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Concept

This document demonstrates how an instructor uses the Grade Roster to enter and/or approve
grades for a class section.

Click the = icon to the immediate left of the class to access the grade roster.

Procedure

Use this document as a guide to entering and approving grades for your classes.

\/ | CASE WESTERN RESERVE

SIUNIVERSITY
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Student Information System Sign In

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 Hioow v
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.
Click the Sign In button.
Sign In
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Step Action
4. On the My Teaching Schedule table, locate the class for which you want to assign
grades. Click the Grade Roster icon that is immediately to the left of the class.
Please note: The icons at the top of the table are used as a legend only and are
inactive.
5. Decision: What would you like to do?
e Enter and approve grades
Go to step 6 on page 2
e Review/change grades entered by yourself or a grading proxy
Go to step 16 on page 5
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Grade Roster
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Display Options: Grade Roster Action:
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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 Final Grade.
*Grade Roster Type | Final Grade A "
7. The Approval Status dropdown list contains the value Not Reviewed.
*Approval Status | Mot Reviewad A |

Page 2
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BL:\.\I WESTERN RESERVE
UNIVERSITY Home Add to Favorites Sign out
=

Display Options: Grade Roster Action:

*Grade Roster Type | Final Grade *Approval Status | Not Reviews d | save

[ Display Unassigned Roster Grade Only

<

Student Grade

- Exp
1D Name el [ Level Grad
Grade [Grade

Term
ences Undergraduate Spring
Of n BA)/Pre-Health ist Year 2013
Mai nt Undergraduste - Spring B
0o 2 Man: nt (BS) Sophomore 2012
Managsment Undergraduate - Spring
O = Accounting (B5) 1stYear o013
Arts B Sciences Undergraduate
O = £ Communication Sciences (BA)/Pre- |Junior 25’;:9
Health
Arts B Sciences Undergraduate - . Spring
O s 5 Psychology (BA) Senior 2011
Arts B Sciences Undergraduate - Spring
Ol s £ giology (BA)/Pre-Health Sophomore 2011
Undeclared Undergraduste - Spring
0o 7 Pra-Medicine (Int) Sophomore 2012
Undeclared Undergraduste - Spring
O = Music E t) Sophomore |55,
Arts B Sciences Undergraduate -
0ol s ¢ Interational Studies (BA)/Theater |istYesr |ZP179
Arts (BA)
Arts B Sciences Undergraduate -
O} i Biclogy (BA)/Psychology (BA)/Pra- | Sephomore |SP172
Health
Arts B Sciences Undeargraduats - .
Ol ¢ Music (BA)/ Internstionsl Studies | Senior ESTTQ
(BA)/Spanish (Min)
Undsclared Undergraduste - Spring
0|12 t Biology (Int) istYear  oni3
——| Al A A, A, : b
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Step Action

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

9. Only those grades applicable to the student's grading basis appear. Select the
appropriate grade.

@ Tip: You may also use the tab button on your keyboard to highlight each
dropdown box and type in a grade for each student. Please be aware that
some students may already have "W" and "WD" grades assigned, or may
have elected a special grading basis, like audit grades.

Step Action

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

|| Mot Reviewed V|

11. If you are ready to submit the grades, click the Approved list item.
[approved |

@ Grades can be saved without being submitted at any point in the grade
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entry process by clicking the Save button when the Approval Status
dropdown list is set to Not Reviewed or Ready for Review. It is also
possible to submit a partially-entered grade roster when in Approved

status.
B CASE WESTERN RESERVE
ALt 826 Home Add to Favorites Sign out
=
New Window | Help | 1,
Warning - You are about to Approve grades for posting. (27000,144)
Approved grades are normally posted within a minimum of 24 hours and cannot be revised later without completing the grade change process. Please be sure grades are accurate
before proceeding
OK Cancel
Message from webpage
A warning -- There are some studsnks in the roster wha do not have grades recorded. (27000,143)
This grads roster can be sawed sven though it is incomplete at this time, BUE vou wil need to returm later, resst your
toster status to ok Reviewed, and record the missing grades. Please dick "OK" and then click "Save” if you are done
recording grades at this time.
Cone & Local intranet g v 0% v
Step Action
12. If the roster is not fully graded, a warning message will appear. It states:

Warning - There are some students in the roster who do not have grades recorded.

