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Entering Midterm Grades

Concept

This business process demonstrates entering Midterm grades in the Grade Roster of the Faculty
Center. It can be used by class instructors, grading proxies, and teaching assistants (TA'S).

The process of entering Midterm grades applies only to those instructors, grading proxies and
TA's facilitating undergraduate level classes.

Procedure

Use the Entering Midterm Grades process to enter midterm grades for undergraduate level
classes.

@ CASE WESTERN RESERVE

NIVERSITY 571826

Student Information System Sign In

======== WARNING ****xxkx
This is a private system. Unauthorized access to or use of this
system is strictly prohibited. By continuing, you acknowledge your
awareness of and concurrence with the Acceptable Use Policy of Case
Western Reserve University. Unauthorized users may be subject to
criminal prosecution under the law and are subject to disciplinary
action under University policies.

Office of the Registrar MyCase Portal ERP SIS Project

% Local intranet E 0 -

Step Action

1. On the Student Information System Sign In page, enter your Case Network ID
into the User ID field.

Enter the associated Case Network ID password into the Password field.

Click the Sign In button.
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Search:

[ My Favorites
[> Self Service

> PeopleTools
— Homepage

WA CASEWESTERN RESERVE
1,';[\\\“”»\ Az

I Records and Enroliment
[> Curriculum Management
> Reporting Tools

— Confidentiality Agreement
— Announcements

Home Add to Favorites Sign out

Helo (&

&

Marvin Mettleson ID; 8882222

f faculty center || permission requests || _class search || _browse catalog || _faculty search |

Faculty Center

My Exam Schedule
Vigw My Advisees

Fall 2008 | Case Western Reserve Univ

Select display option: (® Show All Classes (O Show Enrolled Classes Only

i Class Ros

My Teaching Schedule > Fall 2008 > Case Western Reserve Univ

ter & crade Roster

Class Class Title Enrolled Days & Times Room (Capacity) Class Dates
5 (5] ENGL 148- Introduction to a MoWeFr 10:30AM - 11:30AM  Guilford House 301 (15)  08/25/2008-12/05/2008
103

Composition
(12093)  (Lecture)

View Weelly Teaching Schedule

Go to top

My Exam Schedule > Fall 2008 > Case Western Reserve Univ

You have no final exams scheduled at this time.

Goto top
Faculty Center Reguests Class Sesrch Browse Catalog Faculty Search
(e
<) | C
(@ « Trusted sites E100% v

Step

Action

The Faculty Center appears.

On top of the faculty center tab is your name and EmplID.

On the My Teaching Schedule grid, locate the class for which you want to assign
grades. Click its Grade Roster icon.

El
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CASEWESTERN RESERVE
B UV ERS T ®2 Home Add o Favories Sian out
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Faculty Center

Grade Roster B View FERPA Ststement

ENGL 148 - 103 Introduction to Composition
Lecture (12093)

< Meeting Information
Days & Times Room Instructor Meeting Dates

MoWeFr 10:30AM - 11:30AM |Guilford House 301 Marvin Mottleson |08/25/2008 - 12/05/2008

#Grade Roster Type | Mid-Term Grade  |¥ [ pisplay Unassigned Roster Grade Only
Approval Status | Mot Reviewed v

~| _<-add this grade to all students |

Grade
Basis

Program and Plan

Arts B Sci

1| [ |ss81120|Armstrong, Lou\e MER | oay

aduate

Arts B Sciences -
)/ Chemistry (Min)/Pra- |Senior

2| [ |e881117 |Dutt,Hillary MGR |Biology (

Health/Tl
Arts B Sciences Undergraduste -
8881118 - MGR 3
50 Kidd Jason Biology (BA)/Pre-Health [T
Arts B Sciences Undergraduate -
\ - i
4| [ |ese1118|Rubble,Barney MGR | e (B8 Senior

NGTIFY SELECTED STUDENTS | HOTIFY ALL STUDENTS PRINTER FRIENDLY VERSIGN

RETURN SAVE

(@ « Trusted sites E100% v

Step Action

6. The Grade Roster screen appears. At the top of the page is the class meeting
information.

The Grade Roster Type dropdown list contains the default value Midterm
Grade.

