Entering Grades The University of Akron

Faculty: Entering Grades

The last date of attendance is needed for those students earning an “F” or “NCR” (no
credit) AND who stopped attending class. When a student who is receiving financial aid
earns a failing grade because of non-attendance, this information must be reviewed by the
Office of Student Financial Aid to determine financial aid eligibility. Entering the last
date of attendance now will eliminate the need to manually contact the instructor later via
email for this information.

If the student earned an “F” or “NCR” AND did attend the entire semester, the last date
of attendance should be left blank. Attendance for the entire semester will be assumed if
the date is left blank.

The “Last Date of Attendance” can be modified until 7 days after the fully graded
date for the term, even if the grades have been posted and are no longer editable.

This feature can be especially helpful for large classes; the instructor can click out
of the “Grade Roster with F/NCR Grades” and complete the original roster. Then,
when convenient, the instructor can go back in and enter the date of last attendance.
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Important Information about using Self-Service:

The application will time out after 20 minutes of inactivity.

Data is not saved until the SAVE button is clicked — save often to prevent any
loss of data!

An instructor must be the instructor of record in order to enter grades for a
course.

Instructors of Record can be added to a course through the Instructor's
department. Instructors should contact the administrative assistant in their
department. Once added, they can enter grades for the class. (They would
log-in using their own UANet ID).

Rosters are only generated for enrollment sections — not for labs, etc.
Students who have withdrawn from a course will be denoted with WD and no
grade can be entered for them.

Instructors should not enter a grade of WD for students under any
circumstances.

WD grades will be assigned by the system when the withdrawal is processed.
If the student does not have a grade of WD on the grade roster, he/she has not
officially withdrawn from the class and a valid grade must be entered.

Any instructor-entered WD grades will be removed by the Office of the
Registrar prior to posting.

Press the TAB key to advance to the next student record — not the ENTER
key.

If you do not know your UANet ID and/or password, contact the Support
Desk at 330-972-6888 for assistance

Browser Requirements:

You must be running a java-enabled browser and have cookies enabled. For assistance
on enabling cookies, please visit the Software Training Services web site at:
http://www.uakron.edu/its/learning/training/IEBasics.php. Internet Explorer version 6.0 is

the preferred browser.
e PC clients:

0 Internet Explorer version 6.0 Service Pack 1 or higher
0 Netscape Navigator version 4.7 or higher

e Apple clients

0 Internet Explorer 5.0 or higher
0 Netscape 6.2 or higher
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Important Information about Grades Processing:

Instructors may partially complete the grade roster. The posting process will
update the student’s record (for those in which a grade was entered). Once the
grade is posted, it CANNOT be modified electronically. The instructor may then
go back at a later date (by the posted deadline) and input the grades for those
students for which no grade was entered.

Grades will be posted on the scheduled posting dates. Once posted, the grades
are viewable by students.

To change a grade once it has been posted, the instructor must complete a
CHANGE OF GRADE form and process it through the Registrar’s Office.
Grades will be available to students via the Web.

Effective Fall 2001, grades will NOT be mailed to students. Students needing
official copies of their grades for reimbursement purposes may contact the
Registrar’s Office.

All grades must be entered by the posted deadline date.
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Entering Grades

The University of Akron

Entering Grades

Instructions:

1. Login to ZipLine with your Uanet ID and password:

Log Me In!

ZipLine
YOUR KEY TO THE UA CAMPUS COMMUNITY

Login to
ZipLine

Help Center

What is Zipline?

New Features

Change Password
Tutorials, Q&A, and more...

2. Click the Faculty Center link located on the Faculty/Staff tab.

Perzonalize Content Lavout

enter grade information.

g== =chedule information, view vour clags rosters and
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Instructions:

3. Click on the grade roster = icon for the course for which you wish to submit grades.

NOTE: If you need to enter grades for a different term,
click the Change Term button.

Faculty Center

My Exam Scheduls Athletic Academic Progress Grade Rosters
View My Advisees
View Personal Data Summary

2008 Fall | The University of Akron |

Select display option: @ Show All Classes O Show Enrolled Classes Only

My Teaching Schedule > 2008 Fall > The University of Akron

Class Class Title Enrolled | Days & Times Room Class Dates
iﬁ 2100 102- Natural Science: 123 TuTh 10:454M - 12:00PM Auburn Sci Aug 25, 2008-
001 Biclogy (Lecture) 120 Dec 7, 2008
(70518
ﬁh ip] 2150 205- Phys Chemistry for 11 MoTuWeFr 1:10PM - 2:00PM Gladwin 204 Aug 25, 2008~
001 Bio Science [Lectura) Dec 7, 2008
(77683
ﬁ] i}'—!l 2200 111- English Composition I 20 MoTuWeFr 6:50AM - 7:40AM Olin Hall 374. Aug 25, 2008-
001 (Lecture) Dec 7, 2008
(70755
Eﬁ iﬁ 2750 100- Introduction to 42 TuTh 9:15AM - 10:30AM Olin Hall 121 Aug 25, 2008-
013 Psychology (Lecture) Dec 7, 2008
(71485)
View Weekly Teaching Schedule Go to top

My Exam Schedule > 2008 Fall > The University of Akron

You have no final exams scheduled at this time.

