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Grading in My Sac State

This manual will show you the process of assigning and approving grades for your
students in My Sac State.

Navigating to My Sac State

1. Open a browser window (e.g. Internet Explorer) and navigate to the main
Sacramento State University home page: http://www.csus.edu.

2. From the Sacramento State Home page, click on the Log-in button located next
to the My Sac State logo. The My Sac State guest page appears.

;’f Note: You can navigate directly to My Sac State by typing the following
address in your browser’s address bar: https://my.csus.edu.

3. Inthe Log In box, enter your SacLink ID and Password and click the Log In
button.

7 SACYSTATE

§ LogIn @ { Images of Sac State

PLEASELOGIN
SacLink Username Y Prospective Students

SacLink Password

Manage Password

Username/Password Help

Want To Study At Sac State?

If you are interested in becoming a student at Sac State,
please complete our online prospective student form to
Prevent unauthorized use of your personal information. Close all receive more information.
Web browser windows when you are finished (quit on a Mac).

Logging into the Central Authentication Service (CAS) with your
SacLink account authorizes you for all other online services that
use CAS.

@ Y Emergency Notification System

Y Special Announcements

Figure 1: My Sac State Log In page.

;’f Note: If you are a new user and have not created a SacLink account or if you
have forgotten your account information, you can click on the Trouble signing
in? link located under the Sign in button. After clicking this link you will be taken
to a page with instructions for creating a SacLink Account and University Help
Desk contact information.

4. After you sign in, your Home tab displays.

5. Locate and select the Faculty Center link.
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Welcome, Home | Site Map | Preferences | Logout

MYSACYSTATE .o

help | sac state home

I s R I I

(@) Systems Notices @® (@) Images of Sac State @® (@ catalog/Schedule of Classes ®

Student Center, Faculty Center, Personal Info and
Employment Opportunities, CMS HR/SA and CMS
Finance Access

PRI - course catalog &

» Searchable Class Schedule

The CMS HR/SA system is currently gisectionTitBy;Suliject
experiencing heavy use with the beginning of
the Spring 2011 registration period. Please
contact the Service Center (278-7337 or
servicedesk@csus.edu) to report any
connection problems.

(9) Related Links for Faculty and Staff ®

Sacramento State encourages bicycling to campus
@ with a free bicycle parking compound at the foot of
the Guy West Bridge.

Office of Human Resources @
Professional Development
Benefits Provider Contacts
Training Resources &

Center for Teaching & Learning
Library &

Final Exam Schedule &
Computing Resources
SacLink E-mail &

Online Parking Services @
Office of the Chancellor
The State Hornet

teaching schedule, class rosters,
frch, class search, messages,

(@) Employee Personal Information

®

» Personal Information Summary
» Update Phone Numbers
» Update Emergency Contacts
» Create/View Existing Messages » Update Home Address
» View Message Recipients » Sac St:e D
» OneCard Statement
» View Reporting Relationship

(@) Sac state Messaging

()

() Search Committee ®

@ Payroll and Compensation @

» Search Committee Access (@) Getting Around Sac State ®

Figure 2: Home tab, clicking the Faculty Center link.
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Faculty Center Overview

On the Faculty Center page you will see:
e Your name at the top of the page.
e Your most recent teaching term.

e Radio buttons that allow you to specify how you want to view your teaching
schedule:
o Show all classes
o Only classes with enrollment
o View my weekly schedule

e A Legend showing the different icons you will encounter on your Faculty Center:

ﬁlﬁ Class Roster

o Class Roster

o Grade Roster
e Your Teaching Schedule for the term indicated on the page.
o My Favorite Websites: Links to websites you have saved.

Jane Faculty

( faculty center Wadvisingwclass search]ffacully search}

Faculty Center

Spring 2008 | Sacramento State change term

® show all classes O Only classes with enroliment O View My Weekly Schedule

Class Class Name Days and Time Location |Class Dates

Enrolled
| Programming A
|csc 136-01 ; ity Library  |Jan 28, 2008-
|DIs 22390 Languages MW 4:00PM - 5:15PM 4021 May 16, 2008 o
DIS 32390 (Discussion)
| Programming
|csc 136-02 Acad Res |Jan 28, 2008-
|p1s 32391 Languages TUTh;20:30AM ;12 14SAM Ctr 3004 |May 16, 2008 5
Ll 22331 (Discussion)
Artificial .
CSC 215-01 h . e Sequoia |Jan 28, 2008-
e aoaic Intelligence TuTh 5:30PM - 6:45PM el sost ey 182000 0
e (Seminar)
Masters Project
|csc s02-06 : Jan 28, 2008-
|THE 31283 (2) (Thesis ] BL May 16, 2008 4
et Research)

¥ My Favorite Websites

EDIT MY FAVORITE WEBSITES | Sacramento State My Sac State

Faculty Center Advising Class Search Faculty Search

Figure 3. Faculty Center page.
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1. Verify that the correct Term for which you will be assigning and approving grades
displays at the top of the page.

If the Term that you want to assign and approve grades for is not the one shown
at the top of the page, you will need to click on the Change Term button to select
the correct term.

