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Grading Proxies: Enter Final Grades 
 
 
Concept 
 
This document demonstrates how a Grading Proxy uses the Grade Roster to enter final grades for 
a class.  Grading proxies are designated by instructors to have access to enter grades for classes, 
but they cannot submit final grades.  One becomes a grading proxy by submitting a request form 
(http://www.case.edu/registrar/forms/sectionreqforminstructor.pdf) to the University Registrar's 
office, and then being assigned to the appropriate class sections in the Schedule of Classes.  
  
Click the  icon to the immediate left of the class to access the grade roster.  
  
 
Procedure 
 
Use these directions to enter grades for the classes for which you are a Grading Proxy. 
 

 
 

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

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

http://www.case.edu/registrar/forms/sectionreqforminstructor.pdf�
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Step Action 
3. Click the Sign In button. 

 

 
 

Step Action 
4. The Faculty Center appears.    

 
In the My Teaching Schedule grid are all classes to which you have been assigned 
as a grading proxy in this term. 

 

 Individuals who are grading proxies can enter grades in the SIS Grade 
Roster via the Faculty Center, but cannot approve official grades.  Only 
approved grades can be posted to student records.  Grading proxies are 
assigned to class sections in the Schedule of Classes.  Once a grading 
proxy enters grades, the instructor of record must approve the official 
grades.  The instructor of record can also change grades that the grading 
proxy has entered. 
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Step Action 
5. On the My Teaching Schedule table, locate the class for which you want to assign 

grades.   
 
Click the Grade Roster icon to the immediate left of the class. 

 

 
 

Step Action 
6. The Grade Roster screen appears.  At the top of the screen is the class meeting 

information.   
 
The Grade Roster Type dropdown list contains the default value Final Grade. 
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Step Action 
7. The Approval Status dropdown list contains the value Not Reviewed. 

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

Grade column. 
 

9. The grading basis appropriate to the particular student appears in the dropdown 
list.   
 
Select the appropriate grade. 

 
10. When you are finished entering grades, click on the Approval Status dropdown 

list. 
 

11. Select Ready for Review. 
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Step Action 
12. Click the Save button to save the grades. 
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Step Action 
13. A message appears to let you know that your changes to the grade roster were 

saved. 
 
Click the OK button. 

 
14. This completes the process of entering final grades on the Grade Roster.   

 
The students' grades for the class have been saved and the instructor of record can 
review and submit them. 
End of Procedure. 
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