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Quick Guide:
Entering Grades Using Grade roster

Last update: 22 May 2014 by JAE (97% of this was written by Manfred Kuechler, though he gets none
of the blame)

1. After you have logged into your CUNYfirst account, select HR/Campus Solutions on the left side

Enterprise Menu [FEResiinn s ooy
» alf Sgnacg
HR / Campus Solutions

You will get a popup window with more options.
Click on Self Service

Click on Faculty Center

Click on My Schedule

To view the grade roster, click the Grade Roster icon (E_ﬁl) to the left of the Class (course catalog

o vk wN

code, section number and class number)
Note: that the grade roster will only show once the official grade period has started
(typically at the start of exam week) and your department has given you access to it;
especially for classes with more than one instructor, not all instructors may have been
given (full) access
7. To change the Term or Institution click on the change term button

[ My Favorites I Faculty Center || Advisor Center H Search [
E: gg:z Student Sumg | myschedule || classroster | graderoster || verification of attendance rosters || my textbooks |
<> Self Senvice

© Personal Information Faculty Center

> Jab Information

© Payroll and Compensation My Schedule 7

> Learning and Development

> Recruiting Activities

> Class Search / Browse 2013 Summer Term | Hunter College I change term My Exam Schedule
Catalog

> Academic Planning

> Enroliment

> Campus Finances Select display option: 9 Show All Classes () Show Enrolled Classes Only

> Campus Personal
Information . -

[ Academic Records e fif  Class Roster [ff] Grade Roster ] Lea

[ Degree

o ?::g;?:fécrzﬂuauon My Teaching Schedule > 2013 Summer Term > Hunter College

. - -
= Faculty Center view anl | B3 | i First B 1 of 1 B L ast
Class Class Title Enrolled Days & Times Room Class Dates

SOC 10100-01 INTRO TO 23 TuTh 11:40AM - 2:48PM Waest Bldg Jun 3, 2013-
(3960} SOCIOLOGY (Lecture) we10 Jul 15, 2013

— Grade Roster
— Verification Attend
Roster
— My Textbooks
> Advisor Center
[ Search

View Weekly Teaching Schedule Go to top
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8. On the Select Term page, you can select the radio box to select the semester and institution you
want to view

N f Faculty Center \I( Advisor Center W Search \I UItIple tlmes
| my schedule || class roster || grade roster || verification of attendance rosters || my textbooks |
Faculty Center
Select Term = View FERPA Statement

CONTINUE |

Select a term then click Continue.

Term Institution
@ 2013 Spring Term The Graduate Center
O 2013 Spring Term Hunter College
O 2012 Fall Term The Graduate Center
) |zo12 Fall Term Hunter College

9. Click the Grade Roster Action: *Approval Status dropdown box icon, and then select Save but
Not Submit
a. Note: The default Grade Roster Action: Approval Status is “Save but Not Submit”.
b. Note: In order to enter grades, the approval status must be “Save but Not Submit”.

Display Options: Grade Roster Action:

*Grade Roster Type Final Grade - *Approval

Statuslsave but not Submit vl save I

I:l Display Unassigned Roster Grade Only

Grade Roster Submission Deadline: 08/26/2013

D Name 2:::‘: g:::::l :;a;:: Program and Plan Level
Undergraduate -
| 1 12345678 | Hunter Student 1 - CNV  |Political Science BA/Special Honors  |Lower Junior
BA
|:| 2 | 12345678 Hunter Student 2 CHV Ulralegres i = Lower Junior
M Chem 11 BA/Special Honors BA
Undergraduate -
12345678 English Lit BA/Special Honors :
B 2 Hunter Student 3 - OV | o Undeclared Major Upper Junior
Undergraduate/Human Rights Minor

10. The default display shows the first twenty students. To see every student on the grade roster,
click the View All link below the last row

4 [« Rows 1 - 20 of 25 D] ]

Select All Clear All
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11. There are three different ways to enter grades:

a.

Select the grade from the dropdown box to the right of each student’s name in the

column labeled “Roster Grade”. For students on probation the Grade Basis will show
“ACR” and the “CR” and “NC” grades will not be available.
In “bunches” by checking the box in the left most column for all students who are

supposed to receive the same grade. NOTE: This will not work until Summer 2014 (see

step 14)

By uploading grades from a (spreadsheet) file on your local computer (see step 20)

Optional: In the Display Options area, select the Display Unassigned Roster Grade Only

checkbox to view only those students for whom no grade has been entered.

