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Detailed Grading Instructions
Using Teaching Tools (Faculty Center) to Enter Grades

1. Log in to MyCUInfo.
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2. Click the Teaching Tools tab.

Student Teaching Tools CU Resources

o
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3. Click Go to Web Grading.
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4. In Faculty Center: My Schedule, make sure the correct term is selected. To change the term:

a. Click Change Term.

Faculty Center

My Schedule

iy = -
Fall 2017 | CU Boulder Change Term J

Select display option

® Show All Classes Show Enrolled Classes Only

Icon Legend gis Class Roster  [Ef Grade Roster [l Leamn

b. Click the radio button next to the correct grading term, then click Continue.

Faculty Center

Select Term B3 View FERPA Statement

Select a term then select Continue.

Term

Fall 2018 CU Boulder
1. ® Spring 2018 CU Boulder

Fall 2017 CU Boulder

Summer 2017 CU Boulder

5. Locate the class you want to grade and click Grade Roster.

Faculty Center
My Schedule

Spring 2018 | CU Boulder Change Term

Select display option

® Show All Classes Show Enrolled Classes Only

Icon Legend g5 Class Roster  [§ Grade Roster  [5J Learn

My Teaching Schedule > Fall 2017 = CU Boulder

Personalize | L] |
Class Title Enrclled Days & Times

TV Production 2 (Lecture) 7 TuTh 09:30 - 10:45




6. Select your grading method and enter your grades.

Grade Roster

Spring 2018 UC Boulder | Boulder 16-Wk Session/Full Sem | CU Boulder | Undergraduate

| Change Class

=4
JRNL 3674 - 010 (17041)
Television Production 2 {Lecture)
.[r)i‘?s::"d Room g::;::iw Instructor Ingtructor Email Addresses Dates
TuTh 09:30- STAD 97 Ralphie A0aE2015
10:45 136C Buffalo 03/05/2018
Instructor Grade Access: Post Grades Grading Information/Deadline
Display Options Grade Roster Action
Grade Roster Type Final Grade “Approval Status | Not Reviewed v | | Save |
= Display Unassigned Roster Grade Only (To change the Approval

Status, select from the drop
down and press Save) -

i Request Grade Change |

Please enter grades for students. Please press SAVE freguently. When all grades have been entered, if you are the primary instructor, change the
Approval Status to Approve. If you are NOT the primary instructor, change the Approval Status to Ready for Review. NOTE: Only use the Upload
Grades button to upload a .CSV file of grades from an external source. You do not need to use this button if you are manually entering the grades
on the roster.

F Grades: If you assign a grade of F, you will be required to enter an attendance record for the student (Attended Until Term Completed, Never
Attended, or Attended Until._..). “Attended Until Term Completed” is the same thing as an earned F. If the student attended until a certain point in
time (“Attended Until...."), you will be required to also provide the date of the last academically related activity (such as attending class or a study
group, completing a quiz, tutorial, or paper, etc.). If there is no record of attendance or you do not know when the student stopped attending,

Attan dard

| DROPDOWN GRADING| | BUBBLE GRADING | | UPLOADGRADES ||§ save |
4

a. Drop-Down Grading: Select the appropriate grade for each student from a drop-down menu. If you

choose this option, save your work often.

| DROP DOWN GRADING| | BUBBLE GRADING | | UPLOADGRADES ||  Save
| student Grade
FERPA 1D Name Roster |Omcial| o £2 ¢ 25 program and Plan Level
B Coll of Media,Comm&info
R | [& v] 011 UGRD - Sophomore

Journalism/Political Science
Coll of Media, Comm&Info
UGRD -
Strategic
CommunicationfJournalism
Coll of Media, Comm&Info
on UGRD - Junior
Journalism/Business Minor
Coll of Media, Commé&Info
on UGRD - Junior
Journalism/Media Production
Coll of Media, Commé&Info
o UGRD - Junior
Journalism/Business Minor
Coll of Media,Commé&Info
011 UGRD - Sophomore
Journalism/English

Coll Engineering & AppSci

011 Junior

O:z® [

038

o4 |

0s8

ERGIL

B UGRD - .
o7 .@ | LEE Aerospace Engineering duniey;
Sciences
view All |2 | pownload [ (8] Rows 1 -7 or 7 2] 1]
| Select All | | Clear All | Printer Friendly Version
! v]| <- Add this grade to selected students |
| Notify Selected Students ] Notify All Students |




b. Bubble Grading: Click the radio button next to the appropriate grade for each student. If you choose this

option, save your work often. Note: Wait for the system to process the grade before you select the next
grade.

