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Faculty Center Quick Help Post, Import, Request Changes to Final Grades

Manually Post Final Grades

Once a grade roster is generated (prior to semester start) you can post grades directly
into the faculty center.

Manually Post Final Grades (as an instructor)

Login to the Faculty Center. The most common way is shown here.

Open a Web Browser and go to http://my.asu.edu —
ASU Home | ASU A-7 Index | ASU Intera §ive | My ASU | Cc rge; B!
m’ ARIZONA STATE
UUNIVERSITY [search

- 4 =
&) A wealth of News & Events

Login
ﬂl‘AMZONASTATE
UNIVERSITY
=1 asvimeractive
e~ Better together
i gChenknullhenewmy.asu.edu

Login

ASURITE UserlD:  Your ASURITE ID
Password: esesssss

| Login |

Need Help?
Email: HelpDesk@asu.edu, or call the Help Desk: (480)965-6500

Copyright | Acceptable Use | Privacy | ASUHome

Forinformation on system outages, visit: hitp:isystemstatus. asu.edu/

Click on Faculty Center

&'AMZONA STATE
UNIVERSITY

My ASU

ASU Home | ASU A-7 Inded

Paul Sto" My directory profile

Teachina & Student Support Tools Human Res

| Faculty Tools Personal (54
Faculty Center | G 8ding Information and Resources Time and Le
Blackboard | Coulfe Request Faycheck an

. . gement System Benefits Enr|
Classroom Directory Fersaonal Infi

The list of classes you are teaching will display.
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Faculty Center Quick Help Post, Import, Request Changes to Final Grades

Manually Post Final Grades (as an instructor)

Click on the Grade Roster Icon for the class you are working with.

Legend

i{? Class Rosber :=_‘.=|ﬁ| srade Roster f Academic Status Report

My Teaching Schedule > 2008 Spring > Arizona 5tate University i
Class Name Enrolled Days and Time Room Class Dates

ﬁ?] 101-1001 Thae ASU Expaerience 17 TBA Discovery Hall Jan 14, 2008-
2287 { Lectura) 201 (Tempe) Feb 15, 2008

ﬂ’i{l 101-1002 The ASU Experience 19 TEA Discovery Hall Jan 15, 2008-
LEC 22872 (Lectura) 201 (Temps) Feb 13, 2008

ﬂ’ﬂ .‘.3! |_=‘q$|| UNI 194-1003 Special Topics: ig TEA Farmer Ed Bldg Jan 15, 2008«
LEC 233335 Carear/ Major 222 (Tempe) Feb 14, 2008

Exmlmeatiom (1 seteal

Enter grades by selecting them from the drop down list.

"Grade RosterType  Finslrads v [] oisplay unassigned Roster Grade Gnly
*Approval Sialus Hat Rawiawed "

merf Grades Fron Fils

CiL] Grade a LMS [Bla

v  <-add this grade to all students |

w0
Find | =

Dificial | Grading
Grade |Basis

Bregram and Plan

University Collegs -
ExdGrading |Explore-Socal & Behavioral |Freshman

1| O |azososcass | 0ao0 ooo
| £ 4

Umivarsity Collega -
SrdGrading | Explara-Sacial & Bahavioral |Frechman

z| [0 |tzooocoaos 0000 00D
| 3¢

University College -

Sxd@rading | Exgloratory/Undedared Frexhman
Temps

Usivaniity Collégs -

Adrmin Explare-Social & Behavioral | Freshman

S

3} O |21z00000000 006a coo

|
4| [0 |1zooooodon| pand oo

University College -
Sadirading |Beglora-Sacial & Bahavioral | Frazhman
5

i
s [0 |1zecoocaon| paca con
1

Holity Salacied Siudants Hatify &l Students Prinlar Frisndly WVersion

Return LSaye
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Faculty Center Quick Help Post, Import, Request Changes to Final Grades

Manually Post Final Grades (as an instructor)

Change the Approval Status to Complete (all grades must be entered to select
Complete). A POST button will appear at the bottom of the page.