*Grade Roster Type

Display Options:

Final Grade

-

m Display Unassigned Roster Grade Dnlvl

Grade Roster Action:

*Approval
Status

Grade Roster Submission Deadline: 08/26/2013

Save but not Submit

) save |

St Graze =
iD Name :::::r g:::‘i:l :;a;:: Program and Plan

[CT| 119301337 | Studentd, Hunter GRD 3:3:;?;?:du:;i;r Undergraduate Sophomare
]| 2|88224846 | Stustent! 5, Hunter GRD S:SZ;?;?:du:‘::jo-r Undergraduate Sophomore
[]| =|97138426 |Student1 &, Hunter GRD ;‘:f;roglr:;y”;e i

5[ <[ so151625 stz e

[ {70 sttt

71| e [rsssorts [stdenita. i

| | nassots [ s, et

12. Once any data is entered in the Roster Grade column, then the message below displays at the

top of the page. Click the enable tabs & links button to clear any data entered that has not been

previously saved

Grade Roster

= SOC 10100 - 01 (3960)

Days and Times

TuTh 11:40AM-2:48PM

Introduction to Sociology (Lecture)

Room

West Eldg WeE10

change class I

Instructor

Charles Green

I enable tabs & links I I

Dates

06/03/2013 -
07/15/2013
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13. Enter grades for all students, then click the Save button

Note: You may save a roster as many times as you wish. It is recommended that you save
early and save often. As long as the approval status is “Save but Not Submit”, instructors
can add or change grades. Grades can be entered at different times.

[ |24|77777777 |Pendranon, rther |[B L= cnv E{%EEE;;;EQW{@ over vas if‘ﬁg“'a”—ibera'
Undergraduate -

[ |25(11235813 |wallace. William B = cv zi’::;‘ﬁgﬁgfoeg‘f' o= vas |Regularbiberal
Minor

View All | @ E E Rows 21 - 25 of 25

Select All  Clear All

Brinter Friendly Version

1 t Grades f Ext 1 Fil
H e e T
download excel file |
upload .csv file I
add grades to roster

14. Alternate approach 1: Add a grade to multiple students (NVOTE: This feature will not work until
Summer 2014). If you don’t use this, skip to Step 15.
The following method allows you to select multiple students and add grades at the same time.
Click the check box to the left of all students receiving the same grade, then select this grade
(say A) from the dropdown box and click the “<- add this grade to selected students” button.

notify selected students | notify all students

Undergraduate - Upper
D 15| 88224646 | Student S, Hunter - GRD Art History 20cr BA/Sociology Minor |Junior
Undergraduate - Upper
16| 97138426 |StudentlB. Hunter v G Undeclared Major Undergraduate Sophomore
Undergraduate - .
17 [ 458151623 |Student! 7, Hunter - GRD i) Merer U ser e Lower Junior
Undergraduate - Upper
|:| 18| 7FFAPTTY | Student! s, Hunter - GRD Psychology BA St
Undergraduate - Upper
1915350113 | Sudenti 3 Hunter e o Undeclared Major Undergraduate Sophomore
Non-Degree Undergraduate - Lower
I:‘ 20| 11235813 | Student20, Hunter - GRD Non Degree Undergraduats S
—
Wiew all | E Rows 1 - 20 of 23 IE IE

Select All  Clear All

Erinter Friendly Version

Import Grades from External File
- <- add this grade to selected students “
A | download excel file |
.
A- upload .csv file |
B blected students notify all students I
B+ add grades to roster
B-
c
oL
CR .
o SAVE |
E
[ INC
i PEN ter Advisor Center Search
Cloce Dock Crodo Docy ifimmbing (VE Bbbood Doci e Touskboal
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15. Assuming you have entered grades for all students, the next step depends on the level of access

you have to the grade roster. As a secondary instructor or a teaching assistant, you may not

have full access.

Click the Grade Roster Action: *Approval Status dropdown box icon. Your only other option

may be Hold for Approval. If so, select this option and click the button next to it. It
will be up to the primary instructor to complete the grade submission process.

