Online Grading Pilot – Quick Tips
· Don’t worry. Mistakes can be corrected. If you need assistance, call the Registrar’s Office first at 823-3013. If the line is busy, call 823-3100.
· DO use the save button periodically if you are grading a large roster. Grades are not submitted for posting when you save. 
· DO destroy your unused paper rosters.
· Don’t use the back button. It doesn’t save. If you need to start over or go back, simply click the link on the left and come back in.
· DO grade all students that are listed on the roster. Make note of the attendance stop date at the top of the last column.  If you think a student dropped, provide the attendance information when prompted after recording any F, I, or U grades. 

a. If you do not have a record that the student even showed up for class or you don’t have a record, select Never Began / No Record.  
b. If you know a student started but you do not know when s/he stopped attending, select Began and Cannot Determine.
c. If you know if the student stopped before or after the listed date, select the appropriate attendance option.
· DO save your roster after recording all grades and BEFORE changing approval status to Approved.
· DO set your grades to “Approved” by the grading deadline.
· DON’T forget to change the approval status when you are finished recording grades.

Fields on the Roster
GRADE ROSTER TYPE 
Always set to Final Grade.

APPROVAL STATUS

After recording grades, set to “Approved.” 

The setting for “Ready for Review” is meant for GTAs, so the instructor of record can review and approve for posting. Note: most GTAs will not have security access.
DISPLAY UNASSIGNED

ROSTER GRADE ONLY
Use only if you wish to view only unrecorded grades. (May be helpful with large rosters.)

SAVE
Saves recorded grades on the page but does not alert the RO that you are ready for posting. You will need to change the approval status.
RETURN
Returns to main page in Faculty Self Service.
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