DROF DOWN GRADING | | BUBBLE GRADING UPLOAD GRADES Save
Scroll Area Find First ‘&' 1-7of7 ‘&' Last
Empi:[ | Name:[ ]
A ® A B B+ B- £ C+ C- D D+ D- F |

Empiip: [ ] MNamei[ ]

A A- B B+ B- Cc C+ C- D D+ D- F: I

empi: [ | MName[ ]

A A- B B+ B- C C+ C- D D+ D- F I
Select All Clear All Printer Friendly Version
T <- Add this grade to selected students
Motify Selected Students Motify All Students

c. Sync or Upload Grades: Upload grades for an entire class from an external file.
i. Sync your grades or format a grading spreadsheet for upload.

* Sync grades from Canvas: Follow the steps on OIT’s Canvas - Web Grading Sync
page to export a correctly formatted CSV file.

+ Export grades from D2L: Follow the steps on OIT’s D2L - Export Grade Book for Web
Grading page to export your grades and format the file for upload.

* Upload a CSV file: Follow the steps in CSV File Format Requirements & Upload
Instructions to format your spreadsheet for upload.

ii. Click Attach File.

Academic Institution: CUBLD CU Boulder

Term: 2181 Spring 2018
Instructor ID: |:| Ralphie Buffalo
Class Mbr: 17041 TV Production 2

| ReTuRrN To ROSTER

Roster file must be in C5V format and should not contain a header row. The roster file should only
include two columns: Student ID Number (9 digit ID number) and the student grade. The grades MUST
be in UPPERCASE. See sample below:

123456789 A

976543210 B+



https://oit.colorado.edu/tutorial/canvas-web-grading-sync
https://oit.colorado.edu/tutorial/d2l-export-grade-book-web-grading
https://oit.colorado.edu/tutorial/d2l-export-grade-book-web-grading
https://www.colorado.edu/registrar/node/426/attachment
https://www.colorado.edu/registrar/node/426/attachment

ii. Click Choose File.

File Attachment

‘ Choose File j}ln file chosen
ancel

iv. Browse for your CSV file, select it, then click Open.

Help

€ Open X
4 B s ThisPC » Desktop v Search Desktop yel
Organize New folder =~ ™ @
I This PC 2y Name Type Size N
_- Desktop @ 2181 IRNL3674-010 .  Microsoft Excel Comma Separated Values File TKB
g Documents
* Downloads
File nare: | 2181 JRML 3674-010 v| All Files ~
e —
2. Co L) e

v. Click Upload.

File Attachment
Help

g File | 2181 JRNL 3674-010.csv
Cancel

vi. A pop-up reminder will appear explaining the file formatting requirements. Click OK to dismiss it.

Message

NOTE: The first two columns in the CSV file must be the Student ID and Roster Grade (with no header row). Wrong file format
will give you a series of PeopleCode errors when select “Upload File™.




Vii.

viii.

Click Upload File.

Academic Institution: CUBLD CU Boulder

Term: 2181 Spring 2018
Instructor ID: [ ] Ralphie Buffalo
Class Mbr: 17041 TV Production 2

File Path and Name [opt/pscust/icstst/files/GradeUpload/
{ANZ):

File Name: 21B1_IRNL_3674-010.csv

Attached file successfully. Click on UPLOAD FILE to upload the Grades, RETURN TO ROSTER to
Cancel

ATTACH FILE| UrLoaD FILEI RETURN To RDSTEH'

If the file was formatted correctly, the page will update with the number of upload errors and the
number of successfully uploaded records. The system will also generate an email confirming the
upload.

