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Overview

This guide provides instructions for how to post and import students’ final grades to the Grade
Roster as well as how to request grade changes.

For information regarding ASU grading policies, please visit
http://students.asu.edu/facultycenter.

Post Grades to the Grade Roster

Note: You must have an active ASURITE ID in order to post grades in the ASU system. If you have not already
activated your ASURITE ID, please visit https://www.asu.edu/asurite for instructions on how to activate your ID.
Contact the UTO Help Desk at 480-965-6500 if you any questions or issues.

Step 1: Navigate to My ASU at http://my.asu.edu. Sign in using your ASURITE User ID and password.

ﬂl‘ ARIZONA STATE
UNIVERSITY

& ASU LiveSafe mobile app
@ B Conect with ASU PD:

Lvesore \ale chat | pictures | audio | video | livesafe.asu.edu

Sign In
ASURITE UserID: || Activate or Request an ID
Password: Forgot ID / Password?

Sign In Remember My User ID

Need Help? Help Center

Step 2: On the My ASU page you will see a box labeled My Classes which displays a list of the courses
you are assigned to teach in a given term. Make sure you have selected the correct term and course for
which you will be assigning grades. If you don’t see your course(s) listed, contact University Registrar
Services at registrar@asu.edu or 480-965-3124.

My Clagses

4|  Fam'13 Spring*14  Summer14  Fall*14 I Qnrm*"q < Term
IELIT 321 77297 Mobile Techno c-ulas&*u:uul.'mrl-:l
- <«—— Course

Books | Blackboeard | Custom Combined Rosters
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Step 3: Locate the course that you would like to enter grades for and click on the Class Tools icon next
to the course. Under the Class Tools, scroll down and select Grade Roster.

My Classes
4 Fall*13 Spring 14 Summer 14 Fall 14 Spring '15
EDT 321 77297  Mobile Technologies&Your Warld g

View My Schedule

Books | Blackboard | Custom Combined Rosters

Bb ! Class Tools A

Announcements | News | §
University netwark service o

~ anfaran oo toraato oaniti
=]

ﬁ:ﬁ View Class Roster i

‘?f Academic Status Report
& Grade Roster <+
rEgEny

Step 4: The Grade Roster will open and you can begin entering grades for the course. Enter grades by
selecting the appropriate grade for each student from the drop down list.

**Make sure to save frequently. The system will automatically log you out after 10 minutes of

inactivity.**
Student Grade
Rost Official |Gradi
D Posting ID Name G::dzr GraI:: B:;i!:ng Program and Plan Lewvel
e W.P. Carey School of
1(120 = hi GMNA Business - Senior
= Business [Law)
:+ W.P. Carey School of
Business - .
21120 =1 A- Gra Supply Chain Senior
g+ Management’ Marketing
[of B- - . Health Seclutions - .
F|12g Jo c J G Speech & Hearing Science Sy
5 et Ira & Fulton Engineering -
[=a o E E Civil Engr [Envrnmntal Engr) Sophomore
E EN Liberal Arts & Sciences - A
5(120 T 1 GMNA Psychology BS - Tempe Senior
i Liberal Arts & Sciences -
6120 Ei v GMNA Biochemistry (Medicinal Junior
Chem)
W.P. Carey School of
El Business - A
= v
[t W El Business [Communication)- T
BA
Ei Liberal Arts & Sciences - .
= v
8120 i<t B Coemmunication BS SELID

Step 5: After you have entered grades, select one of the options (detailed below) from the Grade
Roster Action: Approval Status menu at the top of the roster. After you change the Approval Status,

click the Save button.

Grade Roster Action: /
*Approval Status Complete * v =t |

Impert Grades From File
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Post Grades Option 1 — NOT REVIEWED

Use this status if you are entering/reviewing grades but you are not ready to post to the student's
record. You can change the grades at any time while in this status. Click on the Save button to save
your entries.

Post Grades Option 2 — POST TONIGHT

Use this status if you are ready to post grades to the student's record. The roster may be partially or
completely graded. Grades will be posted to the student's record in a nightly batch process. Click on
the Save button to save your entries.

Important note: Be sure to leave grades that you do NOT have as blank. Grades that are posted
overnight are not editable and can only be changed via the grade change process.

Post Grades Option 3 — COMPLETE

If all the grades for a class are entered, set the status to COMPLETE. A POST button will appear at the
bottom of the roster. When you click on POST, grades will immediately post to the student's record.
Note that the status is automatically set to COMPLETE in a nightly batch process if grades for all
students have been posted. A Grade Roster set to COMPLETE, but not posted immediately, will POST
TONIGHT.

SAVE PosT (

Step 6: Remember to click Save after entering grades or changing the approval status. If you attempt
to exit the course roster without saving your changes you will receive an error message.