SacState Instructor

| Faculty Center Advisor Center | Search

\ my schedule | class roster ‘ grade roster

Faculty Center

My Schedule

Fall 2011 | Sacramento State change term

My Exam Schedule

Select display option:
SacState Instructor

J( Faculty Center \ Advisor Center [ Search l

My Teaching Schedu \ my schedule \ class roster | grade roster |
Class

waru 15u.0: | Faculty Center

83360)

s 5 mamnisn0z2 | Select Term

(83361)

£ ;1\‘ MATH 198-01

8$3808)

View Weekly Teachin)

t a term then click Continue.

Term Institution

@ |Fall 2011 Sacramento State
Spring 2011 Sacramento State
Fall 2010 Sacramento State

Figure 4. Changing the term on the Select Term page.
2. Click the Change Term button, if necessary. The Select Term page displays.
3. On the Select term page, select the radio button next to the appropriate term.

4. Click on the Continue button. This step will take you back to your Faculty Center
page.
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SacState Instructor

f Faculty Center ][ Advisor Center ]f Search 1

| my schedule || class roster || grade roster |

Faculty Center

My Schedule

Fall 2011 | Sacramento State change term | View Textbook Summary
My Exam Schedule

Select display option: @ Show All Classes (©) Show Enrolled Classes Only

My Teaching Schedule > Fall 2011 > Sacramento State

Class Class Title Enrolled Days & Times Room Class Dates
MATH 15H-01 Honors Math 0 MoWe 12:00PM - 1:15PM Brighton Hall Aug 29, 2011-
83560 Reasoning (Lecture) 115 Dec S, 2011
i?ﬁ E”)‘ MATH 15H-02 Honors Math 7 TuTh 9:00AM - 10:15AM Brighton Hall Aug 29, 2011-
(83561 Reasoning (Lecture) 115 Dec S, 2011
ﬁoﬂ E’“}' MATH 198-01 Seminar For Math 4 Th 1:00PM - 2:40PM Brighton Hall Aug 29, 2011-
~ (83808 Tutors (Seminar) 113 Dec S, 2011
View Weekly Teaching Schedule Go to top

Figure 5: Faculty Center page for term selected.

5. Verify that the radio button for the “Show all classes” Teaching Schedule view is
selected.

Select display option: @ Show All Classes (©) Show Enrolled Classes Only

6. Inthe My Teaching Schedule box, you will see all the courses you are teaching
for the term selected. Next to each of these courses you will see a class roster

icon and a Grade Roster icon .

My Teaching Schedule > Fall 2007 > Sacramento State

Class Class Name Days and Time Location |Class Dates Enrolled
Intro C Sc Adv
= |csc 1a-01 Sep 4, 2007-
il | & DIS 80424 Sadent e L Dec 14, 2007 <
(Discussion)
el EeseLa30 Ili’r::)rorammin MW 11:00AM - 11:50AM BESUIF eSS |=Serann 11
1§DIS 86718 S gl : : Ctr 3004 |Dec 14, 2007
Logic (Discussion)
Special Problems
=gl |CSC 299-01 s Sep 4, 2007-
il | & THE 87347 (3) (Thesis e e Dec 14, 2007 .
Research)
Masters Project
=gl |CSC 502-06 b Sep 4, 2007-
il B [FiE 52003 f2>[Ahasis R oA Dec 14, 2007 =
Research)

Figure 6: Clicking the Grade Roster Icon for the Class you wish to assign grades.
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You will also see a Grade Roster Status column with an icon indicating the status of the
Grade Roster for each class. The possible icons are as follows:

Grade Roster Status Status
Icon
If a Grade Roster is not complete 0
If a Grade Roster is Approved by the Instructor but not yet posted to the @
Student’s Records
If a Grade Roster is Approved and Posted to the Student’s Records *
7. Click on the Grade Roster icon =i next to the class for which you wish to begin

assigning and approving grades. The Grade Roster page will display.

=}

ﬂ/ Note: You can also access the grade roster for a class through the Class
Roster page by clicking on the Grade Roster Button at the bottom of that page.
For this example we will be accessing the Grade Roster through the icon located
on the “My Teaching Schedule” table of classes as shown here.
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Grade Roster Page Overview

Before you begin assigning and approving grades, it is important for you to become
acquainted with the Grade Roster page. The following provides you with an overview of
the information, buttons, and fields that you will encounter in this process.