Go to top
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Instructions:
4. Notice the menu which appears on the left side of the page. You may wish to minimize this

menu in order to view more of the screen. To minimize the menu, click on the minus sign in
the upper right corner of the menu.

)

Minimize the menu.

[» UA Campus Solutions
- Self Senvice
[» Campus Personal
Information
— Class Search
— Browse Course Catalog

Any time you wish to return to the menu click the ©* icon which now appears in place of

the menu.
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Instructions:

5. The grade roster is displayed. All of the classes you are assigned to teach which are a graded
component will appear. Use the links provided to navigate — do not use the browser’s Back
button.

If you have entered grades for some students, you can click the checkbox for “Display

Unassigned Roster Grades Only” to only view those students for which no grade has been
entered.

Lecture [70755)

=~ Meeting Information

Days & Times Room Instructor Meeting Dates

. - ) David Perry, _
MoTuWeFr 5:50AM - 7:40AM Olin Hall 374. Peggy Richards |DE;’25;"2DDE 124"03";"2CIDE|

*Grade Roster Type Final Grade bl L Display Unassigned Roster Grade Only

Approval Status

Total Count 20 \

hd <- add this grade to all students I ReStI'iCt the VieW to Only those
students for which no grade has
been entered.

Student Grade

Program and Plan

1 I:‘ 207 Student. A ANE :irzlx;zr:ity College Undergrad - Freshman
L
Engineering undergraduate -
b
: I:‘ 208 StUdent’ B ANC Computer Engineering Freshman
University College Undergrad -
] w
: I:‘ 2 SIUdent’ C ANC Electrical Engineering Freshman
- University College Undergrad -
b
4 I:‘ 212 SIUdent’ D ANC Business & Org Comm - FR Freshman
s| 00 [eoc Student, E g |Universiy College Underared -y,
Nursing Undergraduate -
b
® I:‘ 21€ SIUdent’ F ANC Nursing - Pre-admission Freshman
7| O |221 Student, G ANC ;ir:aﬂ;fci%ces undergraduate - | __
- University College Undergrad -
b
8 I:‘ 222 StUdent’ H ANC General - Major Uncertain Freshman
University College Undergrad -
b
s O |2 Student. | ANC | yiddle Level Edu-Math/Soc 5t Freshman
Page 7 of 12

©2008 The University of Akron 10/24/2008



Entering Grades The University of Akron

Instructions:

6. At the bottom of the page you will find a link for the Grade Roster Discrepancy Form. If
necessary, click the Grade Roster Discrepancy Report Form link to report students who
attended your class but who did not appear on the grade roster. This form can then be

emailed to the Registrar’s Office. Reporting for students on the grade roster that did not attend

(or stopped attending) will now be done via the Grade Roster with F/NCR Grades.

7. If you need to modify the “Last Date of Attendance” for a student who has earned an “F” or

“NCR” (no credit) click the Grade Roster with F/NCR Grades link. NOTE: T he fALa
of Attendanceo0 cdaysafteethefublydraded datd foruhe terim] even if

grades have been posted and are no longer editable.

The Grade Roster with
20 [ |2 F/NCR Grades will only be ANC g;lx;-ezrsl:;:,r C-O”|ES§ Untl?lergrad - Freshman
present when a grade of F or ysical Education
NCR has been assigned
NOTIFY SELECTED STUDENTS MNUTIFY ALL STUDENTS PRINTER FRIENDLY VERSION

RETURMN | SAVE

E save | L, Refresh |

@CEEF with F/NCR. Grades

8. There are two methods to enter grades:
a. Enter the grade directly into the Roster Grade field
b. Click the down arrow to display a list of valid grades and then select the appropriate
code from the list.

9. Press the TAB key to advance to the next student record.

University College Undergrad -

Fresh
Business Administration reshman

11| [0 |z1s Student, B i ANC

Click the 2= button frequently. This is located at the bottom of

the page — you may need to use the scroll bar to view this button.

The grade roster information is saved each time you click the Save
button — in addition, you will be taken to the Grade Roster with
F/NCR Grades each time you save if there are new or outstanding
F/NCR grades on the Grade Roster with F/NCR Grades.
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Instructions:

10. If a grade of “F” or “NCR” (No Credit) is assigned to a student a new screen titled “Grade
Roster with F/NCR Grades” will appear after clicking the B s2ve) pytton.

