PeopleSoft Student Administration — Reporting ver. 9

The University of Akron

Print Grade Rosters

Discussion

An example of a grade roster is shown below. In this example, the student IDs and
names are hidden for security reasons. The IDs and names will appear in the Grade

Roster report that you print.

Feport ID: SERSTRPT

GREADE ROSTER REPCRT

Taxrm: 2004 Spring Instituticn:

Course: 3100 101 gegsion: 1

Class Title: Intreduction te Zoology Class Nbr:

Grade Roater Type: Final Grade

Instructor (a): Rock,Emily A; Smith,Forrest
Grada Grade arads Academic

Student ID Student Nams Input official Baais Carser
B E- BBC/NC tndergrad
B B- RBRC/NC tndergrad
E B BBC/NC tndergrad
B B~ RBC/NC tndergrad

E EBO/NC tndergrad

E E- BBC/NC tndergrad
B RBRC/NC tndergrad
B BBC/NC tndergrad
B BBC/NC tndergrad
WD WD RBC/NC tndergrad
WD WD BBC/NC tndergrad
E+ E+ RBC/NC tndergrad

Page No. 1
Fun Date 12/08,/2008
Fun Time 11:26:22

The University o<f aAkron

Section:
107249

7ol

Rogstar
Status

Posted
Posted
Posted
Posted
Posted
Posted
Posted
posted
Posted
Graded
Graded

Posted

If the Grade Roster report is run before grade input, the Grade Input and Grade Official
columns will be blank. If the Grade Roster report is run after grade input, but before the
Registrar’s Office processes the grades and the grades become “official,” the Grade

Official column will be blank.

Keep in mind that the Grade Rosters report can be very long if you are running rosters

for all classes within a subject.
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PeopleSoft Student Administration — Reporting ver. 9 The University of Akron

Path: Curriculum Management > Grading > Print Grade Roster

Steps

1. Enter the path as shown above.
The Class Roster Print — Find an Existing Value page is displayed.

Grade Roster Print
Enter any information you hawe and click Search. Leave fields hlank for a list of all values.

J Find an Existing Value {_Add a New Value ',

Run Control ID:| hegins with j|

Search | Clear |Elasic Search Save Search Criteria

Find an Existing Walue | Add a Mew Value

2. Click on MI to select an existing Run Control ID, if you previously have run
the Grade Roster report.

If you select L522eh | 4 jist of all Run Control IDs appears under Search Results.
From the list, select the Run Control ID that you previously created for the Grade
Roster report and go to Step 5.

-OR-

If this is the first time that you have run a Grade Roster report, click on the

Add a Mew Walue .
= link to create a new Run Control ID.

If you select Add 3 Mew Value

displayed. Go to Step 3.

, the Grade Roster Print - Add a New Value page is

Grade Roster Print

/_Eind an Existing Value | Add a New Value

Run Control ID: ||
Add

Find an Existing Yalue | Add a Mew Value

3. At Run Control ID, enter a new Run Control ID (case sensitive, no spaces, 30 or
fewer alpha-numeric characters).

NOTE: You may wish to name it GradeRoster.
Use this same Run Control ID whenever you run the Grade Roster report.

4. Clickon |_Add |

The Grade Roster Print page is displayed.
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Steps

Grade Roster Print

Run ControlID:  GradeRoster ReportManager Process Monitor Run
‘Academic Institution: IAKRON :I' The University of Akron I Print Note Area
[ Print Incomplete Area
Term: [1087 @ sansFal

Graide Roster: I Final 'I

Find |view &l First [ 4 o 1 ] Last

[7 Specific Class =1

Sequence Number:

1
Academic Organization: IE”OL Q
Session: I :"

Class End Date From: I E | Grang Alth 'I ‘Instructor Print Option

Class End Date To: I ] [ Print Course Administrator
Campus: | Q ¥ Print Blind Grading ID
& zave | LLReturn to Search | [=] matity | Er 2od | Updste/Display

5. Select *Academic Institution:
Enter AKRON.

6. Select *Term:
Enter the Term code.
-OR-
Click on the Lookup tool <K .
A. On the Lookup Term page, click | Loakup
B. Select the Term you need from the Search Results at the bottom of the
page. You may need to use the scroll bar to locate the row you want.

Lookup Term

Term: I

Description: |

Short Description:l

Lookup | | Clear | [ Cancel | Basic Lookup

Search Results
Only the first 300 results can be displaved. Enter mare information ahc

Wi Al 1100 of 300 (] Last
Term Description Short Description

859949 End Term - Srve Indicator Use End Term

4177 2017 Fall 2017 Fall

4173 2017 Summer 2017 Surmme

4171 2017 Spring 2017 Sprin

4167 2016 Fall 2016 Fall

The Grade Roster Print page is displayed with the Term code you selected.
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Steps

7. At Grade Roster Type, select Final from the drop down.

8. If you need to print a roster for a specific class, click to mark the Specific Class
checkbox.

Leave the checkbox blank if you need to print the Grade Rosters for all classes in a
subject.