*Cirade Roster Tune  Final Grada > [ Dizplay Unassigned Roster Grade Onby
=Approval Status | Compiate »
Eenport Grades From Fils

Irnport Gradas From LMS (Blackboard)

% - add this grade to all stedants ]

™

Uniwarsity Cellaga -
] |:| 200000000 DODO DOD| LasiNams FirgiNams W StdGrading Explore-Sodal b Bahaviceral  Freshman
— a

Wnivarsity Collags -
2| O [1zeomeesec popo pop | LastHame, Festbame ge Stédrading [Explore-Socal b Behaworal | Frashman
S

Click the POST button at the bottom of the page.

Grades are now posted — you can return to the main page of the Faculty Center
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Faculty Center Quick Help Post, Import, Request Changes to Final Grades

Manually Post Grades Tonight and/or Partially Post Grades

If you don’t have all of the grades ready yet, but would like to enter the ones you do
have, you can post the grades by using the “Post Grades Tonight” feature.

Manually “Post Grades Tonight” or Partially Post Grades

1. | Login to the Faculty Center. The most common way is shown here.

Open a Web Browser and go to http://my.asu.edu pr—
ASU Home | ASU A-Z Index | ASU Intera five | My ASU | Cc feges & !
mﬂmzom STATE
UNIVERSITY [search

TRi =
& A wealth of News & Events

Login
%'ARIZONASTATE
UNIVERSITY
1 asumteractive
>  Better together
& s Check out the new my.asu.edu

Login
ASURITE UserlD:  Your ASURITE ID
Password: oo..ooocl
kiloging)

Need Help?
Email: HelpDesk@asu.edu, or call the Help Desk: (480)965-6500

Copyright | Acceptable Use | Privacy | ASUHome

Forinformation on systemn outages, visit: hitp//systemstatus.asu.edu/

Click on Faculty Center

&'AMZONA STATE
UNIVERSITY

My ASU

ASU Home | ASU A-Z Indg

Paul Sto" My directory profile

Teachino & Student Support Tools Human Res

l Faculty Tools Personal (54
Faculty Center | & 8ding Information and Resources Time and L&
Blackboard | Cou Request Faycheck an
gement System Benefits Enr|

Classroom Directory Fersonal Infi

The list of classes you are teaching will display.
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Manually “Post Grades Tonight” or Partially Post Grades

2. | Click on the Grade Roster Icon for the class you are working with.
Legand
E{P Class Rosker ip]l srade Roster ﬁ' Academic Status Report
My Teaching Schedule > 2008 Spring > Arizona State University i
Class Name Enrolled Days and Time Room Class Daty
ﬁ'ﬁ 10i-1001 The ASU Exparience 17 TEA Discovery Hall Jan 14, 20
£287 [Ledra) 201 (Tempe) Feb 18, 20
ﬁ'ﬁ N— 101-1002 The ASU Experience 19 TEA Discovery Hall Jan 16, 20
LEC 22372 {Lecura]) 201 (Tempe) Feb 13, 2
v ﬁ! |_=;¢II UNI 194-1003 Special Topics: 12 TEA Farmer Ed Bldg Jan 15, 2(
LEC 232339 Career/ Major 222 (Tempe) Feb 14, 2{
Exnlmrating (1 sebijral
3.

Enter all student grades desired. You may post all or just some grades.

“Grade Rosber Type  Final Grade =~ % [] oisplay unassigned Roster Grade Gnly
*Approvalstatus (WOt Revieved (M)

fn:Eﬂ Grades From Fills

1] Grade o LMS [Alack

v - add this grade to all students. |

o
Find | =

fficial | Grading
GGe, |Grade |Basis

Brogram. and Pan

University Collegs -
ErdGrading |Explore«5ocial & Behavioral |Freshman
= 4

1) O |rzoeoscacs | 0000 000

Umiversity Collega -
SrdGrading | Explara-Sacial & Bahavioral |Frachman
e

University College -

SodGrading | Exgloratory/Undedared Freshman
Temps

University Collegs -

| Adrmiin Explore-Social & Behavioral |Freshman
S

University College -
StdGrading |Bxglora-Social & Behsviorsl | Fraghman
B¢

2| [ |t=oc0ccaos|0ng oo
3| [0 |1200000000] 6000 HOG

4| [0 |1zoooooaon| 0O0o oap

5 [ |i1zeoocaon | 0O00 GO0

Hodity Salacied Siudants Hatify All Students W] Prinlar Frisndly Wersion

Rieturn Save
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Faculty Center Quick Help

Post, Import, Request Changes to Final Grades

Manually “Post Grades Tonight” or Partially Post Grades

4.