Step 7: After grades for a course have been posted, the Request Grade Change button will appear on
the roster. Click on this button if you need to make a change to a student’s posted grade. Please refer
to the Request Grade Changes section of this document for more information on the grade change

process.
*Grade Roster Type | Final Grade w [7] misplay Unassigned Roster Grade Only
*Approval Status Complate Pagbed
Import Grades From Fikg Request Grade Change
*H
Fimd | 70
=
o W.B. Carey School of Business f
il O |icoo000000|1000 087 IFH-'—'W'-'- A A StdGrading |- Gradusts |Pested H
LT W. P. Carey MBA - Full Time
- W.P. Carey Schocl of Buginess
2| O |1so00000008]|1000 809 Firathi =] B StdGrading |- Gradusts |Posted
W, B, Carey MBA « Fyll Time
=1 W.P. Caray Scheel of Buginads
3| O [|rcccccooos [tooe ass {‘H‘—m*:r.qm [= [= StdGrading - Graduate |Fosted
- W. P. Caray MBA - Full Time
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Grade Posting Shortcuts

Enter Same Grade for Multiple Students

To help speed up the grade entry process, if the majority of students in the course received the same
grade, you can assign the grade to all students, and then, as necessary, change the grades for those
students who earned a different grade.

Step 1: Select a grade from the drop down menu next to the add this grade to all students button.
Step 2: Click the add this grade to all students button. The grade selected will be assigned to all
students in the course.

Step 3: Change grades as necessary for those students who earned a different grade.

Step 4: Select the appropriate status from the Approval Status drop down menu.

Step 5: Click Save.

*Grade Rosier Type  Final Grade v ) Duplay Unassigned Roster Grade Only

*ApprovalStatus Vot Revieved v A— Step4

tmport Geades Voam Uie
\ Step 1

V<~ add this grade to ol students | e Step 2

Fine |

L University Colege -

[ |:20000000¢ 0000 000 | LastName FrsiNan® v StdGrading | Exgore-S00s! & Behavicral freshman
e g
. i Uakeszity Collece -
2| [ 1200000000 0000 000 | ListNome HrstNaeg ! g. v SeaGrading | Exgiore-Socal & Behavieral |Frashman
| TUabartity Co e
3 [ 11200000000 0000 000 | LestName, FrsiNalie v $2alr Undeclared freshman
Step 3
- olege +
4| [ 200000000 0000 000 | LustName, FrsiNate y 2amin Exghore-Social B Behavioral  Frashman
s
Fare: Univeszity Colege -
s ] li200000000 0000 000 | LasiName FintNafle ! A« v S2dGrading | Exgore-Sooal & Behavieral  Trezhman
- S¢
tatity Sriccted Cludenats Natify ANl Ctudents ! Printer Frieadry Version

Retern Save — Step 5

Display Blank Grades Only

If you have entered grades for only some students on the roster and need to go back at another time
and continue entering grades, you can filter the course roster to display only those students who do
not have a grade assigned.

Step 1: Check the box next to Display Unassigned Roster Grade Only to display only those students
without a grade assigned.

Step 2: The roster will adjust to list only those students who do not have a grade assigned. Enter
grades for students.

Step 3: Select the appropriate status from the Approval Status drop down menu (each day the roster
will be reset to Not Approved status).

Step 4: Click Save.
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*Grade Roster Type | Fingl Grede - [ Display Unassignad Rester Grade Only
* Approwal SEatus Fost Tonight -
Step 3 Flad | 5

1| O |isocssoess|i000 | Lomhiome Fraham rdtirnding | Businass - Seadusts
W. P, Caray HBA
= Full Tima
WP, Caray
N Seknal of
2| O [roepoocooe (1000 SATNETE Firgdhaeng ing | Buziness - Graduste
= W, P, Caray MBA
s Full Tire
3| [ |sonesoonon|29%0 |4 oome Frsiame sriorade SLEP 2 Graduste
= [
'L'-\_p)l l Full Tima
Mokity Selecled Studests Rotify &0 Siudents Printer Fraendly Version

A Step 4

i Return | Save

Locate a Student on the Roster
Use the Find option to locate a specific student in the course roster.

Step 1: Click on the Find button in the upper right hand corner of the roster.

*Grade Roster Type | Final Grade - [[] pisplay Unassigned Roster Grade Only
*Approval Status Post Tonight w

Import Grades From File

_—
~
FindI| e
Student Grade
Program and Plan
W.P. Carey
. School of
t| O |1occoooooo iggo Lastame. Firsthiame At StdGrading |Business - Graduate
W. P. Carey MBA
- Full Time
W.P. Carey
School of
2| [ [tocooooooo éggo Lasthame, Firsthiame B- StdGrading |Business - Graduate
W. P. Carey MBA
- Full Time
W.P. Carey
1000 School of
3| [ |rooo000000 021 | asthName. FirsthName . StdGrading |Business - Graduate
W. P. Carey MBA
- Full Time
Motify Selected Students Notify All Students Printer Friendly VWersion

Return Save

Step 2: A search dialog box will open. Type in all or part of the Student ID and the page will shift to
show the requested student. Please note, student name cannot be used as a search criteria as it is an

email link.
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Import Grades to the Grade Roster from an External File

You can opt to export a blank roster from the Grade Roster to an external Excel file and track your grades using
the spreadsheet during the semester. At the end of the semester you can import the grades into the Grade

Roster for posting.