SacState Instructor

I‘ Faculty Center l [ Advisor Center ‘ | Search I

| my schedule H class roster H grade roster |

Grade Roster

¥ MATH 130B - 01 (83922) change class |

Functions of a Real Variable (Discussion)

Days and Times Room Instructor Dates
MoWeFr 9:00AM-S:50AM  Brighton Hall 210 SacState Instructor 08/29/2011 -
12/09/2011
Display Options: Grade Roster Action:
*Grade Roster Type Final Grade v *Approval Status Not Reviewed v save |

[ Display Unassigned Roster Grade Only

Find | View All | @ | E

Student Grade

Roster |Official
iD Name Grade |Grade Program and Plan Level ‘
- Undergraduate Degree -
,Eig 4 -
[]| 1|213308915 Student, Eigth - (o] S s Freshman
]| 2213636697 Student,Fifth v SaceioadiatalHagrach Freshman
Psychology BA
]| 3|213481542 Student,First v Oadergaduatelbegraaty Freshman
Biological Sciences BA
Undergraduate Degree -
[]| 4|212408496 Student,Fourth - English BA/Hellenic Studies (MN) Freshman
[[]| s|213706208 Student,Second v UncergraduatelDegreahy Freshman
Biological Sciences BS
[[]| 8212929237 Student,Seventh - HaCedatuatelbegiest Freshman
Undeclared
. Undergraduate Degree -
[[]| 7|212692208 Student, Sixth v Athlatic Training BS Freshman
. Undergraduate Degree -
[]| 8|212589573 Student, Third - Interior Design (Pre) BA Freshman
View All | @ | Dovmnload Rows 1 -8 of 8
Select All  Clear All Printer Friendly Version
v <- add this grade to selected students I
notify selected students notify all students I

SAVE

Figure 7: Grade Roster page.

1. At the top of the Grade Roster page you will see the Class Number, Course
Name and Description for the class you selected.
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Grade Roster

< MATH 130B - 01 (83922) change class |

Functions of a Real Variable (Discussion)

Days and Times Room Instructor Dates
MoWeFr 9:00AM-3:50AM  Brighton Hall 210 SacState Instructor 08/29/2011 -
12/09/2011
Display Options: Grade Roster Action:
*Grade Roster Type Final Grade v *Approval Status Not Reviewesd v save

O Display Unassigned Roster Grade Only

Figure 8: Grade Roster Information box.

2. Inthe Grade Roster Information box you will see detailed information for the
Course, Description, Class number, Class Section, Component, Institution, Term,
Session, Career, Meeting Location details and Instructor’'s name.

3. The *Grade Roster Type field defaults to “Final Grade”. Leave as is.

4. The *Approval Status field defaults to “Not Reviewed”. You will need to select
the appropriate status for this field based on the following:

o Not Reviewed: The field defaults to this status so that you can begin
assigning grades to your students. The Approval Status must remain in “Not
Reviewed” status until you are finished editing the Grade Roster.

o Approved: After you assign grades to your students, and have reviewed the
grades, select this status to approve the Grade Roster. Setting the status to
"Approved" indicates that your Grade Roster is ready to be posted by the
Registrar's Office. The Registrar's office will run the Grade Posting Process.

o Posted: After you have set your grades to an “Approved” status, the
Registrar’s Office will finalize the process by posting the grades to the
students’ academic records. This finalization then allows the students to view
their grades in My Sac State. You will know that your grades are posted when
the Approval Status field is grayed-out and “Posted” is displayed next to the
status.

Please Note: If you need to change a grade after your Grade Roster has
been posted, you will need to submit a paper grade change petition to
the Registrar's Office.

Page 11



Grading in My Sac State

5. The < - add this grade to all students field allows you to select a grade from
the drop down list and assign it to all the students in the course. This feature may
be useful for Credit/No Credit Courses where most of the students will receive

the same grade.

6. When selected, the Display Unassigned Roster Grade Only checkbox allows
you to display only the students’ names for which you have not assigned a grade.

7. The Student Grade table is the area where you will be assigning a Roster Grade
to each of your students. On this table you will see the following:

Student Grade =)

ID Name e Program and Plan Level
Grade |Grade
- - Undergraduate Degree -
e - . .
|| 1/213308915 Student,Eigth B- w o[ T Freshman
]| 2|213636697 Student, Fifth A~ Sndergacnatalbagrack Freshman
‘ Psychology BA
[[]| 3|213481542 Student First B+ |w Spcargadiataiiaoealy Freshman
Biological Sciences BA
r Undergraduate Degree -
A
[7]| 4212408436 Student Fourth N English BA/Hellenic Studies (MN) Freshman
- B Undergraduate Degree -
[7]| s|213706208 Student,Second Biological Sciences BS Freshman
B-
[ | &|212929237 Student,Seventh c Sndergiaduatalpagrach Freshman
L c+ Undeclared
r : c- Undergraduate Degree -
[[] | 7|212692208 Student, Sixth o Athlatic Training BS Freshman
D—
[]| s|212589573 Student, Third D- G A e Freshman
E Interior Design (Pre) BA
(A] I
iew All | (Ed] | Dovinload Rows 1 - 8 of 8 WU
Select All Clear All Printer Friendly Version
v <- add this grade to selected students |
notify selected students notify all students I

Figure 9: Student Grade tab, some grades assigned.

o ID field: Your students' Sac State ID's displays in this field. The Sac State ID
is a number used to identify students and their records on the campus.
e Student Name field: The student’s name will display in the following format

Last Name, First Name.

o Roster Grade field: You will be selecting grades from this drop down menu
field. The choices available on your menu will be based upon the course
setup (e.g., classes receiving letter grades vs. credit/no credit classes).

o Official Grade field: This field will populate with the Roster Grade you
assigned and approved in this grading process after the Registrar's Office
runs the post process to post the grades.
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e Career: This field displays the student’s career (e.g., Undergraduate,
Postbaccalaureate).