This grade roster can be saved even though it is incomplete at this time, but you
will need to return later, reset your roster status to Not Reviewed, and record the
missing grades. Please click "OK" and then click "Save" if you are done recording
grades at this time.

Click the OK button.

Lo« |
13. Click the OK button to submit the grades.
oK
14. If you clicked OK, the grade roster screen reappears and a notification window

appears to let you know that your grade roster has been saved.

Click the OK button.
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Step Action

15. This completes the process of entering and submitting grades in the Grade Roster.
The students' grades for the class are now submitted and will be posted to their
student records within a minimum of 24 hours.

End of Procedure. Remaining steps apply to other paths.
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Ima Professor =
( Faculty Center V Advisor Center ]( Search W
| my schedule | permission requests || class roster |l grade roster |
Grade Roster
T View FERPA Statement
=~ ANTH 102 - 100 (5457) change class
Being Humzn: An Introduction to Socizl 2nd Cultural Anthropolegy (Lecturs)
Days and Times Room Instructor Dates
MoWe 3:00AM-10:15AM Mather Memorial | 225 Ima Professor 01/11/2010 -
04/26/2010
Display Options: Grade Roster Action:
*Crade Roster Type +ApprovalStatus  [iot Reviewed W] | save
[ Display Unassigned Roster Grade Only
Student Grade
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nt Undergraduate - Spring
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Health 2011 b
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information.

The Grade Roster Type dropdown list contains the default value Final Grade.
*Grade Roster Type | Final Grade W ||

17. Decision: What would you like to do?

e Add or change grades
Go to step 18 on page 5
e Submit grades
Go to step 23 on page 7

18. If the Approval Status dropdown list contains the value Approved or Ready for
Review, click on it.
*Approval Status | Ready for Review ?l

19. Click the Not Reviewed list item.
[Mot Reviewsd |
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Display Options: Grade Roster Action:

*Grade Roster Type | Final Grade *Approval Status

[ Display Unassigned Roster Grade Only

<

Student Grade
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Step

Action

20.

Changing the Approval Status to Not Reviewed activates the Roster Grade
dropdown lists, thus enabling you to choose a new grade for any student.

}@ To specifically locate students that have not been given a grade in the

Grade Roster, click the Display Unassigned Roster Grade Only
checkbox. This will cause only those students who have not had grades
assigned to them to show up on the Grade Roster. To make the entire
roster list reappear, click the Display Unassigned Roster Grade Only
checkbox again.

D Display Unassigned Roster Grade Only

Step

Action

21.

To add or reassign a grade to a student, click on the student's dropdown list in
the Roster Grade column.

22.

Select the appropriate grade. Only those grades applicable to the student's grading
basis will appear.

Page 6
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Step

Action

23.

When you are finished reviewing grades, click on the Approval Status dropdown
list.

|*A|:||:|rn:wa| Status | Mot Reviewsad w "

24,

Click the Approved list item.
|Approved |

W Case WESTERN RESERVE
1 NIVERSIT I o
1

Warning - You are about to Approve grades for posting. (27000,144)

Approved grades are normally posted within a minimum of 24 hours and cannot be revised later without completing the grade change process. Please be sure grades are accurate
before proceeding

OK

Home Add to Favorites Sign out

New Window | Help | 1,

Cancel

Done

% Local intranet H100% -

Step

Action

25.

A confirmation screen appears to warn you that you are about to approve grades for
posting.

If you have not assigned grades to some students, you will receive a warning that
not all students have been graded. You can return at a later time to enter additional
grades.

To return to the grades without approving, click the Cancel button.

To approve grades, click the OK button.
oK

26.

If you clicked OK, the grade roster screen reappears and a notification window
appears to let you know that your grade roster has been saved.

Click the OK button.
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Step Action

217. This completes the process of entering, changing and approving grades on the
Grade Roster. The students' grades for the class are now submitted and will be
posted to their student records within a minimum of 24 hours.

End of Procedure.
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