Export a Blank Grade Roster to an External Excel Grade File

Note: Your browser must be set to allow PeopleSoft to open new windows and download files.

Detailed instructions can be found at:

https://asu.service-now.com/ess/kb view.do?sysparm article=KB0011879

Step 1: From the roster click on the Export icon. The document will export as an Excel px.xls file.

*Grade Roster Type Final Grade v
Post Tonight v

Import Grades From File

*Approval Status

| Display Unassigned Rester Grade Only

1200000000 DOCO DOD | LastName, FirstName

L

2| O LastName, FirstName | g.

1200000000 pODO DOO

v

University College -
StdGracding | Exglore-Social & Bahavioral

|S¢

|Univarzity Collaga -
StdCrading |Exglore-Sccial & Behavicral

S¢

‘reshman

1. Step 2: A File Download dialog box will open. Click Save, re-name the document as you would like, and
select the location where you would like to save the document. Be sure to save the file as an Excel

file (.xIs) or as a text file.

Grade Roster Updates Job Aid
Arizona State University

Page 7 of 24
Last Updated: 11/22/2016


https://asu.service-now.com/ess/kb_view.do?sysparm_article=KB0011879

%" Grade Roster Updates Job Aid

Do you want to open or save this file?

‘éﬂ Name: ps.xis
Ll

Type: Microsoft Excel Worksheet, S, 178
From: asu84808dev.mycmsc.com

-

e

[ Open [ Save ]: Cancel ]
|

[V] Mways ask before opening this type of file

l % While files from the Intemet can be useful. some files can potentialy
0 ham your computer. i you do not trust the source, do not open or
save this fie_ Vihat's the risk?

Prepare Your External Excel Grade File for Import to the Grade Roster

When it is time for you to post your grades at the end of the semester, you will need to make sure that
you format your external Excel grade file correctly to allow for importing the grades into the Grade
Roster.

Step 1: Make sure that your import file contains the following required fields:

e 10 digit Student ID (also called the Affiliate ID or ID) — do not include spaces or dashes

e Grade value (letter grade format)

e Your import file can have any number of fields or columns; however, the required fields must be
somewhere within the first 21 columns for data to import properly into the Grade Roster.

Required fields

A ‘ B ¢ D E H—n H 1
r B —— P —
| [ Mid-Term Final |
1 Student ID Al A2 Exam A3 A4 Exam Final Grade
2 1111111111 95% 92% 90% 100% 95% A A
3 2323323233 75% 75% 75% 75% 75% 75% C
4 3333333333 95% 95% 95% 95% 95% 95% il
? 4444444444 85% 85% 85% 85% 80% 85% B
%]

Step 2: Save your prepared file for importing. You can save your file in a tab, space, comma delimited
or Excel file format.

2. Note: If you are using the file you downloaded via the Grade Roster Export option, make sure that the
file is saved in Excel file (.xIs) or text file format before attempt to import.
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Import Your External Excel Grade File to the Grade Roster

Step 1: From the roster click on the Import Grades From File link.

*Grade Roster Type  Final Grade - W] Display Unassigned Rester Grade Only

*ApprovalStatus oo B Aaetlionag
t Import Grades From File

o Ay N T S e A VTP Y,

v | <-add this grade to all students

Student Crade  Ise]

£ Uniwersity College -
) :200000000 DODODOD  LastName, FirsiName v StdGrading |Explore-Sodal & Behavioral | Frezhman

Sc

| . University College -
2! [J ;200000000 pooo pop | ListName, FirsiName g- StdGrading |Exglors-Social & Behavioral | Sreshman
Sc

Step 2: Click next.

Grade Import - Instructions

Term 2081
Class Nbr 22271  ASU 101 - 1001

The ASU Experience

Step 3: From the Grade Import — File Selection dialog box, select the file delimiter label from the drop
down menu that matches the format in which you saved your external file. Click get file.

Grade Import - File Selection O-@-G)
Term 2077 Return to Grade Restar
Class Nbr 70724 ASU 7072¢ “previous | | next |

The ASU Experience

Step 1: Select a file delimiter | Tab ¥

Step 2: Select the file to load get file l
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Step 4: Click on the Browse button to search your computer for the file that you want to import. One
you have located the file click Upload.

st geords\Queries\ASU1 01TestClassText.txi | Browse_ )
Upload kncel

Step 5: The Grade Import — Column Mapping dialog box will open. Per the directions, select the
column headings in your import file that map to the ID and ROSTER GRADE fields. Click next. Your
grades will import into the roster.

Grade Import - Column Mapping @—@—@
Term 2077 Return to Grade Rostar
Class Nbr 70724 ASU 70724 | previous | next |

The ASU Experience

The Celumn Description represents the columns from the file. Choose the Student ID
and Grade mappings from the drop down list next to the Student ID and Grade

columns.

Column Daescription Column Mapping
A mwrars 1 5] 5
21D [ student 1D -
[
H
. mamrar [ .l
- ’ "
S ROSTER GRADE [Grece — 2
r
L L S —
7 PROGRAM AND PLAN ] v
8 LEVEL [ v

Step 6: Review your import for accuracy. If all of the information is correct click submit.