Academic Institution: CUBLD CU Boulder

Term: 2181 Spring 2018
In=trisctoc T0: |:| Ralphie Buffalo
Class Nbr: 17041 TV Production 2

File Path and Name fopt/pscustficstst/files/GradelUpload/

(ANZ):

File Name: 2181 JIRML_3674-010.csv

Errors in Upload: 1 Records Successfully Uploaded: 6
ATTACH FILE UrLoap FILE RETURN To ROSTER

Click Return to Roster to review the uploaded grades.

Academic Institution: CUBLD CU Boulder

Term: 2181 Spring 2018
Instructor ID: ] Ralphie Buffalo
Class Nbr: 17041 TV Production 2

File Path and Name Jopt/pscustficstst/files/GradeUpload/

{ANZ):

File Name: 2181_JRMNL_3674-010.csv

Errors in Upload: 1 Records Successfully Uploaded: 6
ATTACH FILE UpLoaD FILE| RETURN To RDSTEﬁl




X.

Xi.

Check the grades carefully and enter any that failed to upload.

| DROPDOWN GRADING| | BUBBLEGRADING | | UPLOADGRADES ||  Save

| student Grade |

FERPA D A Roster  Official Lab Rec

Grade Grade  Section Section ©ro9fam and Plan Leyel

Coll of Media, Comm&Info

@B | [A v 011 UGRD - Sophomore

Journalism/Political Science
Coll of Media, Commé&Info

@28 | | B _+] 011 sl Junior

Communication/Journalism
Coll of Media, Comm&Info

@ 3E [ | [B+ ¥ 011 UGRD - Junior

Journalism/Business Minor
Coll of Media, Comm&Info

048 | | [~ 011 UGRD - Junior

Journalism/Media Production
Coll of Media, Commé&Info

o sHE | | [A_~ 011 UGRD - Junior

Journalism/Business Minor
Coll of Media, Commé&Info

s | | [c+ ¥ 011 UGRD - Sophomore

Journalism/English

Coll Engineering & AppSci
@) UGRD - :
@ |7 ? | i3 o Aerospace Engineering Junior
Sciences

view All |2 | Download (M1 [ Rows 1-7 of 7 [ [F1]

| Select Al | | Clear All | Printer Friendly Version
[ ]| =~ Add this grade to selected students |
| Notify Selecied Students | | Notify All Students |
Click Save.
| DROP DOWN GRADING | | BUBELE GRADING | | UPLOAD GRADES
—_—
| Student Grade |
FERPA 1D Name Soaler | Ofcial | 30| o BC progran and Plan Level
- Coll of Media, Comm#&Info
o E | | [A v 011 UGRD - Sophomore

Journalism/Political Science

Coll of Media, Comm&Info

UGRD - ¥
=HEL S| |8~ 011 ekt Junior
Communication/Journalism

Coll of Media, Commé&Info

@ a3E | | [B+ ~ 011 UGRD - Junior

Journalism/Business Minor
Coll of Media, Comm&Info

048 | | [~ 011 UGRD - Junior

Journalism/Media Production
Coll of Media, Comm&Info

@ sE | | [A_~ 011 UGRD - Junior

Journalism/Business Minor

Coll of Media, Comm&Info

O | | [E~~ 011 UGRD - Sophomore
Journalism/Enaglish

Coll Engineering & AppSci

- B 7] UGRD - ;
@ 7m | | il s Agrospace Engineering i
Sciences

view Al |2 | Download (M1 [ Rows 1- 7 of 7 [ [H]

| Salect All | [ Clear Al | Printer Friendly Version
[ ]| < Add this grade to selected students |
| Notify Selected Students | | Notify All Students |




7. Once you've finished entering grades, change the Approval Status drop-down menu at top of page and choose
the correct option based on your role.

a. If youre a TA or non-approving instructor, change the status to Ready for Review to indicate the grades
are ready for next-level approval, then click Save.

Instructor Grade Access: Grade Grades Grading Information/Deadline
Display Options Grade Roster Action
Grade Roster Type Final Grade *Approval Status | Ready for Review
Display Unassigned Roster Grade Only (To change the Approval

Status, select from the drop
down and press Save)

Your grades are now ready for review. Please press SAVE in the Approval Status box to confirm this status (if you have not done so already). An
email will be sent to the primary instructor(s) to notify them that the grades are ready for approval.

b. If you’re a primary instructor or other approver, change the status to Approved, then click Save.