If you placed a mark in the Specific Class checkbox, proceed to step 9.

If you left the checkbox for Specific Class blank, because you need to print the
rosters for all classes in a subject, proceed to step 11.

If you placed a mark in the Specific Class checkbox, the page looks similar to this:
Grade Roster Print

Run Control I GradeRoster Eeport Manager Process Monitor Run |
*Academic Institution: [aRon=] 7 University of Akron I Print Note Area
[ Print Incomplete Area
“Term: [o87 @ 2n08Fal
Grade Roster: I Final 'l

Find [view Al First (4 1 of 1 [ Last
Sequence Number: 1 ¥ Specific Class Class Nbr: I (&} =

I Grdng Auth 'I ‘Instructor Print Option

l- Print Course Administrator
¥ Print Blind Grading ID

E Save | JSLReturnto Search | [=] Matify | [Es Add Update Display
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Steps

9.

Select Class Nbr:

Enter the specific class number.

-OR-

Click the Lookup button Q. The Lookup Class Nbr page is displayed.

A. Enter the Subject Area code.

B. Click | Lookup

C. Select the appropriate class from the list of Search Results at the bottom of the
page.

Lookup Class Nbr

Academic Institution: AKRON
Term: 4047

Subject Area: 3100 Ql
Catalag Nor. [
Class Nbr: ,_
Academic Group l_g
Term Alternate Key: | Q)
Session =
Class Section [
Loakup Clear Cancel | Basic Lookun

Search Results

View All 1100 o1 124 (] Last
3100 103 70683  ARS 4047 Reaular 001 Underarad
300 103 10694 ARG 4047 Beqular 002 Undergrad
300 103 10695 ARG 4047 Beqular 003 Undergrad

The Grade Roster Print page is displayed with the Class Nbr that you selected.

10.If you are printing a Grade Roster for a specific class, proceed to step 13.

Ver. 2008.12.17 Page 5 pstrain@uakron.edu
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Steps

11.1f you are printing Grade Rosters for all classes in a subject,

select Academic Organization.

Enter the Academic Organization code.

-OR-

Click the Lookup button @[ . The Lookup Academic Organization page is displayed.

A. In the Description field, select contains at the drop down and enter a word or 3
or 4 consecutive characters of a word that appear in the Academic
Organization’s name. (This field is case sensitive.)

B. Click [Lookup

C. Select the appropriate Academic Organization from the Search Results at the
bottom of the page. Select an alpha code.

Look Up Academic Organization

Academic Institution: ARRON

Academic Oruanimtion:l beging with j |

Description: [containg =] [Biol
Look Lip | Clear | Cancel |Elasic Lookup

Search Results
1-3 of 3

Academic Organization Description

L[] Bialo
Cao > B
i Biology [ MELIC O

The Grade Roster Print page is displayed with the Academic Organization code
that you selected.

12.1f you are printing Grade Rosters for all classes in a subject, select Campus:
Enter the Campus.

-OR-
Click @, click LLookup | and select the campus.
Campus Description Short Description Location Code
AKREOMN Akron Main Campus Akron blain SA-AKROMN
CAMDT Summit College Summit SA-AKROMN
WiAYRE Wayhe Campus Wiiaye SA-WATME

13.For all class rosters, in the Print Options area, Instructor Print Option should be
set to All.

14.For all class rosters, click to unmark the checkbox for Print Blind Grading ID.
The Print Blind Grading ID checkbox is blank.

All ¥ | ‘Instructor Print Option
I Print Course Administrator
[ Print Blind Grading 1D
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Steps

If you are creating a Grade Roster for a Specific Class, the page looks similar to this.

Grade Roster Print

Run Control I GradeRoster Eeport Manager Process Monitor Run |

‘Academic Institution: [AKRON 2] The University of Akron I Print Note Area

Term: [4087 Q2008 Fal
Grade Roster: IFinaI vl

[~ Print Incomplete Area

al First E 1 of 1 |I| Last
Sequence Number: 1 [V Specific Class Class Nbr: |T051 L) =
All ~ | *Instructor Print Option
[ Print Course Administrator
I Print Blind Grading ID
B save | SLReturnto Search | [=] mctity | [0 | Update.l'DispIayl

If you are creating Grade Rosters for an entire subject, the page looks similar to this.