Grade Import - Grades O
Tarm 2077 Ratyrn Rogrer
Class Nbe 70724 ASU 70?24 previous |
The ASU Experience
subcmll
mize Vis = * 3-19af29 Y -
Stedent 10 llGrade  ErearMasssge 0
1 12000000006 K
2 1200000000 B8
3 1200000000 C
=
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Step 7: If you receive an error message you can correct the import file and re-import the file or fix the
grade(s) directly in the Grade Roster.

Grade Import - Grades OZOZO)]
Term 2077 = 202

Class Nbr 70724 ASU 70724 previous l

The ASU Experience

on v:l

| The grades indicated we-e not imported. Please correct your file ther use the Previous
bution at the top of the page to go back to the file import page and relyad the file

1 1200000000 ' Student has = grade on the roster.
2 1200000000 ! Student has a grade on the roster.
3y 1200000000 ! Student hasz a grade on the roster.

4

Common Importing Results

e If the Grade Roster already has a grade posted the import process will not post over this grade. No
errors will be reported.

e 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 display.

o If the student is not found in the Grade Roster, or if the grade on the import roster is not a valid
grade for the student, an error message will display.

e Grades will be imported into the roster in Not Reviewed status. Be sure to adjust the roster’s
Approval Status as appropriate and save your roster after the import.
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Transfer Final Grades from the Blackboard Grade Center to the Grade
Roster

Prepare Blackboard Grade Center for Grade Exporting
You must complete the following steps in order to transfer grades from Blackboard to the Grade Roster.

Step 1: Log in to Blackboard (http://myasucourses.asu.edu) and navigate to the selected course.

Step 2: Under the course Control Panel (left side of window) select Grade Center and then Full Grade
Center.

m ASUHome MyASU Colleges & Schools A-Z Index Directory

Blackboard Home

Adobe Flash (UTO Training) TRN-Adobe-Flash-utotraining BEFUIE, 303

Courses Organizations

E?- START HERE

Build Content ¥ | Create Assessment ¥

sh B
ff Information

B 1 Adobe Connect Link for Live Worksg

This link is to an Adobe Conne
online workshop attendees to a
‘ workshops. If you access it whe

itwill be closed.

T ME) B
Helpful Links

[P UN I P Py pary

B E R

Once you access this link, click
a Student or Guest. Type your fi

o boxand click ENTER ROOM

# Control Panel

Files

what is happening in the
We will not be usin,
Connect session

Course Tools
Evaluation t

Grade Center H

Phone Conference Line

This workshop will be available fi

Heeds Grading - portion will be managed using a
Full Grade Center s w Please dial this number 480
Assignments. -
Tests time of the workshop, and not be

another group. Atthe prompt, ent
Users and Groups
We recommend a hands-free p
Customization hands-on_activities.
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Step 3: In the Blackboard Grade Center, click on the down arrow of the Final Grade column and select
Set as External Grade.

@ Grade Center

Grades can be entered directly from the Grade Center page. To enfer grades, click on the d
Center. Use the contextual menus to modify column properties and access grade details.

A Add Grade Column | < Add Calculated Colurmin ! Manage Mz E

Set o Defal

Current View: Full Grade Center Sont Columns By: Layout Positi

™ Last Name FirstName | StudetlD  Eo vFinalGrade ' Blog3

O |Felc 1201 B4.26% 2.00
[ |mar B _FDD 80.00% -

I 1 [way N 1000 42.31% 200

O | Gik: N _ﬁ 100.00% 200
O |Lau N |1 100.00% 200
O [anti N 1000 92 50% -
] |mag 1000 100.00% 200
O|vu N ~ |am 97 .06% 2,00
O |oer.... N ~ iom 83.81% 2.00
SelectedRows 0 [

Step 4: A green checkmark will display next to the Final Grade column. This indicates that the column
is Set as External Grade.

Step 5: Locate the Manage tab. Click the down arrow next to Manage and select Grading Schemas.

Grade Center : Full Grade Center

In the Screen Reader mode, the table is static and grades may be entered an the Grade Detail
accessed by selecting the table cell for the grade. In the interactive mode ofthe Grade Center,
typed directly in the cells. Use the arrow keys or the tab key to navigate through the Grade Cent
key to submit a grade. More Help

Create Column Create Calculated Column % | M
i » Grading Periods
—.:' Grading Schemas

> Grading Color Codes
> Move Ta Top | Email Sort Column Categories 4
Grade Information Bar » Smart Views
(] ‘ > Column Organization .I_
-
[ Hurst Amber bb_alhurst » Row Visibility
B » Send Email
Robi Matth bb bi
oonsan athew _mgratins > McGraw-Hill Connect
[ steinacker Martha bb_mmeguirl  Reports
» McGraw-Hill Connect To
b4
[ stoll Paul ¥| bb_pstoll Do List
[ VerSrhans Melices Znd ST8 hh muersrha traind
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Step 6: The Create Grading Schema window will open. Click on the down arrow next to Letter. Select
Edit.