Change the Approval Status to Post Tonlght

Finml Goads

Paost Tonight -

il emids Balan Tainsin

*#Mpproval Status

Iraport Grades Froms LS [ Bl bbssaed )

* = add this grade to all stedents

O pis play Unassigned Roster Grade Only

Fiad | &

1acooonoos | DODO DOO LasiMame, Frstdame W

2| O racoasnses DO0G DaD Lagthdami, FirdlMame  g.

Uniwardily Cellega -
FrdGraging Fuplors:5ocial & Bahavioral | Freghiman
5¢

Uniwarsily Cellaga -
Srd Grading | Explore-Sccial & Bahaviaral | Freshman
Sc

Click the SAVE button at the bottom of the page.

Grades entered cannot be changed and will be posted tonight

To change grades before the nightly processing, change the approval status
back to “Not Reviewed”, make changes, return status to “Post Tonight” and

Save
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Faculty Center Quick Help Post, Import, Request Changes to Final Grades

Manually Enter Grades on the Roster but do not Post
You can enter grades in the roster and save them, but not post them.

Manually Enter Grades but do NOT Post Them

Login to the Faculty Center. The most common way is shown here.

Open a Web Browser and go to http://my.asu.edu —

ASU Home | ASU A-7 Index | ASU Intera §ive | My ASU | Cc rge; B!
m’ ARIZONA STATE
UNIVERSITY [search

- 4 =
&) A wealth of News & Events

Login
"ARIZONA STATE
UNIVERSITY
[T asvnsractive
5 Better together
& s Check out the new my.asu.edu
Login

ASURITE UserlD:  Your ASURITEID
Password: ooo.cooo‘
Wakaging/

Need Help?
Email: HelpDesk@asu.edu, or call the Help Desk: (480)965-6500

Copyright | Acceptable Use | Privacy | ASU Home

Far information on system outages, visit hitp//systemstatus asu.edu/

Click on Faculty Center

&'AMZONA STATE
UNIVERSITY

My ASU

ASU Home | ASU A-7 Inded

Paul Sto" My directory profile

Teachina & Student Support Tools Human Res

| Faculty Tools Personal (54
Faculty Center | G 8ding Information and Resources Time and Le
Blackboard | Coulfe Request Faycheck an

. gement System Benefits Enr|

Classroom Directory Fersaonal Infi

The list of classes you are teaching will display.
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Faculty Center Quick Help Post, Import, Request Changes to Final Grades

Manually Enter Grades but do NOT Post Them

Click on the Grade Roster Icon for the class you are working with.

Legend

i{?: 355 Rosber ipll arade Roster f Academic Status Report

Exmlmeatiom (1 seteal

My Teaching Schedule > 2008 Spring > Arizona 5tate University i

Class Name Enrolled Days and Time Room Class Dates
ﬁ'ﬁ Thae ASU Expaerience 17 TBA Discovery Hall Jan 14, 2008-
[Lechure) 201 (Tempe) Feb 18, 2008
ﬁ'ﬁ The ASU Experience 19 TBA Discovery Hall Jan 15, 2008-
LEC 22872 (Lectura) 201 (Temps) Feb 13, 2008
) ﬁ! E-rll UNI 194-1003 Special Topics: ig TEA Farmer Ed Bldg Jan 15, 2008«
LEC 233335 Carear/ Major 222 (Tempe) Feb 14, 2008

Enter all student grades desired.

