INPUT GRADES FOR APPROVAL & POSTING UW Student

This Job Aid will help instructors to: enter & submitgrades

Key Points

« Forgradesto be visible to students in UWinsite Student, grades must be:
1. Entered and submitted for review by the instructor

2. Reviewed and approved by the department head and/or Faculty designate

3. Posted by Registrar’s Office
« Grades can be entered by instructors using the Brightspace Interface, Faculty Self Service, or an Excel spreadsheet.
» Grade approvals can be delegatedif the regular approveris absent or if the role is temporarily vacant.
- Email notifications are automatically sent out to individuals in the grade approval or grade change approval workflow.
+ Using the Grade Rosterin Faculty Self Service, instructors can request grade changes after grades have been posted.
» Grade changes and appeals must adhere to the appropriate deadlines.
» Undergraduate students can requestgrade appeals via Student Self Service.

« UWinsite Student can process Undergraduate and Law grade appeals using an in-system approval workflow.

Web-Based Course: The UWinsite Student SR103 course, Processing Grades and Grade Changes for Faculties, is available online. It includes demonstrations of the three methods for
entering grades into UWinsite Student. Please note that Blackboard instructions are no longer applicable.The link for the course is https://web.microsoftstream.com/video/4b98240a-e647-45bf-
b793-8f72c6aab81b.

Reference Material: For additional reference materials, including in-class training decks, user guides and \videos, please visit www.uwindsor.ca/uwinsitestudent.
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INPUT GRADES VIA FACULTY SELF SERVICE UW Student

Inputgrades via Faculty Self Service:

1.

Login to UWinsite Student. Click the Faculty Centre tile.
Click My Schedulewith Exams in the left navigation menu.

Click the Grade Roster icon [Z7 next to the class listed under
My Schedule.

Under the Roster Grade field for a student, click the & icon.

On the Look Up Roster Grade pop-up window, click the
student’s grade.

Repeatstep 4 for remaining students

Once all grades are entered, in the Grade Roster Action
section, change the Roster Approval Status to “Ready for
Review” using the drop-down menu. Click the Save button.

Grade Roster Action

@Pprcval status | Ready for ReViE‘JD

Grade Approval Status  Initiated

Status Description Intiated

Summary
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Note: If any grades are missing, the Ready for Review status will
turn red, and a pop-up willindicate that you are missing values.
You mustinclude all grades for approval priorto selecting Ready
for Review.

7. Enter any approval notes. Then click OK.

8. To confirmyour grades are submitted for review, check the
Grade Roster Actionsection. It will look like:

Grade Roster Action ' ¢

Roster Approval Status Ready for Review

Grade Approval Status  Pending Approval

Status Description Approval Pending from HOD,

Summary

Pro-Tip
If you wish to give a selected group of students the same grade:
1. Check the box next to the students’ names.

2. A drop-down menu found under the Check All Students and Clear All Students
buttons, will allow you to select the grade.

3. Click Apply Grade to All Students




INPUT GRADES USING BRIGHTSPACE UW Student

Inputgrades using Brightspace:

Find the stepsto complete transferring grades from Brightspace to UWinsite Student using Gradeflowwebpage.

Important Next Steps:

Thegrades HAVE NOT BEEN SUBMITTED YET to your Head or Dean. Once you have transferred the grades from Brightspace,
you must still log into UWinsite Student to finish submitting your grades. This instruction appears with a button on the successful
submission page. Clicking that button will take you to the login page for UWinsite Student. Log into UWinsite Student, review the grades that

have been transferred, and then finalize and submit the grades for final approvals.

Video Tutorial:

View instructions on transferring grades from Brightspace to UWinsite Student.
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https://www.uwindsor.ca/brightspace/320/gradeflow
https://uwindsor.yuja.com/V/Video?v=831106&node=4074116&a=103793371&autoplay=1

INPUT GRADES USING EXCEL

Inputgrades using Excel:

1.

Login to UWinsite Student. Click the Faculty Centre tile.
Click My Schedulewith Exams in the left navigation menu.

Click the Grade Roster icon = next to the class listed under
My Schedule with Exams.

Click the Download to Excelicon [ . Do NOT create your
own Excel spreadsheet or download one from a different
source!

Click Yes for warnings regarding file format and extension; click
Enable Editing on the top of the Excel file.

Delete the Grading Basis,Programand Plan,and Level
columns in the Excelfile.

Rename the Official Grade Columnto Comments.

Enter grades foreach student in the “Grade Roster” column.
Grades must be whole numbers.

Save the Excelfile as a CSV file and acceptany warnings
about file extensions.
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Uw Student

Upload gradesusing Excel:

1.

In UWinsite Student, click Upload Grades on the grade roster
page. Click Browse and choose the CSV file that you created
then click Upload.

The log screenwill display after the file loads.
If you uploaded grades for an Audit student, a warning will appear
for that student, but other students' grades should upload
correctly.
Voluntary Withdrawal (VW) grades should already be on the
grade roster for terminal students. You will receive an error if you
try to enter a grade for a terminal student.

Click Return when you are finished reviewing the logs.

Navigate to verify that the uploaded grades appear in UWinsite
Student, and then ensure that the grades you uploaded appear
correctlyin the Grade Roster column.

If you added comments in the CSV file, click the Transcript
Note tab. All students that have comments added for them will
have a red Approval Notes link. Click the Approval Notes link
to review your comments. Click Cancelto return to the
Transcript Note page.

Submit the grades for final approval (Step 6 on page 2).
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