Create Grading Schema

Title 2
Letter | =
| xt
Edit aff—

Copy

Step 7: The default letter schema that is compatible with the ASU grading schema will display. On the
left side of the window is a table that shows how percentage grades translate to letter grades. On the
right side of the window are the percentages that will be applied if you type a letter grade into the
column. Grades range from A+ to E. If desired, you can modify the “Grades scored between” values
and the corresponding letter grades as needed. The scores are set at the instructor's discretion but the
letters assigned have to correspond to those used by ASU's grading system. The ONLY grades
accepted in the Grade Roster are: A+, A, A-, B+, B, B- C+, C, D and E. Use the Remove Row button to
delete a row if you use fewer letter grade options.

@ Schema Mapping
Grade Center columns that are automatically graded (such as assessments) will be converted to this display option according to the translations
provided below. In order to enter grades in the Grade Center manually using this display option, translations from each symbol into a percentage of
points possible must also be provided.
Grades scored between will equal Grades manually entered as will calculate as Insert Rows
97 % and 100% At At 985 %
94 % and less than 7% A A 95 % Remove Row
a0 % and less than 24% |A- A 95 % Remove Row
i % and less than 0% B+ B+ 65 % Remove Row
i) % and less than 87% |B B g5 % Remove Row
il % and less than 4% |B- B- 815 % Remove Row
7B % and less than 80% C+ C+ 785 % Remove Row
70 % and less than 76% |C © 75 % Remove Row:
G0 % and less than 70% D D B5 % Remove Row:
0 % and less than 60% |E E 55 % Remove Row:

Note: Blackboard only allows for calculated letters. There is no way to assign a Pass/Fail or Audit letter
in Blackboard. To assign those grades, you will have to manually add them after importing grades into
the Grade Roster.

Step 8: Click Submit to save any changes.
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Step 9: Locate the Final Grade column. Click on the down arrow next to the column and select Edit
Column Information.

é Grade Center : Full Grade Center

Inthe Screen Reader mode, the table is static and grades may be entered on the Grade Details page accessed
by selecting the table cell for the grade. In the interactive mode of the Grade Center, grades can be typed directly
inthe cells. Use the arrow keys or the tab keyto navigate through the Grade Center and the Enter key to submit a
grade. More Help

Create Column Create Calculated Column ¥

Filter  Work Offline

WMove To Top | Email Sort Columns By: Layout Position Order: & Ascending
Grade Information Bar ':'
o I
[F] Hurst Amber nn_alrj x|l
Quick Column Information
[F] Robinson Matthew b_M . view and Add Rubrics .
[ Steinacker Martha bO_MM , Edit Column Information
[ staoll Faul bb_pst] » Column Statistics Edit Column Information
[ VerSchage Melissa2nd STA  bb_my| ~ Setas Bxternal Grade [
Show/Hide to Users
[F] VerSchage Melissa bb_mvi
Selected Rows: 0 1 _ STUASEETTIE 3
Sort Descendin
Move To Top | Email g lcon Legend
Hide Column

Edit Rows Displayed

Step 10: The Modify Total Column window will open. Change the Primary Display option to Letter (the
default schema you just reviewed and modified).

@ Modify Total Column

@ Column Information

“ Column Name Total

Grade Center Display Name |Fihal Grade

Displays 38 the coluvme keaderin the Gade Cemter amd canmot excesd {5 chamoters

Description
mart Tex ain Tex o .

® Smart Text O Plain Text O HTML X ¢ T Preview
Primary Display  Parcentage v

Score thiz format in the Grade Certer amd My Gades.
Secondary Display _IT_et::ter

Pzrcentage n which will be showr in the Grade Certeronrly.

9 Dates Complete/lncomplete

Creation Date Jul 31, 2009
€ Select Columns

To include all grade columns in the total, choose the all grade columns option. If Grading Periods exist, limit the
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Step 11: Click Submit to save changes.

Export Grades from Blackboard Grade Center to Grade Roster

Step 1: Log in to Blackboard (http://myasucourses.asu.edu) and navigate to the selected course.

Step 2: Under the course Control Panel (left side of window) select Course Tools and then Export
Final Grades to PeopleSoft.

Blackboard Home Courses

Announcements

< <

COURSE MANAGEMENT

Build Content ¥ | Cr|

t

3

Blogs. Journals|

T Thisis

Adobe Connect

to acce
sched!

once y]
your fiy

:
To hed

Files using tf

Course Tools e

Announcements I Phone Confere

Biogs. This wo

Collaboration [ using a

Contacts w

Course Calendar s the stan

Discussion Board L prompt

Export Final Grades to PeopleS A canper]

Glossary

Journals.

lessages T Practice Files

Rubrics

SafeAssign These are

Self and Peer Assessment i

Send Email

Tasks.