"Grade Roster Type  Finsl Grade % [] misplay unassigned Roster Grade Only
*Appreval Skatus Hat Rawiawed w

Impart Grades From Fils
Irnport Grades Frony LMS [Alackhosrd]

v - add this grade to all stedents

w0
Find | =

Bregram and Plan

University Collegs -
ExdGrading |Explore-Socal & Behavioral |Freshman
£ 4

Umivarsity Collega -
SrdGrading | Explara-Sacial & Bahavioral |Frechman
5z

1200000000 DODO DOD

University College -
Sxd@rading | Exgloratory/Undedared Frexhman

3| O |1ze0000000) paoa con
| Temps

Ualverity Colless -
Adrmin Explare-Social & Behavioral | Freshman

| D 1200000000 | [O0Q COn
| =24

University College -
Sadirading |Beglora-Sacial & Bahavioral | Frazhman
5

5| [0 |1zooocoaoo| 0o0g oo

Holity Salacied Siudants Hatify &l Siudents | Prinlar Frisndly WVersion

Return LSaye

Click the SAVE button at the bottom of the page

Grades won't be visible to the students until they are posted.
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Faculty Center Quick Help Post, Import, Request Changes to Final Grades

More features and information on Grade Posting

“Grade Roster Type | Final Grada bt @ Dinplay Unassigned Roster Grade 0@

+approval Status | Net Raviawsd w
Request Grade Change
grlect dalus “ enter grade
change

( w | <- add this grada te all studants

Shudent Grade |l [Eel

Herbarger College of
the Arts -
Pardarmance
[Crehestral Tngt)

1 O 1200000000 | DODO DO LastName  Firsl

Harbaroar Collasa of

the &
iof Pogied Grades j=nar

2| [ |:zogooseos | mooocap | LastName Frst
| C
ok

Herbarger College of
tha Arks -
Perfarmance
[Crchestral Inst)

Harberg
4 [ | 1200000000 | 0000 000 LastMarme, Firs| - *—lﬁ'( unposted grade 3¢
[Crchim g

Whenever grades, or the grade approval status, is entered or changed you must

Save

Janigr

3| [ [:z00006000 | popo cag LastMame, Firs)

your entries before leaving the page. An error message will display if you
make changes and do not save them.

The grade entry, change approval status process may be repeated as many times as
needed until all grades are entered.

To enter the same grade for all students in the class, use the

<- add this grade to all students | htjon — select the grade and click on the button. Grades
can still be changed until they are posted.

Use the [ pisplay Unassigned Roster Grade only option to display only those students who do
not have grades on the roster.

Use the _Fi"d | gption to find a single student on the roster — enter all or part of the
student ID and the page will shift to show this student at the bottom of the display (note:
student name cannot be used as search criteria as it is an email link).

To request a grade change, click on the “Request Grade Change” button.
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Faculty Center Quick Help Post, Import, Request Changes to Final Grades

Import Grades to the Faculty Center from an External File

You can track your students’ grades in an external file and import the grades into the
Faculty Center at the end of the semester.

Click on the links below for Instructions:

Export a blank grade roster from the Faculty Center to an External File

Prepare your external file for import to the Faculty Center

Import a Completed Grade Roster into the Faculty Center from an External File
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Faculty Center Quick Help Post, Import, Request Changes to Final Grades

Export a Blank Grade Roster from the Faculty Center to an External
File
You can start with a blank grade roster from the Faculty Center.

Export a Blank Grade Roster from the Faculty Center to an External File

Login to the Faculty Center. The most common way is shown here.

Open a Web Browser and go to http://my.asu.edu o —
ASU Home | ASU A-7 Index | ASU Intera five | My ASU | Co feges & !
m’ ARIZONA STATE —
UNIVERSITY [search

- 4 =
&) A wealth of News & Events

Login
' ARIZONA STATE
UNIVERSITY
[T asuinteractive
> -~ Better together
& My Asl Check out the new my.asu.edu
Login

ASURITE UserlD:  Your ASURITEID
Password: ssssssssl
(_Logn ]

Need Help?
Email: HelpDesk@asu. edu, or call the Help Desk: (480)965-6500

Copyright | Acceptable Use | Privacy | ASU Home

Forinformation on system outages, visit: hitp:/systemstatus asu edu’