The Approval Status dropdown list contains the value Not Reviewed.
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% CASEWESTERN RESERVE
BUNIVERSITY ®a6 Home Add to Favories Sign out
=
~
Faculty Center 7l
Grade Roster B View FERPA Ststement
ENGL 148 - 103 Introduction to Composition
Lecture (12083)
7 Meeting Information
Days & Times Room Instructor Meeting Dates
MoWeFr 10:30AM - 11:30AM |Guilford House 301 |Marvin Mottleson |08/25/2008 - 12/05/2008
*Grade Roster Type [ pisplay Unassigned Roster Grade Only
Approval Status | Not Reviewsd v
~| _<-add this grade to all students |
5
| BE
Student Grade
Roster (Official |Grade
MNotify (1D Hame Grade |Grade |Basis |Program and Plan Level
Artz B Sciences Undergraduats -
8881120 v MGR ‘) P S
1 0 Armstrong, Louie Biology (BA)/Chemistry (BA)/Pre-Health ~ [>="°"
Arts & Sciences Undergraduate -
2| [0 |eee1117 |puftHillary MGR |Biclogy (BA)/Franch (BA)/Chemistry (Min)/Pre- |Senier
Health/Theater Arts {
Artz B Sciences Undergraduats -
8881119 v MGR 3
5| 0 el Biclogy (BA)/Fre-Health  [umer
Arts & Sciences Undergraduate -
a| [ |ess1118|Rubble.Bamey MGR | e (B8 Seniar
NOTIFY SELECTED STUDENTS | NOTIFY ALL STUDENTS PRINTER FRIENDLY VERSION
RETURN SAVE
v
(@ « Trusted sites E100% v

Step Action

7. The Student Grade grid contains a roster of all students enrolled in the

| Student Grade I

class. Listed to the right of each student are his/her Program and Plan, and Level.

8. The Grade Basis column contains the value MGR, Midterm Grades, for all

students.

Grade
Basis

9. To assign a grade to a student, click on a dropdown list in the Roster

Grade column.

10. All applicable midterm grades appear in the dropdown list. Select the appropriate

grade for the student.
Please note: S and U are acceptable midterm grades.

Repeat for all students on the grade roster.
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Faculty Center

% CASEWESTERN RESERVE
BUNIVERSITY s26 Home Add to Favortes Sign out

Grade Roster B View FERPA Ststement

ENGL 148 - 103 Introduction to Composition

Lecture (12093)

Days & Times

< Meeting Information

Room Instructor Meeting Dates

MoWeFr 10:30AM - 11:30AM |Guilford House 301 |Marvin Mottleson |08/25/2008 - 12/05/2008
#Grade Roster Type | Mid-Term Grade % [ pisplay Unassigned Roster Grade Only

Approval Status | Not Reviewsd v
~| _<-add this grade to all students |

.
| @
Student Grade
Roster |Official |Grade
MNotify (1D Hame Grade |Grade |Basis |Program and Plan Level
Artz B Sciences Undergraduats -
8881120 |Arms| A v MGR . S
1 0 Armstrong, Louie Biolo, Chemistry (BA)/Pra-Health ~ |>="°"
Arts & Sciences Undergraduate -
2| [0 |eee1117 |puftHillary MGR |Biclogy (BA)/Franch (BA)/Chemistry (Min)/Pre- |Senier
Health/Theater Arts {
Artz B Sciences Undergraduats -
8881118 = A~ MGR 3
30 Kidd.Jason Biology (BA)/Pre-Health [T
Arts B Sciences Undergraduate -
\ -
a| [ |ess1118|Rubble.Bamey MGR | e (B8 Seniar
NOTIFY SELECTED STUDENTS | NOTIFY ALL STUDENTS PRINTER FRIENDLY VERSION
RETURN SAVE
(@ « Trusted sites ®100% -

Click the Save button.

&

Please note: Once the Midterm Grade Roster is saved, grades are
immediately visible to students. This process is unlike entering and
submitting Final grades, which requires that the Approval Status
dropdown list be changed to Approved. The Approval Status dropdown
list does not have an effect on whether or not Midterm grades are visible
to students. Consequently, if a mistake is made to a student's grade that
requires that it be changed after having been saved, the student will be
able to see the mistake and its correction in the Grades screen of his/her
Student Center.

]
Click the Download icon i to download the data on the screen into an
Excel spreadsheet.

Step

Action

12.

This completes the process of entering midterm grades in the Grade Roster. The
students' grades for the class are now available for their immediate review in the
Student Center.

End of Procedure.
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