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EFFICIENT, SIMPLE, SOLID

Faculty Center - Entering Grades
Gateway 2 Faculty Center > My Schedule

Or NavBar = Navigator - Self Service - Faculty Center 2 My Schedule

NOTE: Save entries often as data will be cleared/lost if page times out after 20 minutes of inactivity.

On the My Schedule page, verify you are viewing the correct term and institution. If necessary, select Change
Term to change between terms or institutions.
To view the Grade Roster for an individual class, select the Grade Roster icon next to the appropriate

class. The Grade Roster page will display with the selected class.

< Home Faculty Center

- Faculty Center ~
My Schedule
Faculty Center
Cl Roste
ass moster My Schedule

Grade Roster

FALL 2019 | Clark College Change Term
Contract Info

View Textbook Summary
Search . My Exam Schedule
Select display option

@® Show All Classes O Show Enrolled Classes Only

Icon Legend ## Class Roster 5] Grade Roster 7] Gradebook [+ Assignments [ Learning Management

My Teaching Schedule > FALL 2019 > Clark College
My Teaching Schedule > FALL 2019 > Clark College

i 1-2 0f2 v | View Al
Class Class Title Enrolled Days & Times Room Class Dates
allE) = :%%E%‘F“‘L ABE Special Topics (Laboratory) 25 MoTuWeTh 10:00AM - 11:00AM Larch Correctional Facilty 52 23233;'3
P =i &EE{?F”L ABE Special Topics (Lecture) 25 MoTuWeTh 8:00AM - 10:00AM Larch Correctional Facilty %P 23232;9
View Weekly Teaching Schedule Go to top

My Exam Schedule > FALL 2019 > Clark College

You have no final exams scheduled at this time_

Note that the class has a lab and lecture component. Only the lab is graded, so only the lab will have a grade

roster.
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4.

3. On the Grade Roster page, change between classes by selecting Change Class. The My Schedule page will

display to allow a different class to be selected. Ignore the message at the top.

Grade Roster

 FERPA Statement

A You 2 Gl s are temporarily disabled _Zmeh entering
~ your data and aulg re-enable. To exit without saving, click 'enable tabs & ligkae®™saved data will be
cleared.

Enable Tabs & Lin

FALL 2019 | Regular Academic Session | Clark Collage | Academic Career

- Change Class
ABE 5 - FOIL (7929
Adult Basic Education Special Topics - ABE/GED Instruction (Laboratory)

Days and Times Room Instructor Dates

MoTuWeTh 10:00AM-11:00AM Larch Correctional Facility 09/23/2019 - 12/06/2019

Make sure you select Final Grade and Not Reviewed.

Display Options Grade Roster Action

“Grade Roster Typefl Final Grade ~ *Approval Status (Not Reviewed v) Save
[ Display Unassigned Roster Grade Onl

To enter grades, select the appropriate grade from the drop-down box, or simply type in the grade.

5 Q 1200122 ~ | b M
Student Grade Transcript Note 1>
ID Name g':::fer tf;;i::l Ic-rfas‘ Date g;:?sing Program and Plan Level Early Alert
Attendance
O 1 oD G ] ORD Mo degtee-Job cparace Frestman Zer"
0 2 oo o | | GRD. | Nowdogree - Job sparade Fresnman 0
0 2 v emm— | D e Fesman S0
0o 4 20-_ gf GRD mgz:gega:gjes-egmggl:lon-degree-an Freshman ilue!?‘;ﬂ\t
D upgrade

O 5 20_ F+ GRD mgz:ge\?fgargjes-ii'gnugpéra de Freshman ilue?;m
0 s come— | | GRD o egroe- Job uperade Frestman 2™
07 A, G .../ GRO. (o Segree - Jab sparade Fresnman ST
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a 1.90 0f 22 ~ » b 5. After entering all student grades, select Save.
*Note that this is telling you that you have 22 students and

the first 20 are displaying. Be sure to enter ALL grades.

6. After all grades are entered and saved, review them for accuracy.

Return to Display Options. Keep the Grade Roster Type as Final Grade, but check the box for Display

Unassigned Roster Grade Only. This will show you any students you may have missed grading

Display Options Grade Roster Action

. . “Grade Roster Type} Final Grade ~ *Approval Status (Not Reviewed v) Save
[] Display Unassigned Roster Grade Onl

Note: Changing Approval Status before grades are saved will cause all grades to be lost. You must save grades

before approving them.

7. Inthe Grade Roster Action section, choose Approved from the drop-down menu.

8. Select Save.

Grade Roster Action

Approved

L L™ 18y \\..-'IL.-'IL_.-d Save
Ready for Review

*Approval Status

Note: Once the grades are saved in Approved status, you will need to contact Enrollment Services to make

changes.
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