SacCT Final Grade Import

Last Import Import Grade From

Grade Import Error Log

9 sacCT Blackboard Learn import grades

Student Grade [[EE0

Official
Grade

Roster

A
e cademic Career

10 ‘Namt

Figure 10: SacCT Grade Import option.

e SacCT Grade Import: If your course is active in the SacCT system, a
“SacCT Final Grade Import” option will be displayed above your Student
Grade table. This option allows you to import grades from your SacCT
gradebook directly into the official Grade Roster in your Faculty Center. See
the “Importing Grades from SacCT” section for further detail.

Helpful Tips

Before you begin assigning and approving grades for your students, please keep in mind
the following tips:

o Don’t skip a student! If you have a large class chances are that only a portion
of the students will display at a time in the Student Grade table. Use the View All

1-23 of 23

link and the “Next” and “Previous” Arrows (< and >) | located at
the top of the Student Grade table to navigate through all of the students.

o Save your work often! We recommend that you click the green SAVE Button

SAVE
—I (located at the bottom of the page) after selecting grades for every
20 students. After clicking the SAVE button you can resume assigning grades.

You are now ready to assign the Roster Grades!

Assigning Roster Grades

1. On the Grade Roster page, verify that the *Grade Roster Type field displays
“Final Grade” and that the *Approval Status field displays “Not Reviewed”.

2. Leave the Display Unassigned Roster Grade Only checkbox deselected.
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Scroll down to the Student Grade table which displays all the students in the
course. If all the students are not displaying at one time in the table, use the
“‘Next” and “Previous” arrows to navigate through all students.

To assign a grade, click on the Roster Grade drop down field button next to
the name of the student for which you wish to assign a grade. Select the
appropriate grade from the drop down list. The grade that you select will appear
in the Roster Grade field.

Use the Roster Grade drop down list field in the row next to each of the
student’s names to assign a grade to each individual.

If you come across a student on the Student Grade table that already has a
grade assigned by the Registrar’s office, no Roster Grade drop down menu will
appear and the grade will automatically be posted under the Official Grade
column. An example of this would be a “W” grade where the student has a
Withdrawal status.

(]

1/203418219 |Student. Ninth w

=1 w
Find | view Al | & | &

Student Grade =)

Roster | Official | Incomplete
Grade ||Grade [Contract

ID

Name Program and Plan Level Status

Postbac 2nd Masters -

Mathematics MA Graduate |Graded

Figure 11: Student with a grade of “W” withdrawal.

7.

If you assign a grade of “WU” for an unauthorized withdrawal, you will have the
option of entering the last date the student attended class. If you do not know the
last class the student attended, you can leave the default date which is the
census date.

(]

(]

4|212408496 |Student,Fourth A- -

5|213706208 |Student,Second WU 09/26/2011 5]

=1 %
Find | View g0 | B | &

Student Grade =K

Official
Grade

WU Last Date
of Attendance

Roster

ID
Grade

Name Program and Plan Level

1(213308915 |Student,Eigth B- w Underaraduate Degree - an

The WU Last Date of Attendance

2213636697 |Student Fifth A .
e —— - field will default to the census date.  [*"
3213481542 |Student First c+ You can change this date to the last  |an

dav the student attended class.
English BA/Hellenic Studies (MN) [ 7

—an

ndergraduate Degree -

iological Sciences BS Freshman

Figure 12: Assigning a “WU” grade.
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Canvas Grades

Pardon our progress! Importing grades from Canvas into the Grade Roster is currently
unavailable. We appreciate your patience, and offer manual import instructions below.

If you have questions about Canvas, importing grades, or grading in My Sac State
please contact the Academic Technology Center at academictechcenter@csus.edu,

(916) 278-2450, or visit www.csus.edu/canvas.

Saving In-Progress Grade Rosters

If you ARE NOT READY to submit your grades for POSTING, leave the
*Approval Status field as “Not Reviewed” and click the Save button. This will
allow you to come back to your Grade Roster to make changes or assign new
grades (as long as you come back before the date that the Registrar’s Office

runs the Final Posting Process).

(]

*Grade Roster Type Final Grade v

Display Options:

Grade Roster Action:

*Approval Status Not Reviewed

v save |

Display Unassigned Roster Grade Only

Student Grade =]

=1 %
Find | View 80 | (Ed | Hﬂ

Select All  Clear All

v <- add this grade to selected students

l

notify selected students notify all students

ID Name z::;zr g::;':l Program and Plan Level
. Undergraduate Degree -
e - . -
[]| 1|213308915 Student,Eigth B- i ¢ o Freshman
]| 2|213636697 Student,Fifth A v Spcegadiatelegieel Freshman
Psychology BA
]| 3|213481542 Student, First C+ Sndergeacuatelbegresh Freshman
Biological Sciences BA
_ Undergraduate Degree -
[]| 4212408436 Student,Fourth A- v English BA/Hellenic Studies (MN) Freshman
]| s|213706208 Student,Second v e Freshman
Biological Sciences BS
[]| e|212929237 Student,Seventh v SacSgiacnateisges Freshman
Undeclared
- Undergraduate Degree -
[]| 7|212692208 Student,Sixth v Athletic Training BS Freshman
. Undergraduate Degree -
[]| s|212589573 Student, Third - Interior Design (Pre) BA Freshman
View 80 | Ed] | Dovnload Rows 1 - 8 of 8

