access refers to what they can do with the grades. The following access levels
are set up in schedule of classes.

i. Grade: Can enter grades only
ii. Approve: Can enter grades and set roster to approved or ready for review status
iii. Post: Can grade and approve as well as post the grades to the students’ records.
5. The 3 types of Approval Status in the Grade Roster Page are below and correspond to access
levels granted when the class was initially set up in MyNIU.

a. Approved

b. Not Reviewed (initial status)

c. Ready for Review

6. At the lowest level, Not Reviewed, grades are entered. This is the only level that will allow the
entry of grades. If a grade roster is elevated to either Ready for Review or Approved, it implies
that someone will be checking the Grade Roster grades against actual class performance data. If
it is necessary to change a grade entered on the roster, then the Approval Status will need to be
changed back to Not Reviewed. This process continues until the instructors are satisfied that all
grades entered are correct. At this state, the roster can be placed in the Approved state. Note that
the Approved state does not post the grades to the students’ records, it simply flags the roster as
one that is ready to allow for the posting of grades.

7. Enter individual grades by selecting the appropriate grade from the drop-down menu for each
student.
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8.

The Grade Roster allows the ability to assign the same grade to all students who have been
selected using the checkboxes to the left of the students’ IDs. This is an optional tool but one that
can be used to save time in entering grades. If all students are to receive the same grade, click the
Select All button before adding the specific grade to all selected students. Grades for individual
students can be changed as needed.
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<- Add this grade to selected students

For students assigned the grade of ‘U’ or ‘F’, the Last Attend Date must be entered. For students
assigned the grade of ‘I’, more information needs to be indicated. The last date of attendance or
additional ‘I’ grade information must be in the system before the grade roster can be approved
and posted. The message below will appear when a grade of ‘I’, ‘F’, or ‘U’ has been entered. If
no ‘U’ or ‘F’ grades are entered, skip to step 16.
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10. Dismiss the message by clicking OK and click No on the “Save Warning” pop-up box.
11. When the pop-up box is dismissed, the page below will appear.
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Jincomplete Grade Entry

« Agrade of | (incomplete) may be assigned at the discretion of the instructor, when extraordinary circumstances
not encountered by the other students in the class prevent completion of the course requirements by the end of
the semester, and only when it is possible that the completion of the remaining work could result in a passing
grade

« An instructor who assigns a grade of | (incomplete) must provide the reasons for the Incomplete, list the remaining
work 1o be completed, and provide this information, in writing, to the department chair
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For students with a grade of ‘U’ or ‘F’, enter the last date of attendance in the Last Attend Date
box, to the best of your knowledge, or check one of the checkboxes, Attended All Classes or
Never Attended.
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For students with a grade of ‘I’, enter the Reason for Incomplete and Remaining tasks, as well as
the Due Date (if different than the default date). To enlarge the dialog boxes, click on the pop-
out icon.
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Depending on the browser, the dialog box may also be enlarged by clicking on the bottom-right
corner and dragging.
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After entering the appropriate information, click Save at the bottom of the page, then click Return.
The system will return to the grade roster.
If all grades are entered correctly, the Approval Status can be set to Ready for Review (if not
already set) and saved.
Once reviewed, the grade roster Approval Status can be changed to Approved and the roster can
be saved.

a. Atthis time, the Post button will appear at the bottom of the page.
Once approved and saved, the grade roster can be posted by clicking the Post button.
The Grade Roster Action will now reflect that the grade roster has been posted.



