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Grades and Rosters – Roles and Rules

Access to ASU Rosters is based on security roles and/or set-up in the Schedule of Classes.  

There are two ways to access ASU Rosters.  Instructors will access it via My ASU, and will only access the classes they are teaching/have taught.  Roster Contacts will access to ASU Rosters via the PeopleSoft menu (ASU Customizations> ASU Student Records > Roster Contacts), and will have access to all classes associated with their academic org.

Roster Contacts must request/receive the Roster Contact role in order to work as a proxy for instructors in their Academic Department.  Roster Contacts do not need to be added as instructors on the schedule of classes. 

Classes must have an instructor in order for roster contacts to be able to access them via the PeopleSoft.  If no instructor name is available, departments may elect to enter a temporary instructor from the department or a Roster Contact as an instructor, with instructor type of Roster Contact, and Grade Access of POST.  
All individuals who will enter grades for a class (other than Roster Contacts) should be listed as an instructor on that class, with grade access of POST in the Schedule of Classes.   
Primary and Secondary Instructors will be allowed to request grade changes via the grade roster.  Roster Contacts, accessing the ASU Rosters via the  PeopleSoft menu, will be allowed to request grade changes via the grade roster or via the grade change menu. 

TAs are generally set up to enter grades, but not submit grade changes to a class.   If a TA is to be responsible for entering grades, they should be set-up with an Instructor Role of TA with POST access.  If a TA is to be the primary instructor, and will both enter and change grades, they should be set up as a Primary or Secondary Instructor with POST access.  

Classes prior to 2067 (Fall 2006) were not converted with individual sections or instructors.  Because there are no instructors, these classes cannot be accessed via My ASU by instructors.  Roster Contacts can access these classes via the PeopleSoft menu.  

Roles
Automatically assigned roles based on the schedule of classes

Everyone assigned to the class schedule in the instructor section will be automatically assigned the FACULTYCTR_GEN role granting access to the classes they are teaching or have taught from Fall 2006 forward.  This includes primary and secondary instructors, Delegates and TAs.

Those with an Instructor Role of Primary Instructor or Secondary Instructor will automatically be assigned a role of FACULTYGRDCHG_PWR which grants access to submit grade changes in the grade roster.  In order to post grades and request grade changes, Primary and Secondary instructors should be set up in the schedule of classes with POST access.

Requested Roles

Roster Contacts should request the role of ASU_SA_SR_Roster_Contacts.  When requesting access, the Academic Orgs needed for access must be included.  Attendance in an online training will be required before granting access.  Online training is available via Blackboard (myasucourses.asu.edu)  Search for “roster contact” and self enroll. Roster Contacts will also be asked for written approval from their Chair or Director before being granted the Roster Contact role.  This is required because the Roster Contact role provides access to grade entry for a large number of classes in which the Roster Contact is not the instructor of the class. 

Individuals who will approve grade changes should request the appropriate role for this access:  ASU_SA_SR_Grade_ChgLevel_1 or ASU_SA_SR_Grade_ChgLevel_2.   When requesting access, the Academic Orgs needed for access must be included.  This will be setup by the registrar’s office when access to the approver role is granted.  Grade Change Approvers will need to complete training before these roles are granted, also in blackboard (search for Grade change).

Schedule of Classes

Individuals listed as instructors in the schedule of classes will be able to access their classes via the ASU Rosters through My ASU.  Their access to submit grade changes is determined by their Instructor Roles and their Grade Access setting. 

Grade Access Settings:

Post 

– Access grade roster

Blank

- view class rosters only 

Grade

- not used 

Approve
- not used

When adding instructors to the Schedule of Classes, schedulers should adhere to the following rules:

Instructors who will need full access to classes including grade changes should be set up as:


Instructor Role:
Primary or Secondary Instructor


Grade Access:

POST

Roster Contacts, who are added to the class in lieu of an instructor, should be set up as:


Instructor Role:  
Roster Contact


Grade Access:  
POST

TA’s, RA’s 


Instructor Role:  
TA


Grade Access:   
POST or Blank

Delegates, not added by the Faculty Center Delegate option


Instructor Role:
Delegate


Grade Access:

POST or Blank
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