Tests, Surveys, and Fools i

Woice Announcement e

WebAssign E and
Blackboard Pens

Wikis

Step 3: A window will open reminding the instructor to ensure proper configuration of the
Blackboard Grade Center for grade exporting. Make sure that you have followed all of the
steps in the Prepare Blackboard Grade Center for Grade Exporting section of this document before
proceeding. Once you have confirmed proper configuration click on the Continue the grade export
process now link.
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Home Help Logout
Courses Qrganizations

Befare continuing with the final grade expont, please review the following items to make sure the Blackboard Grade Center is properly
configured to successfully export the grades from Blackboard to PeopleSoft.

® The column containing the final grade has been 'Set as External Grade'
® The display option for the column containing the final grade has been set to Letter’

For assistance with configuring the Grade Center, view the Job Aid in the Help Center o7 or contact the Help Desk at (480) 955-5500.

Continue the grade export pro now

Cancel and return to the Blackboard Control Panel

Step 4: One of two PeopleSoft windows will open:

Scenario 1: If the Blackboard course is mapped to only one ASU course in the Course
Enrollment Management (CEM) software you will be taken directly to the Grade Import —

Preview Grades to Import page for the course. Review the grade entries. If the information is
correct, click on Import.

If there are errors, click on the Cancel and Return to Blackboard link and make any necessary
updates to the grade information in the Blackboard Grade Center.

Grade Import - Preview Grades to Import

Cancel and Return to Blackboard

Bb Course ID: 2009Summerz-T-SED-BUE-DCI- previous | import |
592-Borkman

Selected Term: 2009 Surnrmer

Selected Class: 46860 - BUE 598 Improverment of Instruction in Entrepreneurship Edu

Select the 'Import’ button to import the grades below to the grade roster.

Preview Grades to Import

io0oo Last name, First name EB-
1201 Laszt name, First name At
1000 Last name, First name At
1000¢ Lazt name, Firat name At
1000 Last name, First name At
1000: Last name, First name At
1z01 Last name, First name At

Grade Roster Updates Job Aid
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Scenario 2: If the Blackboard course is mapped to more than one ASU course in CEM you will
be taken to the Grade Import — Class Selection page. Below is an example of a Blackboard
course that is tied to three ASU courses in CEM. Select the class to import grades to and click

next.
Grade Import - Class Selection /
Sancal and Babum to Blackbeprd
Bb Course 1Dt 200%Summerd-T-SED-BUE-DCT-S%8-Borkman next

Select Class and then select the Next button,

SED S98: Improvamant of Ingtruckion in
O 2009 Surnmar 46639 Entraprensurship Edu

BUE 598 Improvemaent of Instruction in
) | 2009 Surmar 4EBED | prenaurship Edu
DI S98: Improvemant of Instreckion in
(O [ 2009 Surmar 46861

Entraprensurship Edu

\ Select class to import

You will be taken to the Grade Import — Preview Grades to Import page. Review the grade
entries. If the information is correct, click on Import.

If there are errors, click on the Cancel and Return to Blackboard link and make any necessary
updates to the grade information in the Blackboard Grade Center.

Grade Import - Preview Grades to Import
Sancel god Betym to Blpckboprd
Bb Course ID: 200%Summers-T-SED-BUE-DCT- previous | innport |

S98-Borkman

Selected Termut 200% Surmmer
Selected Class: 46560 - BUE 598: Improvermant of Inttruction in Entrepranaurship Edu

Select the fmport” button to import the grades below to the grade roster,

Preview Grades to Import

1000 Last name, First name B-
i1z0a Last name, First nome R
1000 et iz, Firsd name: A
1400 Lzt nome, First nome: e
1400 Laed e, Firsd reame i
1000 Lzt nesmas_ Fir st naens a4
1201 Last rsarme, First rsete |a+

Follow these steps as many times as necessary until each ASU course listed in the Grade Import
— Class Selection window has been selected for grade importing.
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Step 5: The Grade Import — Import to Grade Roster window will open and display the results of the
import. Grades without an error message were successfully imported to the Grade Roster. Grades that
did not successfully import will be highlighted in red and will indicate the reason in the Error Message

column.

| previous I finish I

Grade Import - Import to Grade Roster

Bb Course ID: 20095urmmer2-T-SED-BUE-DCI-
S98-Borkman

Selected Term: 2009 Surmmer
Selected Class: 45260 - BUE 5981 Irprovernent of Instruckion in Entrepreneurship Edu

One or more grades were not imported. Please see error message(s) bglow.
Any grades without an error message were successfully imported inf
grade roster.

1z01 Last name, First name ' Student already has a (different) roster grade of B-,
1000 L=t name, First name . Student already has a (different] roster grade of E
1000 Last name, First name At

1000 Last name, First name }i Student already has a (different) roster grade of A,
1000 Last name, First name |A+

1z01 Laszt name, First name At

1000 Last name, First name }i Student already has a (different) roster grade of B+,

Step 6: Click on the Finish button to return to Blackboard. If you received an error message indicating
that a grade did not import into the Grade Roster you can opt to follow the export from Blackboard
steps again or you can opt to log in to the Grade Roster and make grade changes as necessary.