Click on Faculty Center

&'AMZONA STATE
UNIVERSITY

My ASU

ASU Home | ASU A-7 Inded

Paul Sto" My directory profile

Teachina & Student Support Tools Human Res

| Faculty Tools Personal (54
Faculty Center | G 8ding Information and Resources Time and Le
Blackboard | Coul 8 Request Faycheck an

. gement System Benefits Enr|

Classroom Directory Fersaonal Infi

The list of classes you are teaching will display.
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Faculty Center Quick Help Post, Import, Request Changes to Final Grades

Export a Blank Grade Roster from the Faculty Center to an External File

Click on the Grade Roster Icon for the class you are working with.

Legend

i{?: 355 Rosber ipll arade Roster f Academic Status Report

My Teaching Schedule > 2008 Spring > Arizona 5tate University i

Class Name Enrolled Days and Time Room Class Dates
ﬁ'ﬁ Thae ASU Expaerience 17 TBA Discovery Hall Jan 14, 2008-
[Lechure) 201 (Tempe) Feb 18, 2008
ﬁ'ﬁ The ASU Experience 19 TBA Discovery Hall Jan 15, 2008-
LEC 22872 (Lectura) 201 (Temps) Feb 13, 2008
) ﬁ! E-rll UNI 194-1003 Special Topics: ig TEA Farmer Ed Bldg Jan 15, 2008«
LEC 233335 Carear/ Major 222 (Tempe) Feb 14, 2008

Exmlmeatiom (1 seteal

Click on the export icon.

*Grade Roster Type  Final Grade b [} Display Unassigned Rester Grade Only
* Approvasl Status Past Tonight h
Import Grades From Fils

Import Grades From LMS [Blackboard)

et R ey

|Pasting ID |Rame Gz 1 5is Program and Plan

University Collegs -
Explera-Sodial b Bahsviersl |Frédhman
Se

O |:z00000000| coo0 cop | LastName, FirstName |« StdGrading

Univarzsity Collaga -
Explore-Sgcial & Behavioral |Frezshman
Fc

[0 |:2zoooooooo| pono pop | LasiMame, Firsthame | ge StdGrading

Save the file to iour hard drive.

Do you want Lo open or save this file?

Iilj Name: ps.ds
|25+

Type: Merosoft Excel Worksheet, 5. 1B
Fram: asul4s0Bdey.mycmsc.com
r
[ open | save | § Cance |

[ Aucays ek befcrs opening s typs GRS

While files from the Intemet can be useful, some files can potantialy
ham your computer. if you do not frust the source, do not open or
= save this fle_ \ihet s the dsk?

The file will have the name ps.xls. You can then enter grades into the spreadsheet.
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Faculty Center Quick Help Post, Import, Request Changes to Final Grades

Prepare Your External Grade Roster for Importing to the Faculty
Center

If you are keeping your grades in an external file, you must format it correctly so that
you can import it into the faculty center.

Each row in your import file must contain at least the following:
- 10 digit student ID (no spaces or dashes) (also called the Affiliate ID or ID (1000...))
- Grade value - (A letter grade)

The import file can have any number of fields or columns, but the required fields must
be somewhere in the first twenty-one columns.

The required fields/columns can be in any order in your input file. The grade import tool
will ask you which fields in your input file contain this information (mapping the fields).

The import file may be a tab, space, comma delimited file or an excel file.
A browse feature will allow you to identify the file you are importing.

A field mapping feature will allow you to identify (map) the 2 required fields in the file
you are importing.

Special notes on importing Excel files:

The Excel import will work for all versions up to Excel 2003. If you are using Excel 2004
(Apple) or 2007 (Windows) you must save your file using the older file type.

If you are using a file created by the Faculty Center download option, the file type that is
downloaded is an HTML file (you will notice that the file name is in quotes). PeopleSoft

renames the .html to .xIs which forces Excel to open it. To use this file as an import you
must save it as a correctly formatted Excel file or another format as listed above.

If you want to begin with the Grade Roster exported from the Faculty Center you will
need to change the format of this file before importing it.