Printer Friendly Version

Figure 17: Saving the Grade Roster.
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2. If you save a Grade Roster with an *Approval Status of “Not Reviewed”, you will
receive a pop-up warning message reminding you that the grade roster is not
complete and that you must change the *Approval Status to “Approved” for the
grade roster to be posted.

| Message &= |

This Grade Roster is not complete (30500,2)

When all grades have been assigned please remembher to set the Approval
Status field to Approved for your grades to he submitted to the Reqgistrar's
Office.

Figure 18: Warning message “Grade Roster is not complete”.

3. Click the OK button on the pop-up warning box. You will need to come back and
change the *Approval Status to Approved when you are ready to submit your
grades.

4. When you return to a grade roster that is incomplete (still in “Not Reviewed”
status), you can select the Display Unassigned Roster Grade Only checkbox
to view records for students who have not been assigned a grade or you can
simply scroll down the page to see which students have not been assigned a
grade.

D Display Unassigned Roster Grade Only

;’f Note: Selecting this option will only display students who do not have a
grade assigned. If you want to view both graded and ungraded students again on
the page you will need to de-select the “Display Unassigned Roster Grade Only”
checkbox.

Adding an Incomplete Contract

1. If you assign an Incomplete grade (“I”), an Add link will appear in the Incomplete
Contract column after you save your roster.

2. Select the Add link in the Incomplete Contract column.
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Student Grade J—
Roster |Official |WU Last Da Incomplete
= T Grade |Grade |of Attendalé Contract ‘>’rogram e .
‘V
. Undergraduate Degree -
-~ N .
[[] | 1|213308915 |Student,Eigth B- / e e Freshman
[] | 2|213636697 |Student, Fifth A v // g:dirglradugie Degree - Freshman
e ychology
. Undergraduate Degree -
[] | 3|213481542 |Student,First I - | ; Add ) Biological Sciences BA Freshman
Undergraduate Degree -
[:| 4|212408496 |Student, Fourth A- English BA/Hellenic Studies |Freshman
(MN)

Figure 19: Assigning an Incomplete grade.

The Incomplete Contract page will display. The only field you are required to complete
on this page is the Reason Code.

3. Select one of the available Reason Code values.

Incomplete Contract

Empl ID: 213431542 First Student

Career: UGRD Undergraduate

Institution: SACST Sacramento State

Term: 2118 Fall 2011

Class Nbr: 83922 MATH 130B, Section 01 (3 Units

Instructor(s): SacState Instructor

Incomplete Contract Data

*Reason Code: B

] . |Bxtenuating
Grade Without Further Work: Medical
*Deadline For Completion: Military
Personal

Work Required for Removal of
- N Date
Description Completed e
(] ENEINE
Created By: Last Updated:

Date Accepted By Student:

Figure 20: Adding an Incomplete Contract.

¢ Grade Without Further Work: If you choose to use the “Grade Without
Further Work” field please be aware that you will still need to submit a Grade
Completion form to the Office of the University Registrar to have the student’s
Incomplete grade converted to the grade he/she earned.
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e Deadline For Completion: The “Deadline For Completion” field will default
to one year later. You can select a different date within that twelve month
period.

o Description: The “Description” field is free-form text and additional rows can
be added by using the “plus” sign at the end of the row. Please note that the
student will be able to see what you type in the Description field.

o Date Accepted By Student: The “Date Accepted By Student” field is not
being used at this time.

*Reason Code:
Grade Without Further Work:

*Deadline For Completion:

*Description

@ — |

This field is optional.

[12/15/2012 |[31) €—

The date will default to one year later. You can
change this to any date prior to the default date.

Date

Completed ot

B [ __s»EE

Created By:

Warning: The student will see what is typed in the Description box. You
can add more rows of required work using the plus “+” sign to the right.

Date Accepted By Student: €————

This field is not being used.

Figure 21: Incomplete Contract data fields.

4. When you are finished click Apply to save the contract and then OK to return to
the grade roster.

B B || =

Final project must be completed.

Created By: Last Updated:

Date Accepted By Student:

Example: According to CSU policy, the "I" symbol indicates that a portion of the required course work has not been completed and
evaluated in the prescribed time period due to unforeseen, but fully justified reasons and that there is still a possibility of earning
credit. It is the responsibility of the student to bring pertinent information to the instructor and to determine from the instructor the
remaining course requirements that must be satisfied to remove the "Incomplete.” An "Incomplete” must be made up by the earliest of
the following three dates: (1) one calendar year from the last day of the term in which the "I" grade was assigned, (2) the "Deadline
for completion” indicated by the instructor b
that the course requirements are not compl
by Enroliment Services. If no grade is-indj
the transcript, a

‘ OK > Cancel Apply

After entering the Incomplete Contract information, use the
“Apply” feature to save the contract. Use the “OK” feature to
return to your roster after finishing.