Grade Import - Import to Grade Roster

Bb Course 101 20095 wmmarZ - T-SED-AUE-DCE-
39%Berhman

Selocted Terwn: 2009 Summer
Selected (lassi 46040 - BUL 390: Improveamanct of Instruction in Entregreneurthip Edu

One or more grades were not imported, Please see error mossage(s) below.
Any grades without an error message mere successfully imported into the
grade roster,

& (ct) ~|

1201 Lat name Frst toene . Swdent akeady has » (differant) roster grade of b~
1000 Tant et Prst name -.7 [Studant skeeady has & (diffarant) roster grada of £,
2000 .Lulm,'n:mﬁt [as »

1000 Lot haee, Frest came . $tudent aleady has a (different) roster grade of A
1000 Lot naee, First roeme Ad

1302 .Llﬁm,’rﬁm er

1000 Lot narte, First rarno Studant sveady has » (dfferent) roster grade of B4

Step 7: After you have exported grades from Blackboard into the Grade Roster be sure to log in to the
Grade Roster and update the Grade Roster Action: Approval Status to ensure that grades post to
students’ records. Steps for updating the Grade Roster Approval Status can be found in this document

under Post Grades to the Grade Roster.
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Troubleshooting Transfer of Grades from Blackboard Grade Center to Grade Roster

Scenario 1: The instructor initiates the export in the Blackboard Control Panel and receives the
following error message:

Grade Import - Class Selection OO0

Cancel and Return to Blackboard

Bb Course ID: Z008Surmmerl-T-MAT211-42826-GR2PS L"tl

Unable to locate any PeopleSoft grade rosters associated with this Blackboard Course.
Possible causes:

- Mo People S5oft classes are associated with this Blackboard course
- Mo grade rosters have been generated for any associated classes
- You do not have grade or post access to any associated classes

Possible causes for the error message:
a. The course exists in Blackboard, but it does not correspond to an actual class in the Grade
Center. Verify that the Blackboard course is linked to a Grade Center course in Course
Enrollment Management (CEM) via Blackboard Support. See instructions for contacting
Blackboard Support under Scenario 2.

b. The user is not listed as an instructor or teaching assistant with grade or post access on the
schedule of classes. The instructor of the class should contact the department's class

scheduler to have the instructor/teaching assistant information updated.

c. A Grade Roster has not been generated for the class that is being graded.

If the error is caused by issues b or ¢, the user may contact their department Roster Contact via
email to alert them of the issue.
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Scenario 2: The instructor receives an error that indicates a communication problem between
Blackboard and CEM.

Grade Import - Preview Grades to Import

Cancel and Return to

Bb Course ID: 2009Summer2-T-SED-BUE-DCI- previous I
592-Borkman

selected Termi: 2009 Surmmer
Selected Class: 462359 - SED 598! Improverent of Instruction in Entrepreneurship Edu

An errar oceurred while communicating with the ASU CEM system to retrieve the grades from the
Blackhoard course. Please try again later or report the error to the ASL UTO helpdesk Technical
details of the errar:

https:/fwebappd. asu. edufcem-ws/EmlRpcServer

faulkCode: O faultString: org apache, xmlrpe ¥rnlRpcException: Failed to inveke method
listGrades in clazz edu.azu.blackboard, cem.BbCemHandler:

edu.asu blackboard. cern.BbGradeTranslatorMotDefinedException: Grade translation not
defined for course "20095urnrner2-T-SED-BIUE-DCI-S98-Barkran (0,00 w

Possible causes for the error message:

a. If the text of the error indicates “Failed to invoke method listGrades in...” as shown in the
green highlighted text, the instructor has not set the display option for the column containing
the final grade as “Letter” In Blackboard. Please review the Prepare Blackboard Grade Center
for Grade Exporting section of this document for instructions for setting this option correctly.

b. If the instructor receives an error message other than the one referenced above, the issue will
need to be researched by Blackboard support. Log in to My ASU and click on Service. Under IT
Support click Submit a Request. The Service Catalog webpage will open. Scroll down to the
Faculty and Classroom Support section and click on Blackboard Support to submit a help

ticket.
. . ASU Home
ﬂl}\kmma STATE
UNIVERSITY
My ASl)] Home Resources Teaching  Profile
et IT and HR Services
-
- IT support | HR Suppart
—
Service Requests Report Incidents
Search the service catalog to order technology Report an outage or technical issue with an ASU
L items or request technology services application, system, website or technology device
‘ e
-
e Service Articles My Items
] Search the IT Knowledge Base to get answers Track the status of your open incidents, service requests
bl 10 your technology questions. or approvals.
& o]
n Immediate Help Training
Need help now? Getin touch with our 24/7 ccess training information for ServiceNow, ASU’s system
! support to work with an agent. for Technology and HR support
1]
.
ad
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ASUHOMe MyASU Coleges & Schools = Map & Locations ~  Direckary
UNIVERSITY Searen 45

a

Service Catalog Q

Faculty and Classroom Support
2ls] Blackboard Course Request

Blackboard Student Test Account

Blackboard Suppurt)
@ Classroom Information

Classroom Recording and Presentation Support
@ Classroom Support

Classroom Technology Training

Computing Lab Services

Request Grade Changes

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

Step 1: Click on the Request Grade Change button.