Do this by using the “Save As” feature to save the file as an excel or text file.

Step 1 - SAVE AS the file you want to import as follows:
When you save your roster from the Faculty Center it will look like this:

Page 14 of 20 Last Revised 8/11/2008



Faculty Center Quick Help

Post, Import, Request Changes to Final Grades

Import Your Grades to the Faculty Center from an External File
The Grade Import consists of three steps:

Import Your Grades to the Faculty Center From an External File

1.

Login to the Faculty Center. The most common way is shown here.

Open a Web Browser and go to http://my.asu.edu r—
ASU Home | ASU A-Z Index | ASU Intera five | My ASU | Cc feges & !
"ARIZONA STATE SRR
UNIVERSITY [ search
- =
) A wealth of News & Events

Login

m'AR]ZONA STATE
UNIVERSITY

=1 Asuinweractive
LJ

-~  Better together
b gCheclcuuuhenewmy.asu.edu

Login

ASURITE UserlD:  Your ASURITE ID
Activate | Request an ID
Password: esssssss|
\.Login |

Need Help?
Email: HelpDesk@asu.edu, or call the Help Desk: (480)965-6500

Copyright | Acceptable Use | Privacy | ASUHome

For information on system outages, visit: hitpJ/isystemstatus asu edu/

Click on Faculty Center

&'AMZONA STATE
UNIVERSITY

ASU Home | ASU A-Z Inde

My ASU
Paul Sto" My directory profile
Teachino & Student Support Tools

l Faculty Tools
Faculty Center | G 8ding Information and Resources
Blackboard | Coul B Request
- . gement System

Classroom Directory

Human Res

Personal (54
Time and Lg
Faycheck an
Benefits Enr)
Fersonal Inft

The list of classes you are teaching will display.
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Faculty Center Quick Help Post, Import, Request Changes to Final Grades

Import Your Grades to the Faculty Center From an External File

2. | Click on the Grade Roster Icon for the class you are working with.

Legend

i{? Class Roster :_:‘ﬁﬁl srade Roster ? Academic Status Report

Exmlmeatiog (1 st el

My Teaching Schedule > 2008 Spring > Arizona 5tate University H
Class Name Enrolled Days and Time Room Class Date|
ﬁh 101-1001 Tha ASU Expaerience 17 TEA Discovery Hall Jan 14, 20
2237 {Lectura) 201 [Tempa) Feb 18, 20|
ﬁﬁ N— 101-1002 The ASU Experience 19 TEA Discovery Hall Jan 16, 20
LEC 22872 (Lectura) 201 (Tempa) Feb 13, 20
ﬂ’ﬂ ij‘! |_=;¢II UNI 194-1003 Special Topics: 18 TEA Farmer Ed Bldg Jan 15, 20|
LEC 23339 Career/ Major 222 (Tempe) Feb 14, 20|

3. | Click on the link “Import Grades From File”

“Grade Rosber Type Final Grada b D splay Unassigned Roster Grade Only
*Approval Status o "' > T
[ Import Grades From Fila
L9 POFE SeF s FRG LG | Blgrhkboged

| - add this grade to all students |

b |
Find | &=

D) |

\Bogter  |Officisl | Grading

Posting ID | Hame |Grade  |Grade |Basis | Proaram and Flan
. University College =
1| [ |tzooc00000 DO000O0 | Lasibame, FirstName b StdGrading | Explora-Social & Behaviaral |Frazhman
-1
Univarsity College -
2| [0 |izooc00000 popgpop | AEstMame, Firstihame g | StdGrading |Explors-Social & Behaviaral |Freshman
i Sc
4. | Click on “Next”
Grade Import - Instructions 000
Tarm 2081 Felul e groge nogusr
Class Nbr 22271 ASU 101 - 1001 naxt
The ASU Experience
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Faculty Center Quick Help

Post, Import, Request Changes to Final Grades

Import Your Grades to the Faculty Center From an External File

5. Select a file delimiter that matches what is in your external file:
(Choices are Comma, Excel, Semicolon, or Tab).

Click “get file”

Grade Import - File Selection

Term 2077
Class Nbr 70724 ASU 70724
The ASU Experience

Step 1: Select a file delimiter Tab

O-@-G

Raturn to Grade Rostar

Previous | next ]

Step 2: Select the file to load get file

6. | Use the Browse feature to find the file you want to import.