Figure 22: Finishing and Incomplete Contract.
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Approving & Submitting Completed Grade Rosters

1. When you have assigned grades to all the students, Review all the information
and make sure you assigned grades correctly.

2. If you are Ready to Submit your grades, change the status in the *Approval
Status field to “Approved”. All students must have a grade assigned before you
select the “Approved” status. Notice that the Roster Grade field is no longer a

drop down field.
Display Options: Grade Roster Action:
*Grade Roster Type Final Grade - *Approval Status Approved | save |

O Display Unassigned Roster Grade Only

7 22
Find | View 80 | (B |

Student Grade =]

Roster || Official
iD Name Grade llcrade Program and Plan Level
. Undergraduate Degree -
e -~ - -
[7]| 1|213308915 Student,Eigth B Liberal Studies BA Freshman
[[]| 2|213636697 Student,Fifth A Sncesoracuateibegrech Freshman
Psychology BA
]| 3|213481542 Student,First c+ SacesgracuatelDegrech Freshman
Biological Sciences BA
_ Undergraduate Degree -
[7]| 4|212408436 Student,Fourth A English BA/Hellenic Studies (MN) Freshman
[[]| s|213706208 Student,Second B+ SacergracuatelDegrech Freshman
Biological Sciences BS
]| e|212929237 Student,Seventh A Nncesoatuateibegisch Freshman
Undeclared
. _ Undergraduate Degree -
[[]| 7|212692208 Student, Sixth A Athletic Training BS Freshman
. _ Undergraduate Degree -
[7]| 8|212589573 Student, Third A Interior Design (Pre) BA Freshman
View 80 | ] | Dovnload Rows 1 - 8of 8
Select All  Clear All Printer Friendly Version
notify selected students I notify all students

SAVE

Figure 23: Approving the Grade Roster.

3) Note: The *Approval Status field will turn Red if you change the status to
“Approved” and have not assigned grades to all students or have not saved a
contract for any “I” (incomplete) grades assigned.
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3. If you receive an error indicating that your Grade Roster is not complete, change
the Approval Status back to “Not Reviewed” and assign any missing grades
and/or add any missing contracts for “I” (incomplete) grades before attempting to
select the “Approved” status again.

All students in the Grade Roster must be graded. (14670,6)

All students in the Grade Roster must be graded before it can be approved.

Figure 24: Approving an Incomplete Grade Roster; warning error message.

4. Click the Save button at the bottom of the page to complete the approval process
for the Grade Roster. This will allow the batch process to pick up the grades for
posting to the students’ records.

Congratulations! You have successfully completed grading this class.
(30500,1)

The grades for this class have heen submitted to the Office of the Registrar.
Your approval and submission ofthese grades will be posted to the student
records at 6:00 PM on Monday May 23rd and at 12:01 AM on Thursday May
26th. Once these grades are posted, all changes will require a Grade
CompletionfGrade Correction Form to be submitted with the Department
Chair's signature. Ifyou have any questions, please call our Help Line at 916-
278-7T111.

(.

Figure 25: Saving the Approved Roster and receiving the “successful completion” message.

5. After you click the Save button, you will receive a Pop-Up Message which
indicates that you have successfully completed grading for this class and
provides you with information about important dates. Click the OK button on the
pop-up message box to continue.
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6. Your grades will be automatically posted and available for students to view after
the Registrar’s Office runs the post process.

7. Click the Return button to go back to your Faculty Center page. Proceed with the

grading process by selecting the Grade Roster icon &l on the next course’s
row. If you have no other courses for which to assign grades, you can Sign Out.
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Viewing Posted Grades
After the Registrar’s Office has run the post process to post grades, you can go back to

your My Sac State account and view the Posted Grades.

-_—

Once logged into your My Sac State account, click on the Faculty Center link.
Access the correct Teaching Schedule by selecting the appropriate term.

In the Teaching Schedule table select the Grade Roster icon for the class you

wish to view. The Grade Roster page for that class will display.

After the grade roster has been posted the *Approval Status field will display as

“Approved” and be grayed out and the word Posted will appear next to this field.
The Official Grade column will populate with the final grades and the Status
column will display the word “Posted”.

Grade Roster

v

MATH 198 - 01 (83808) change class

Seminar for Mathematics Tutors (Seminar)

notify selected students |

notify all students

Days and Times Room Instructor Dates
Th 1:00PM=2:40PM Brighton Hall 113 SacState Instructor 08/29/2011 -
12/09/2011
Display Options: Grade Roster Action:
*Grade Roster Type  Final Grade - *Approval Status Posted
Display Unassigned Roster Grade Only
»
Find All | E
ety
Rosted | Official| Incomplete
]
‘ 10 Name Gradel |crade llcontract Program and Plan Leve Status
. Postbac 2nd Masters -
etud - A
1203418219 Student.Ninth w Mathematics MA Graduate | Posted
- Undergraduate Degree -
Stud Seco 4 L
2213706208 Student. Second I I Update Biological Sciences BS Freshman] Posted
3212795727 | Student.Tenth CR CR Undergreduite Degcee sy | yov or Posted
Mathematics BA
4210575834 |Student Thiteenth CR | |CR Undergreduate Oegree = |y, Posted
Mathematics BA
w Al | & | pownload Rows 1 -4 of 4
Select All Clear Al Printer Erigndly Vergion

Figure 26: Posted Grade Roster.
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J Note: Grade Changes after the grade roster has been posted, will require a
Grade Change petition to be submitted to the Registrar’s office.