Instructor Grade Access: Post Grades Grading Information/Deadline
Display Options Grade Roster Action

Grade Roster Type Final Grade *Approval Status : Approved '[_ Save _J’
Display Unassigned Roster Grade Only {To change the Approval

Status, select from the drop
down and press Save)

Grades for this class are approved and ready for posting to the students’ record. Please confirm the "Approved” status by selecting the SAVE box
to the right of the status box(if you have not done so already).

After saving the "Approved” status, select the POST button to immediately post grades.

If the grades are NOT ready for posting, change the approval status to "Not Reviewed”.

NOTE: If you leave the status as Approved, the grades will be posted automatically by an Office of the
Registrar process that runs every three hours during the grading period. Therefore, if you’re not completely
certain the grades are ready to post to students’ transcripts, change the status back to Not Reviewed.

Instructor Grade Access: Grade Grades Grading Information/Deadline
Display Options Grade Roster Action
Grade Roster Type Final Grade *Approval Status | Not Reviewed
Display Unassigned Roster Grade Only (To change the Approval

Status, select from the drop
down and press Save)

Your grades are now ready for review. Please press SAVE in the Approval Status box to confirm this status (if you have not done so already). An
email will be sent to the primary instructor(s) to notify them that the grades are ready for approval.




8. Changing the status to Approved causes a Post button to appear. If you're confident the grades are ready to post
to students’ transcripts, click Post.

Instructor Grade Access: Post Grades Grading Information/Deadline
Display Options Grade Roster Action
Grade Roster Type Final Grade *Approval Status | Approved vi Save
| Display Unassigned Roster Grade Only {To change the Approval

Status, select from the drop
down and press Save)

Grades for this class are approved and ready for posting to the students' record. Please confirm the "Approved” status by selecting the SAVE box
to the right of the status box(if you have not done so already).

After saving the "Approved” status, select the POST button to immediately post grades.

If the grades are NOT ready for posting. change the approval status to "Not Reviewed”.

DROP DOWN GRADING BUBBLE GRADING UPLOAD GRADES Save

9. A confirmation screen will ask you to confirm the grades are ready to post. Click OK.

Post Confirmation

Post Confirmation. The grades will be posted to the student records., Once grades are posted, zll changes require 2 Grade Change Request.

10. Once the grade roster is approved and posted, all grades are locked in and cannot be changed through web
grading.

!nstructor _Grade Access: Post Grades Grading Information/Deadline
Display Options Grade Roster Action
Grade Roster Type Final Grade *Approval Status | Approved v | Posted
| Display Unassigned Roster Grade Only (To change the Approval

Status, select from the drop
down and press Save)

Request Grade Change

The roster has been posted and changes can only be made through the Grade Change Process
DROP DOWN GRADING BUBBLE GRADING UPLOAD GRADES

Student Grade

FERPA 1D Name Roster Official Lab Rec

Grade Grade Section  Section fogramianiib Level

Coll of Media, Commé&Info
== | | A- A 011 UGRD - Sophomore Posted
Journalism/Political Science

Coll of Media, Commé&Info
1 UGRD - +
2| e e 011 it Junior Posted

Communication/Journalism
Coll of Media, Commé&Info

3 a | | B+ B+ 011 UGRD - Junior Posted
Journalism/Business Minor

Coll of Media, Commé&Info

& | 4B | | = A 011 UGRD - Junior Posted

Journalism/Media Production

Coll of Media, Commé&Info

5 B | | A A 011 UGRD - Junior Posted
Journalism/Business Minor

Coll of Media, Commé&Info

== | | C+ C+ 01 UGRD - Sophomore Posted

Journalism/English

11. If you need to request a grade change, you can do so using the grade-change workflow. See Using the Grade-
Change Workflow for step-by-step instructions.



https://www.colorado.edu/registrar/node/1634/attachment
https://www.colorado.edu/registrar/node/1634/attachment

	Detailed Grading Instructions