"Crade Raaler Typs

= Appeuval Batus

Pl Grea

Camplets

impet poades From ey

- [ Gaplay Unassigred Hosler Lrada Snky
Poited

Esquent Grads Jhanpe

Find | |

ke Grade  Danis

Proar s sl Plsn

L wP. Caray Bchoal o Bolnean
A tefiirgalaiets | L iate G ¥ & L] B wding srmdyatn Eryntmr]
. P Caewry MRS - Full Tima
®. Cavay Bohoal of Bodsnidan
I wlAEHATE, k f
2 [ 3D | LGS O "I:' e [} B ERgiemding Grpdysle | Bosted
. F. Caowy MBS = Full Tima
- 1 Beciafviii
) I T o P Catdy Bohiaal i i
Al O [roooocoon 1000 g3 Frps e = B dGheding Senduste | Poated
k - . P Caray MBS = Full Timas a

Step 2: The Grade Change Request window will open. To submit a new grade change, select the new
grade from the Change Grade To drop down list and enter a reason for the grade change. All grade

changes must have a reason entered.
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Faculty Center

Grade Change Request

Course NG 202N Academic  Zsizcea State Univessity
Title Werld Lterature [nstiation ooy Sacing
Tarm
Class Number 17854 Session Reguia
Class Secton 1001 Carcer Undergraduate
Componaent Lacture Instructors Lowhlare Sowtlame
!
| e
Grd Cho Enrcliment | Selicia] |Grade
Status fmol)  Hame Status |smade [To
LoviNeme s

Lt Appesd Trtian Cnrollad &

18 y z
'5“:-(;(:;:‘1' Iy Lowtame. Frshane enrelled v

LovName. Frotlane Enrclled

Lavhane, Fretlans Enrolled -

Bogson

Step 3: After all grade changes have been entered, click the Submit button at the bottom of the page.
After you have clicked Submit, your grade change(s) will be labeled with a Grade Change Status of

Requested.

sSubrut

Step 4: 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 changes are
posted to students’ records and students receive an email notifying them to check their records.

A grade change may be denied at Level 1 or Level

2 status. At that 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; however, each change request must be
processed through to completion before a new request may be submitted.

The Grade Change Request page may be viewed a
change.

Grading Options & Definitions

t any time to see the current status of a grade

Below is additional information on grade options that faculty most frequently have questions about. Please

visit the Grades and Grading Policies website if you have q

Incomplete (I

A grade of "I" (Incomplete) should be assigned wh

uestions about a grading option not listed here.

en a student is otherwise doing acceptable work but

is unable to complete the course because of illness or other conditions beyond his/her control.
Students are required to arrange with the instructor for the completion of the course requirements.

The arrangement should be recorded on the Requ

est for Grade of Incomplete form. The completion

date is determined by the instructor, but may not

llIH

change request to assign the earned grade.
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Pass (P)

A "P" grade should only be assigned when an individual student receives permission from both the
class instructor and his/her college to take the course as Pass/Fail. Permission is recorded on the
Pass/Fail Enrollment form. If the course only awards Pass/Fail grades, the "Y" grade should be utilized
to indicate successful completion of the course.

Audit (X)

A mark of "X" is recorded for completion of an audited course, unless the instructor determines that
the student's participation or attendance has been inadequate, in which case the mark of "W"
(Withdrawal) may be recorded. This grading option may not be changed after the close of the
drop/add period. The "X" is not included in earned hours and is not computed in the GPA.

Satisfactory (Y,

A "Y" grade is used for courses in which the instructor assigns only grades of "Y" or "E”. The “Y” grade is
generally used for successfully completed internships, projects, readings and conference, research,
seminars, theses, dissertations, and workshops. If a course utilizes only the letter grades of A+, A, A-,
B+, B, B-, C+, C, D, and E, but a student receives permission to take the course for Pass/Fail credit, the
"P" (Pass) or "E" (Fail) grade should be assigned to the student.

Course in Progress (Z)

The "Z" grade is typically used for courses where work will not be completed within one semester's
time, such as research, thesis, and dissertation. Once coursework is complete, the instructor must
submit a grade change to assign an appropriate grade.

Academic Dishonesty (XE)

The grade of "XE" denotes failure due to academic dishonesty and is treated the same as an "E" for the
purposes of GPA, course repeatability, and academic standing determination. A student may not avoid
any penalty for academic dishonesty by withdrawing from a course. A student may be reinstated to a
course to receive a penalty of a reduced or failing grade of XE.

Failing Never Participated (EN)

The grade of "EN" denotes failure due to the student never participating in a course and is treated the
same as an "E" for the purposes of GPA, course repeatability, and academic standing determination.
The "EN" grade assists ASU in determining a student's financial aid eligibility. For federal aid purposes,
we must determine if a student participated in all courses for which they received federal aid. When a
student does not participate, the financial aid office must recalculate the student's eligibility. A grade
of "EN" will display on the student's transcript beginning fall 2016. Please review the "Grades and
Grade Selection" section of the Grade Posting FAQs page for more information about the "EN" grade.
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