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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.

Last updated 10/2019
2| Page


http://students.asu.edu/facultycenter

Fsd

Post Grades to the Grade Roster

Grade Roster Job Aid

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 1-855-278-5080 if you any questions orissues.

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

%'ARIZONA STATE
UNIVERSITY

Download free at

] ASU LiveSafe mobile app <
B8 Connect with ASU PD: =

y
chat | pictures | audio | video | livesafe.asu.edu

Sign In

LiveSafe

ASURITE User ID: ||
Password:

sign In

Need Help? Help Center

Activate or Requestan ID
Forgot ID / Password?

Remember My User ID

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.

ﬂl‘ ARIZONA STATE
UNIVERSITY

Teaching Research Employment Service Profile
b My Classes
2 4 Summer'16 | Fall'l4 | Spring'17 | ||Summer'17 | Fall"17
— PSY 101 Introduction to Psychology y | v 2 417/458
PSY 101 Introduction to Psychology ¢ & M v 337450
L PSY 315 Personality Theory/Research s ¢ @ < 2£.95/100
:‘: PSY 394 Topic: Consumer Psychology tgm o 2£97/100
PSY 394 Topic: Consumer Psychology tfg m 230/100
v PSY 399 Supervised Research e et A gm0
e, PSY 499 Individualized Instruction ol S R P
Ly Books | Blackboard | Custom Combined Rosters Legend
& .
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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, click on Grade Roster.

My Classes Announcements | News |

4 Fall'13 Spring 14  Summer'14 Fall'14 Spring '15 University network service d

O oanfaoraman tormaoto wonibivg
EDT 321 77297  Mobile Technologies&Your World L‘}' ( Class Tools X £

View My Schedule

ﬁﬁ View Class Roster q
ﬁ' Academic Status Report

& Grade Roster +—

Books | Blackboard | Custom Combined Rosters: reEgend™

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 F=2H
g Roster |Official |Grading
iD Posting ID Name Grade |crade |Basis Program and Plan Level
B W.P. Carey School of
~ 1|12C 5 V- GNA Business - Senior
s Business (Law)
:+ W.P. Carey School of
Business - 5
( 2
= 2(120 Bi A- GNA Supply Chain Senior
g ) Management/Marketing
—_— = 1 T
c = Health Solutions - 2
| 2 = B .
3120 Jc c e ADM Speech & Hearing Science Senid:
B e+ Ira A Fulton Engineering -
2
—~ 41120 D 2 GNA Civil Engr (Envrnmntal Engr) Sophomora
E EN Liberal Arts & Sciences - :
= E
212 Ti 1 e Psychology BS - Tempe ey
L Y Liberal Arts & Sciences -
6|12C Fi v GNA Biochemistry (Medicinal Junior
Chem)
W.P. Carey School of
7|12¢ E v GuA: |Business: s Seniar
W Business (Communication)-
BA
Ei Liberal Arts & Sciences - X
2 = v
= e G el Communication BS ST
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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 | Post Tonight ~i| Sawe

Import Grades From File

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
Save Post process if grades for all students have been posted. A Grade Roster set to
COMPLETE, but not posted immediately, will POST TONIGHT.

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.

Display Options: Grade Roster Action:

*Grade Roster Type Final Grade v || “Approval Status Omplete

Display Unassigned Roster Grade Only Request Grade Change| | Import Grades From File

Student Grade

Posting d
o ) [ Grade |Grade |Basis |-odramand Plan
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Grade Posting Shortcuts

Enter Same Grade for MultipleStudents

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
Display Options: Grade Roster Action: (
*Grade Roster Type Final Grade - | “Approval Status  Not Reviewed - Save
] Display Unassigned Roster Grade Only
Import Grades From File
Student Grade Reqguirement Designation [T ¥
. Roster |Official [Grading .
1D Posting ID |Name Grade |Grade |Basis Program and Plan Level
B JA Ira A Fulton Engineering -
a1 4 W T GNA Biomedical Engineering Freshman
Integrative Sciences & Ars -
2 - A : i Sophomore
O] 2|1 1 c Step I?’J" Explore-Social & Behavioral Sc ophomore
O » o
Ira A Fulton Engineering -
3 - WA . X X S i are
B 3 d E b Civil Engineering Lol
P [N Integrative Sciences & Ars -
O] 4 E H v e Explore-Social & Behavioral Sc TTEET
= H JA Integrative Sciences & Ars - PO
] 5|1 L C v Sl Interdisciplinary Studies Sl Ll
Wiew All | L | Download Rows 1-150of 15
Select All Step 1 Clear All Step 2 Printer Friendly Version
- =- Add this grade to selected students
Motify Selected Students Motify All Students
Save Step S

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

Step 5: Click Save.
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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.

Display Options: Grade Roster Action: Step 3
*Grade Roster Type Final Grade ¥ || “Approval Status | Mot Reviewed -, Save
isplay Unassigned Roster Grade Only
Import Grades From File
Step 1

Student Grade | [==¥
Roster |Official |Grading

1D Posting 1D Name Grade |Grade |Basis Program and Plan Level
- Al . Health Solutions - -
2 00 Cl Z Clinical Exercise Physiology Graduate
- . Health Solutions - -
e L cl T e Clinical Exercise Physiology Graduate
ol ... _ﬁ Ste 2 Health Solutions - = .
= = i Mi v to "l Exercise & Wellness S
4110 20 Si - 71 Health Solutions - Graduate
El Clinical Exercise Physiology -
. . Tr . Health Solutions - =
i ¢ Je o ADM 1 clinical Exercise Physiology Graduate
View All |ﬁ| | Download Rows 1-50fh
Select All Clear All Frinter Friendly Version
= =- Add this grade to selected students
Motify Selected Students MNotify All Students Step 4
Save

Locate a Student on the Roster
The roster is displayed in a web browser, so standard searching techniques will work.