Click on Upload.

Upload |_l'_3ncel |

v ¢ ecords\Queries\ASU101TestClass Text. txd :
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Faculty Center Quick Help

Post, Import, Request Changes to Final Grades

Import Your Grades to the Faculty Center From an External File

7. | Map your file field to the import fields.
Identify which field is the grade, and which is the student ID.
Click Next
Grade Import - Column Mapping @—
Tarm 2077 Return to Grade Roster
Class Nbr 70724  ASU 70724 | previous | next ]
The ASU Experience
The Column Description represents the columns from the file. Choose the Student ID
and Grade mappings froem the drop down list next to the Student ID and Grade
calumns.
|__[Column Description __|Column Mapping
9. d L Ar T | ! [
21D | Student 1D v i
I
E
A K AMAPE I Ak ]
r .
5 ROSTER GRADE |
I l--a--waua-\-:--mml-u--n-m-mmm-nmm-m: —
7 PROGRAM AND PLAN | v/
8 LEVEL | v
8. | Review your import and click Submit
Grade Import - Grades
Tarm 2077 R by i, Lt T
Class Nbe 70724 2850 TOP24 previous I
The ASU Fxperience
submit
= 3 ] 1-19 of 19 (]
ER e T (o e ]
1 12080006804 &
2 1200000000 e
¥ 1200000000 c
£
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Faculty Center Quick Help Post, Import, Request Changes to Final Grades

Import Your Grades to the Faculty Center From an External File

9. | If there are errors they are displayed here. Correct your import file and re-
import, or fix the grades directly in the grade roster.

Grade Import - Grades OgOZE)
Term 2077 Bsturn to Grade Roster
Class Nbr 70724 ASU FOT724 previous I

The ASU Experience

e

The grades indicated were not imported, Please correct your file then use the Previous
button at the top ofthe page to go back fo the file import page and reload the file

12060000000 Student has a grade on tha rostar.

1200000400 . Student has a grade on the roster.

Student has a grade on the roster.

1
2
3 | 1200000000
4

Importing Messages and results:
If the Grade Roster already has a grade posted, the import process will not post over
this grade. No errors will be reported.

If the Grade Roster already has a grade posted that is different from the grade on the
import roster, the import process will not overwrite this grade. An error message will be
displayed.

If the student is not found on the grade roster, or if the grade on the import roster is not
a valid grade for the student, an error message will be displayed.

Grades will be imported into the Roster in Not Reviewed status. You must save your
roster after import.
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Request Grade Changes

Once grades are posted, the Request Grade Change

this icon will take you to the Grade Change roster.

icon will display. Selecting

*Classes prior to fall 2006 were not converted with individual sections or instructors and will not be
accessible through the Faculty Center. Roster Contacts can submit grade changes for these classes by
navigating to the Grade Change component via the following navigation: ASU Customizations> ASU
Student Records> Roster Contacts> Grade Change.

To submit a new grade change, select the new grade from
the drop down list and enter a reason for the grade change.
All grade changes must have a reason entered.

When all grade changes have been entered, click the Submit button at the

bottom of the page. Your grade change(s) will be marked with a grade change status of
Requested.
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Once grade changes are requested, they go to the Level 1 Approver for the Academic
Org associated with the class (generally the Department office). If approved, the grade
change then moves to a Level 2 Approver (generally the College office). If approved by
Level 2, the grade change is posted to the student’s record and the student receives an
email telling them to check their records.

At Level 1 or Level 2 the grade change may be denied, at which time email notifications
are sent back to the requestor and/or the Level 1 approver. Denied grade changes
may be re-requested.

Multiple grade changes may be submitted for a single student, but each one must be
processed completely before the next may be requested.

The grade change Request page may be viewed at any time to see the currently status
of a grade change.
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