For students with an “F” or “NCR” who stopped attending classes before the end of the term:
Enter the last date of attendance by clicking inside the “Last Date of Attendance” field and

enter the date using the calendar E icon or type the date using the format mm/dd/yyyy.

For students with an “F” or “NCR”who NEVER attended a single class: Check the “Never
Attended” check box (and leave the “Last Date of Attendance” field blank).

For students with an “F” or “NCR” who did attend the entire semester: Check the “Earned
Failing Grade” checkbox (and leave the “Last Date of Attendance” blank).

Click the B save) button when finished. Click the Grade Roster link to return to the roster.

If there is a time constraint, leave the attendance information blank and click the
Grade Rosters link. Then, come back to this screen at a later date to enter the data —
you will have approximately seven days after the grades deadline for a term (even if
the grades have been posted and are no longer editable) to add/edit this information.

Grade Roster With F / NCR Grades Print
SubjectfCatalog: Section: 001 The University of Akron
English Compaosition I Undergraduate 2008 Fall
Class Nbr: 70755 Lecture Regular Academic Session

You have entered a failing grade (either F or NCR) for a student. When a student who is receiving financial aid earns a failing
grade because of non-attendance, this information must be reviewed by the Office of Student Financial Aid to determine financial
aid eligibility. Entering the last date of attendance now will eliminate the nead to manually contact you later via email for this
information.

Plaase enter the reason why the student received a failing grade. If the student attended the entire tarm and earned the failing
grade due to his/her class work, check the box labeled "Earned Failing Grade". If the student never attended a single class, check

the box labeled "Mever Attended". If the student stopped attending before the end of the term, enter the date on which they last
attended. If the exact date is not known, you can use the date of the last graded assignment, test, ete.

Hope you had a great semester!

Roster Type

Grade Roster Type: Final Grade
Date/Time Last Saved:
10/24/2008 2:52PM Enter last date of
attendance

Status: Not Reviewsd

Last uare of

Attendance I
Dfficial ili Never Stopped
Grade Attended | A2 —

221 Student A ANC Undergraduate D |:|
21€ Student. B ANC  Undergraduate I:‘ |:| Eﬂ
Select a Different Class .@
/ Check this box if the
Return to the student attended the Check this box if the
grade roster SIS i) (G s student never attended a
| EEA single class
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Entering Grades The University of Akron

Instructions:

11. Once information has been entered for all “F” or “NCR” grades, the Grade Roster with F/NCR
Grades page will not appear when you enter or save new grades — unless you enter a new “F”
or “NCR” grade. To access the roster at any time, click the link titled Grade Roster with
F/NCR Grades.

NOTE: If as an instructor you do not have an attendance policy and do not track attendanc
last date of attendance will be the dafehe last graded assignment or quiz/test that is availat
for that student.

When a student who is receiving financial aid earns a failing grade because of non-
attendance, this information must be reviewed by the Office of Student Financial Aid
to determine financial aid eligibility.

Entering the last date of attendance now will eliminate the need to manually contact
you later via email for this information.

University College Undergrad -
219 b ANC Frash
20 Student. A PK-12 Physical Education reshman

NOTIFY SELECTED STUDENTS NOTIFY ALL STUDENTS PRINTER FRIENDLY VERSION

RETURMN | SAVE

[El save | 4 Refresh |

Grade Roster Discrepancy Report Form
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Instructions:

12. If you wish to view the roster with the date of last attendance, click the Transcript Note tab.
~

Student Grade | Requirement Designation ( Transzcript Note
S

Last Date of
Attendance
If Stopped

Attending

L Student, A
2 [0 |08 Student, B
A Student, C
4 0O |22 Student, D
5| O |200 Student, E
6 [ |18 Student, F
7| [ |=2=21 Student, G 10/13/2008
i B Student, H
°| O |z=e Student, | 05/30/2008

NOTE: The tab titled “Requirement Designation” is not used at The
University of Akron.

13. If you wish to print the grade roster scroll down and click the Printer Friendly Version
button. Once this appears, use the browser’s print function to print the roster.

14. To view the grade roster for another class, click the Return_button.

Student, A
University College Undergrad -
21! hd ANC Fresh
20 PK-12 Physical Education " man

NOTIFY SELECTED STUDENTS | NOTIFY ALL STUDENTS | PRINTER FRIENDLY VERSION
RETURN | SAVE |

B save | % Refresh

Grade Roster with F/NCR Grades Grade Roster Discrepancy Report Form
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Instructions:
15. Don’t forget to sign out of self-service when you are finished. Click the Sign Out link in the
header bar.

Always Sign Out of
| the application.
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