Most browsers will open a “Search” dialogue box when you press CTRL-F on your keyboard.
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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 Download link.

Student Grade | =50
: Roster
ID Posting ID Name Grade
= Al
)
2 00 cl
2(12 05 Cl v
3|12 86 P 13
% = Ni
apE = e
O 2z v
El
=45 A4 Tr
i b A Jo
iew All | | Download Rows 1-50f5

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 (.xlIs) or as a text file.

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:

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

Grade value (letter grade format)
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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 ¥ 8 ¢ D E xﬁp H 1

Mid-Term Final
StudentlD = A1 A2 Exam A3 A4 Exam Final Grade
2 | 1 | 95% 92% 90% 100% 95% A A |
3| 2222222222 | 7% 75% 75% 75% 75% 75% [ |
4 | 3333333333 | 95% 95% 95% 95% 95% 95% A |
5\ asaaaaa0as ) 85% 85% 85% 85%  80%  85% 8 )
6

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

or Excel file format.

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.

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 Action:

*Approval Status Complete

Request Grade Change

Impaort Grades From File

Step 2: Click next.

Grade Import - Instructions

Term 2171

Class Nbr OGL 220 -1001

Behavioral Dynamics in Org

Return to Grade Roster

— e

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.

0@

Return to Grade Roster

Grade Import - File Selection
Term 217
Class Nbr OGL 220 - 1001

Behavioral Dynamics in Org Previous

—

Step 1: Select a file defimiter  Bxeel

Step 2: Select the file to load

GetFile 1
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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.

File Attachment b

Help
GRADEROSTERDEMO.xIs

Upload Cancel

h |
| |

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 -G

Term 2077 Setuin
Class Nbr 70724 ASU 70724 previous | next

The ASU Experience

The Column Description represents the columns from the file. Choose the Student 1D
and Grade mappings from the drop down list next to the Student ID and Grade

columns.

I | = ‘l1-8of8 "

- Column Daescription

1 — — [|
210 [ student 10 v

: o

:

T ~—
S ROSTER GRADE | v

I -
7 PROGRAM AND PLAN \ v
8 LEVEL [ v

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

e I o e U e e T R e e R e o R A e A el O 2
Grade Import - Grades OaO=0)
Term 20227 Ratysn Rosr
Class Nbe 70724 ASLU TO224 previous l

The ASU Experience
submit 'I

119 af1v
1 1200000000 A
2 1200000000 8
3 1200000000 <
-
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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 O-@0-G
Term 2077 = 1ace
Class Nbr 70724 ASU 70724 previous I

The ASU Experience

" The grades indicated we-e not imported. Please correct your file ther use the Previous
bution at the top of the page 1o go back to the file import page and relyad the file

1200000000 ! Student has = grade on the roster.

1200000000 c Student has a grade on the roster.

1

2

3y 1200000000 Student haz a grade on the roster.
4

Common Importing Results

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

e [fthe 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.

e 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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How to Post Final Grades from Canvas to Peoplesoft Grade Roster

Review these step by step instructions:
How to Post Final Grades from Canvas to Peoplesoft Grade Roster
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Request Grade Changes

Use this method when all of the grades have been posted and the roster status is “complete”.

Step 1: Click on the Request Grade Change button.

Grade Roster Action:

*Approval Statu Complete T

Request Grade Change| | Import Grades From File

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.

culty Center

Grade Change Request

Course NG 202+ Academic  Zsizcma State Univessity
M ot Institutica
Title Werld LUterature -t 2007 Sexing
Class Number 17854 Session Reguia
Class Secton 1001 Carcar Undergaduste
Componant Lacture Instructors Lovhlare Fewhlame
!
cm
Grd Chy Enrcliment | eTiciy] |Grage  |Geade Chanon'ApprovaliDenisl Beguirement
Status Status Bosion Qesigmation

nade |To
Lt Apped Garollad ¢ :

Successfully

Cranged Enrclled iw v MU

Enrclled : v HUSM

Enrolled ,- v HUSH

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.

Subrut
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 at any time to see the status of a grade change.
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Grading Options & Definitions

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 questions about a grading option not

listed here.

Incomplete ()

|I|Il

A grade of "I" (Incomplete) should be assigned when 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 Request for Grade of Incomplete form. The completion

date is determined by the instructor, but may not exceed one calendar year from the date the grade of
IIIH

is recorded. When a student completes the course, the instructor must submit an online grade
change request to assign the earned grade.

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.
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Course in Progress (2)

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.

Failing Did Not Complete (EU)

The grade of "EU" should be used to indicate that a student never officially withdrew from the course,
but failed to participate in course activities through the end of the course. The EU grade should be
used when, in the opinion of the instructor, the student's completed assignments, course activities or
both were insufficient to make normal evaluation of academic performance possible because the
student stopped participating in the course. This grade distinction is critical to federal financial aid
administration. A grade of "EU" will display on the student's transcript beginning fall 2019. Please
review the "Grades and Grade Selection" section of the Grade Posting FAQs page for more information
about the "EU" grade.
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