Grade Roster Print

Run Control I GradeRoster Report anager Process Wonitor f2ln

*Academic Institution: IAKRON jv The University of Akron I Print Note Area

Term: [4081 Q2008 Spring
Grade Roster: IFinaI vl

[~ Print Incomplete Area

First [ 1of 1 [] Last
Sequence Number: 1 [ Specific Class =
Academic Organization: |E|0|— Biology
Session: I j'
Class End Date From: I & All ~| ‘Instructor Print Option
Class End Date To: I ) [ Print Course Administrator
campus: [ & I Print Blind Grading ID
Bl Save | ELReturn to Search | [=] motify | [Er add Updste/Display
15.Click on B save]
16.Click on __"un_| .
The Process Scheduler Request page is displayed.
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Steps

Process Scheduler Request

User ID: R Run Control IlY. GradeRoster

Server Name: IPSNT :I' Run Date: I1 210972008 [51]
Recurrence: I 'I Run Time: |11:24:45AM Resetto Current Date/Time |

Time Zone: I Q

Select Description Process Name Process Type ‘Type ‘Format Distribution
¥ Grade Roster Print SRRSTRPT SQR Report |ieh  =||POF | Distribution
QK | Cancel |

17.Select Server Name:
Choose PSNT from the drop down list.

18.The Select checkbox should be marked.
Select
I~

19.Type is Web.

20.Format is PDF.

21.Click on E.

The request for the Grade Roster report is processed. The Grade Roster Print page
is displayed.

22.Click on the EeportManager |ink,
The Report Manager pages are displayed.

23.If necessary, click on the [ Administration Y to14er tah to place that page on top.
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Steps

[ List Y Explorer | Administration Y Archives

User | T 528PR Type: | j Last: |_1|Dagrs j Refresh I CheCk, the
Status: | j Fol(ler:l j Instance; | to: | report S Sta-tUS. If
- a B the status is not
P— '-.-IJ!::'EI.INI':! || wWiemy All | First Bl 1.2 af 2 Last POStEd, click
epol Ics . eque: .
Select D Instance Description DateTime Format Status  Details the Refresh
- PR 120812008 Acrobat @y e button until the
11:25:30AM (*.pdf) .
12/09/2008 Acrobat status is Posted.
- 21449 2428 Schedule of Classes 5151 TAM =.pdD) Fosted  Details You may need
to Refresh more
than once.
¢Selecmll Deselect All

When the status is
Posted, click on the
report's name in the

G sove | Description column.

List | Explarer | Administration | Archives

_Delete | Cick the delste button o delete the selected report(s)

Go backto Grade Roster Print

24.1f the report’s status is not Posted, click on the  Refrésh | button.

If you do not see your report or the status is not Posted, click __R&"sh | yntil the
report status is Posted, and the Grade Roster Print link is available in the
Description column.

Note: The statuses you may see are:

Scheduled The process was just added to
the report request.
Processing Process Scheduler has initiated

the program and is running the
process at that time.
Generated The report has finished
processing and all files are
available for transferring.

Posting The report is in the process of
being transferred to the Report
Repository.

Posted The report has finished posting

and is ready to be viewed.

25.Click on the ZradeRosterPrnt | for the report.
A separate report window is opened.
The Grade Roster report is displayed with the Adobe Reader toolbar available.
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" Use the Print
= m =1 @. [T1 | € & (@ @ [es - /S\gn' = NERED = ]
z button in the
Report ID: SRRSIRET GRADE ROSTER REPORT Page Ho. 1 Adobe Reader
Run Date 12/08/2003
Run Time 11:26:22 toolbar
Term: Institution: The University of Akron
Course: Session: 1 Section: 701
Class Title: Class Wor: 10738
Grade Roster Type:
Instructor (s):
Grade G G Academic Roste! ’
The students
E- E RBC/NC Undergrad 4.00  Posted IDs and
B- B RBC/NC Undergrad 4.00  Posted
B B RBC/NC Undergrad 4.00  Posted Names have
a- a- RBC/NC Undergrad 4.00  Posted been hidden in
B B RBC/NC Undergrad 4.00  Posted
B- B RBC/NC Undergrad 4.00  Posted this eXampIe.
a a RBC/NC Undergrad 4.00  Posted
a A RBC/NC Undergrad 4.00  Posted
a A RBC/NC Undergrad 4.00  Posted
WD W RBC/NC Undergrad 4.00  Graded
WD WD RBC/NC Undergrad 4.00  Graded
B+ B+ RBC/NC Undergrad 4.00  Posted
B B RBC/NC Undergrad 4.00  Posted
a a RBC/NC Undergrad 4.00  Posted

26.Click on the Print button ™ _ in the Adobe Reader toolbar.
The Print dialog box is displayed.

27.Change any print options that you want.
Click on OK.
The Grade Roster report is printed.

28.Close the report window by clicking on its X.
The window is closed and the Report List page is displayed.

. Go bhackto Grade Roster Print . .
29.Click on the link, if you need to print another Grade

Roster report.

If you are done printing Grade Rosters, click on the H2ME [ink in the Navigation
header (in the top, right corner of the page).
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