Printing the Grade Roster

If you want to print the Grade Roster, click on the Printer Friendly Version link at the
bottom of the page. A Printer Friendly Version of your grade roster displays.

L Z=s=r=r="r R i Undeclared TrEsTE

]| 7|212692208 Student,Sixth A- 2&1:;2':?;3?:9053'* ) Freshman

[7]| 8|212589573 Student, Third A- ;Jnli’;?rr;de:iagtﬁ (D:l_‘g;)ezA- Freshman

View 80 | ﬁ‘ | Download Rows 1 - 8 of 8

Select All Clear All Printer Friendly Version
notify selected students notify all students I

Figure 27: Printer Friendly Version Grade Roster.

1. Go to the File > Print menu options on the browser window to print the roster.

2. When you are done printing, click the Return link to go back to the Grade Roster
page.
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Download the Grade Roster to Excel

If you wish to save the Grade Roster to your computer for later viewing you have the
option of downloading the grade roster into Excel. On the Grade Roster page above the

b}
Student Grade table, you will see a Grid like icon with a red arrow . You will use this
icon in the downloading process to Excel. Depending on the browser you use, follow
these instructions.

Grade Roster

¥ MATH 1308B - 01 (83922) change class |

Functions of a Real Variable (Discussion)

Days and Times Room Instructor Dates
MoWeFr 9:00AM-9:50AM  Brighton Hall 210 SacState Instructor 08/29/2011 -
12/09/2011
Display Options: Grade Roster Action:
*Grade Roster Type Final Grade - *Approval Status Approved v save I

O Display Unassigned Roster Grade Only

R .
Find | View 80 | ﬁw
Student Grade [ [}
Roster |Official |Grade ‘
iD Name Grade |Grade |Basis Program and Plan Level
| . Undergraduate Degree -
e ~ . -
[7]] 1|213308915 Student,Eigth B GRD | oo ctudies BA Freshman

Figure 28: Downloading the Grade Roster to Excel — click grid icon.

Internet Explorer — Download Grade Roster to Excel

1. On your keyboard, hold down the CTRL key and use your mouse to Left Click

ONCE on the Grid icon while you continue to hold down the CTRL key. DO
NOT RELEASE THE CTRL key on your keyboard.

;’f Note: If you have pop-up blocker enabled on your browser, you will need to
disable your pop-up blocker before attempting to download the roster to excel.

Page 24



Grading in My Sac State

x]

:lg | Pop-up blocked. To see ths pop-wp o additonal options chck here..,.

Figure 2: Sample pop-up blocker message.

Example: Using Internet Explorer with a pop-up blocker would generate a message like
the one pictured above.

If you see this message, right-click the yellow bar and select either the Temporarily Allow
or Always Allow Pop-ups option.

Cyy - B httos femsder.enus.edu HSACSTS psRN-639572359 ps e v i centfestere | 49 X
© soaqit '

w oW J https: /femsdev3.csus. edu/pscHSACSTS land mviewa. ..

File Download 3

Do you want to open or save this file?

%] Name: ps.xs

Type: Microsoft Excel Workshest, 1,18

[¥] Arways ask before operi e IlII

Vhie files from the Intemet can be useful, some fiies can potentially
ham your computar. ¥ you do not trust the source, do not open or
save this file. What's the ngk?

Figure 29: Internet Explorer pop-up blocked message.

Example: Using Internet Explorer with a pop-up blocker would generate a message like
the one pictured above.

2. If you see this message, right-click the yellow bar and select either the
Temporarily Allow or Always Allow Pop-ups option.
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3. As you continue to hold down the CTRL Key on your keyboard, a File Download
pop-up box will display asking you to Open or Save the grade roster. You can
release the CRTL key after you make a selection to Open or Save the grade
roster.

ttp cmsdev/.csus.edu/psc/HSAC attach@userfile xls&sdirname 4094 - Windows Internet Explore
: : ~ | https:/fcmsdev7.csus.edu/HSACTST/psft/V 1753905966/ps.xis v | certificate Error | |42/ % | P~
w o "\_)ht‘h)s://ansdev7.ms.edulpsc/l-|SACTSTI?and=viewa... — v B @ [FPage - GToos - @- O & B

File Download @

Do you want to open or save this file?

@ Name: ps.xls
-Uj Type: Microsoft Excel Worksheet, 3.

From: cmsdev7.csus.edu

[ open [ save | Cancel |

Aways ask before opening this type of file

i «,,] While files from the Intemet can be useful, some files can potentially
g/ harm your computer. if you do not trust the source, do not open or
b save this file. What's the risk?

