Grade Post Directions

1. Use Firefox or Chrome as your internet browser
2. You are not to use the grade roster link. Use the grade roster icon as shown below:
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3. Under “Grade Roster Action”, make sure your Approval status is set to “Not Reviewed” and
enter your grades. Once you have entered your grades, hit “SAVE”
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4. You will receive a pop-up message to change the approval status to “Approved”

Message

All Grades are entered. If you are satisfied, please set the *Approval Status fo 'Approved' (20100.4)

This will allow the grades to be posted in the next batch run.
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Example below of message:

Message

All Grades are entered. If you are satisfied, please set the *Approval Status to "Approved' (20100,4)

This will allow the grades to be posted in the next batch run.
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5. Once you switch the approval status to “Approved”, you will then see the “SAVE” AND “POST”
icon at the bottom of the roster
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6. Once you click on “POST”, you will receive a pop-up message reading you have successfully
approved the final roster.

Message

“fou have successfully approved this 2025 Spring final grade rosier

ORAL COMMUNICATION (SPCH 100 - 50). Class Nbr: 325863
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7. Once grades have been posted, under grade roster action, the approval status will be
grayed out and to the right it will read “POSTED”
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8. You will also be able to view the “Request Grade Change” icon and “Incomplete Grade Form”
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9. After you have posted grades, you will receive an email confirmation

Subject: Approved Final Grade Roster for: MATHEMATICAL LITERACY (N MATH 915 - 11) Term: 2024 Fall

This is an automated email to confirm that you have successfully approved your
Final Grade Roster for:

MATHEMATICAL LITERACY (N MATH 915 - 11) in the 2024 Fall term. Class Nbr: 70008
The grades will be posted to the students' account overnight.

Please save this email for your records.
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DO NOT REPLY to this message.

FR A A A A A LA A A A A A A A A A A Ak kA Ak ddhhkhkhhbhk bbbk bk bkhhhhhk

Additional items regarding Grade Roster:
1. Change Single/Multiple Grades
Enter a student’s grade using the drop-down menu under ‘Student Grade’
Notice: You can assign grades to multiple students at once by checking the box
in the first column for each student and then using the drop-down menu at the

bottom of the page and “add this grade to selected students” button.

Notice: After an edit the page will disable the navigation links at the top and
bottom of this page until you save your changes.
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2. Entering EW’s and Incomplete’s

A.lmportant! When you enter an FW grade, you must enter a ‘Last Contact
Date’. This date must be between the second and last day of class.




B.Important! When you enter an I (Incomplete) grade, you must submit an
Incomplete Grade Form with the student’s consent to the Records Office. Please
review our job aid on how to submit an Incomplete Grade Form.
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Save your changes by clicking the ‘Save’ button at the bottom of the page.