Display Options:
*Grade Roster Type Final Grade -

D Display Unassigned Roster Grade Only

Student Grade || Reguirement Designation

Grade Roster Action:

*Approval

Status Save but not Submit

Hold for Approval
Sawve but not Submit
Grade Roster [ Submit Grades to Registrar

ral-‘le Program and Plan Lawvel
Basis
Undergraduate -
i 12345678 Hunter Student 6 A - CNY :;Iitical Science BA/Special Honors  |Lower Junior
2(12345678 | Hunter Student 7 o+ - cny  |Yndergraduate - Lower Junior
Chem II BA/Special Honors BA

16. If you are the primary instructor (or if you have been given equivalent access to the grade

roster) and you have either entered all grades yourself or have verified the grades entered by

your teaching assistant or secondary instructor, click the Grade Roster Action: *Approval Status

dropdown box icon, and then select Submit Grades to Registrar. This will only work, if grades

for ALL students have been entered. Otherwise, “Submit Grades to Registrar” will appear against

a red background and you will not be able to save this status. Change back to “Save but Not

Submit,” enter the missing grades, and try again.

Display Options:
*Grade Roster Type Final Grade -

I:‘ Display Unassigned Roster Grade Only

Student Grade Reguirement Designation

Grade Roster Action:

* Approval
Status

H save

Grade Roster Submission Deadline: 08/26/2013

Rost
D Name aster Program and Plan Level
Grade
Undergraduate -
|:| 142345678 Hunter Student 1 - Political Science BA/Special Honors  |Lowser Junior
BA
Undergraduate -
2|12345678 | Hunter Student 2 L Juni
hd Chem II BA/Special Honors BA GweEr Juniar
Undergraduate -
English Lit BA/Special Honors i
3 c+ u ]
I:l 12345678 Hunter Student 3 - BA/Undeclared Major pper Junior
Undergraduate/Human Rights Minor
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17. Once you have saved the status of the grade roster as “Submit Grades to Registrar”, a POST
button will appear at the bottom right hand side of the page. Clicking the POST button will fill
the column Official Grades (submit the grades to the registrar and also make the grades
immediately available to the students in the class.

Note: Once you click the post button, you will NOT be able to change grades online. The
Official Grades column is grayed out and cannot be changed. There is no warning/request
for confirmation like in the old webgrading application. So, think twice before you click
POST.

Select All Clear All Printer Friendly Version

notify selected students notify all students I

w
m
]
]

i

18. To Repeat:

a. A Grade Roster cannot be set to “Submit Grades to Registrar” unless a grade has been
assigned to every student on the roster otherwise you will receive a warning and the
system will not save the selection

b. Instructors may change grades until the grades are posted, (when they appear in the
column Official Grade). But to do so, the status of “Submit Grades to Registrar” or
“Hold for Approval” must be temporarily changed back to “Save but Not Submit”

c. Once grades are Posted, the Official Grade column is automatically populated with the
submitted grades acting as your receipt. You will also see the word “Posted” next to
the approval status.

Grade Roster Action:

*Approval | g b it Grades to R 8 Posted
Status
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19. To print the grade roster, select the Printer Friendly Version link and follow your browser’s

prompts.
view ail | B { [ gows 1 - 20 of 25 1 D]
Select All Clear All IDnnte' Friendly Version l

Note: In order to print on Firefox, right click anywhere on the frame, select This Frame and
click on Print Frame

I Undergraduate -
15(1 Back A - CNV  |Music 25¢r BA/Political
BA/Special Honors BA
—T Forward na T
ndergraduate -
1611 Reload B s SN lenglish Lit BA/Spedial H
i : = Undergraduste -
17|32 Bookmark This Page - CNV Math BA/Special Honor:
Save Page As... Undergraduate -
181 B - CNV Art History 30cr BA/Spe
View Background Image BA
1_9: Select All - maee|Undergraduate -
=l This Frame > Show Only This Frame y BN Spactal
- duate -
20|1 View Page Saurce Open Frame in New Tab BA/Special Ho
il | View Page Info Open Frame in New Window
et All Inspect Element (Q) feloac Frdme
Bookmark This Frame m
- <- add this grade to select!
Save Frame As...
=]  downld
l Print Frame...
uplo.
htify selected students notify { View Frame Source
View Frame Info _add grg

Note: To save a copy of your final grade roster, please refer to step 2 of the Additional
Notes section

20. Alternative approach 2: CUNY has implemented a modification to allow a batch upload of
grades (as computed in a local spreadsheet and/or as downloaded from the Blackboard Grade
Center); very similar to what we had in “webgrade.” This is particularly useful if you are teaching
a large class. For details, please view the document titled Quick Guide: Grade Roster Upload
Process.

Import Grades from External File

EI download excel file I

upload .csv file I

add grades to roster |
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