I& Downloading from site: https://cmsdev7.csus.edu/HSACTST fpsft/V 1753905966 /ps.xls :; Unknown Zone * 100%

Figure 30: Internet Explorer File Download pop-up box.

4. On the File Download pop-up box, click the Open button to open the grade
roster within the browser which will display the roster in grid format.

OR

5. If you choose to Save the roster, click the Save button to save the excel version
of the roster to your computer.

a. If you choose to Save the file you will get a Save As pop-up box. Specify
the location where you want to save the file.

b. Once the grade roster has been successfully downloaded you will receive
the Download Complete pop-up box. Click the Open button to
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automatically open the excel file or click the Open Folder button to go to

the location where you saved the file.

Mozilla Fire Fox — Download Roster to Excel

1. Begin by disabling the pop-up blocker option on your browser. To disable pop-up
blocker go to your browser’s Tools Menu > Select “Options” > Select “Content”
and un-check the “Block pop-up windows” checkbox. Click the OK button on the

Options window to save changes

il O B & &

Main Tabs Content Feeds Privacy Security

PR
Advanced

[] Block pop-up windows *—

Load images automatically

Enable JavaScript
Enable Java

Fonts & Colors

Exceptions...

Advanced...

Default font: | Times New Roman v‘ size: | 16 | | Advanced...

File Types
Configure how Firefox handles certain types of files

Colors...

Manage...

OK ] [ Cancel ] [ Help

]

Figure 31: Disabling pop-up windows blocker on Mozilla Firefox.

> ]
2. Back on the Grade Roster page Left Click ONCE on the Grid icon located

above the Student Grade table.

3. An Opening dialog box will appear asking to make a selection to Open the
grade roster into Excel format or to Save to Disk which would allow you to save

the grade roster as an Excel file on your computer.
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Opening ps.xls @
You have chosen to open

which is a: Microsoft Excel Worksheet
from: https:/f/cmsdev7.csus.edu

What should Firefox do with this file?

Microsoft Office Excel (default) v

() Save to Disk

[[] Do this automatically for files like this from now on.

B[ ok

—/

[ Cancel ]

Figure 32: Mozilla Firefox download file pop-up box.

Safari — Download Grade Roster to Excel

1. Begin by disabling the pop-up blocker option on your browser. On your Safari
browser menu bar select Edit > Select the Block Pop-Up Windows option so
that it is not checked (no check box next to the name).

Fa

Gr
86

Coy
et

Tir
L

Cla|  Private Browsing... sion Regular Academic Session
Cla  Reset Safari... Career Undergraduate
€7 Empty Cache... A+AIt+E
L3 iock Pop-Up Windows Curl+Shift+K Iantruuor Faculty,Jane |

Self-service Grade Roster 8 LEX
View History Bookmarks Window Help

Undo Crl+Z us.edu/psc/HSACTST/EMPLOYEE/HRMS/c/SA_LEARNING_MANAGEMENT.SS_GRADE_RSTR.(&) & Q- Coogle

Redo Crl+Shift+Z

Cut Ctrl+X

Copy Ctrl+C

Paste Curl+V 3 View FERPA Statement

Delete De

Select All cul+a  ing Logic

AutoFill Form Curl+Shift+A

Find » I
Spelling and Grammar » [nstituty Sacramento State

[re; Fall 2007

Preferences... Crrl+,

*Grade Roster Type ((FinalGrade  |w) [0 Display Unassigned Roster Grade Only
*Approval Status Approved ¥ Pposted
| & Uig.110r121 2
=)
1[204671627 Student,Eight A A Undergraduate Posted
2210409121 Student,Eleven |B+ B+ Undergraduate Posted
3205210256 Student,Five  |B B Undergraduate Posted
4205296173 Student,Four [B- B- Undergraduate Posted
5/102076635 Student, Nine C+ C+ Undergraduate Posted
6210337372 Student,Seven [B- B- Undergraduate Posted
7/210317014 Student,Six A A Undergraduate Posted
8210540955 Student,Ten  |B+ B+ Posted
9210361006 Student, Three |8 B Undergraduate Posted
10210050050 Student, Twelve B+ B+ Undergraduate Posted ki
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Figure 33: Disabling pop-up windows blocker on Safari.
2. Back on the Grade Roster page Click ONCE on the Grid icon - located
above the Student Grade table.

3. A Downloads pop-up window will appear with an Excel file icon. You need to
click on the icon to open the file in Excel.

Untitled =) =1{F3)

File Edit View History Bookmarks Window Help

<} allallm! @cocosnica - ~(Q- Google
Downloads (=) )

News (26) ¥ Popular v

Clear 1 Download Y

|

Figure 34: Safari Downloads pop-up window.

4. Once the Grade Roster is open in Excel, use the File menu to save the Excel file
to your computer.

Once you have completed the grade roster download process you can click on the
Return button on the Grade Roster page to go back to the page that displays your
Teaching Schedule. Be sure to Sign Out of your account when finished.
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