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Overview

This business process guide demonstrates how to enter class grades. The page will be available for input on the first
day of finals for each term (subject to change).
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Login to MySJSU

The MySJ SuU homepage » SISU HOME  MySISU % NEWS » EVENTS » DIRECTORY SEARCH _ o
displays.

San Jose State University

1. GotoMySJSU MySJSU
(http://my.sjsu.edu/).

Home About Us Applications Technical Forms Students Employees Job Applicants
2. Click the Login to SISU Home : MySISU

MySJSU button.
MySJsu \

MySISU is for current and former students and applicants for admission, "

as well as all 515U employees. In the near future, the site will also be Loginto MySJsU
used by applicants for 515U employment. Find important information
about your academic or work career, system downtime, procedural

%pnnt Eemall

updates, documentation, training and support. Quick Links
Campus News MySISU on Facebookr
Alert-SISU FAQs
Last Update: June 20, 2008 - 7:51 a.m. Euture Student Account
Activation
Online Application for Campus Jobs Now Live! Login Information Ir‘lf.orma.tmn _ _
Sign up for Alert-51sU! Open University Registrationr
21gn up Tor . !
PDFE Class Schedules
System/Technical Updates Class Search/Browse Catalog~
Campus Resources
Last Update: July 1, 2008 - 9:19 a.m Whom Do I Contact About...?

System Downtime Information

The Login page displays.

3. Enter your User ID and

Password. g
San José State
UNIVERSITY

4. Click the Sign In button.
e e
Note: If you have difficulty
logging in, please contact the
CMS Help Desk via email
(cmshelp@sjsu.edu) with
your full name and SJSU ID. _ _
—_—P useri: |

Forgot vour password?

[Son] +——
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Enter Grades

The Faculty Center page
displays.

1. Use the Select Term
drop-down menu to
select the term you wish
to grade.

2. Click the Change button.

The Course(s) for the term
selected display.

3. Click the Grade Roster
icon to select the class.

g

JFacuIl]rInfu &Tasks” Ernplovee Info & Tasks ” Messaging Info & Tasks ” Guest Options ]

Search:

|®

Menu |l Faculty Center

My Info | Go to... []»

[> hy Favaorites

I» Campus Info

[> Self Service

[> Manager Self Senice

[ SJ5U Campus Solutions

I» Campus Community

[ Set Up HRMS

[> Set Up SACR

— Faculty Center

— Class SearchiBrowse
Catalog

— Send Wessades

— Wiew Messacge Recipients

- Chande hy Password

— Lty Personalizations

l’ faculty center

class search

Faculty Center

select Term [ Fall 2006 [%] change |

® show allclasses O Only classes with enroliment O View My Weekly Schedule T view FERPA Statement

5 Class Roster B Gradebook ] Grade Roster

@ Learning Management System

My Teaching Schedule > Fall 2006 > San Jose State University

— iy Syetern Profile class tlass Name Days and Time Location Class Dates Enrolled
CHEM 10-01 | Chern Calculations ) o Aug 23, 2006-
TR TR S MW 1:30PM - 2:206M | Duncan Hall 415 |£29 2% SRR 14g i
CHEM 10-03  |chem Calculations Aug 23, 2006+
P EITT i MW 2130PM - 2120PM | Duncan Hall 416|709 2% 21087 ag 33

[

faculty center

class search

Faculty Center

select Term | Fall 2008 [l]

change |

Fall 2003
Fall 2004
@® show all o)l 2005
Fall 2006
Spring 2004

edule T view FERPA Statsment

B Spring 2005 ™,

rnent Systermn

Spring 2006

My Teachinn Srhadula 3 Fall 300R > Ran lnes State Ilni‘lk-_v"ity

My Info | Gao ta..,

]2

(

faculty center

class search

Faculty Center

ﬁ Clazz Roster

LE:P]| Grade Roster

M change |
pL U

@ Learning Managerment Systerm

My Teaching F.nedule > Spring 2008 > 5an Jose State University

5
ﬁﬁ MATH 60-01
SEM 21087

Class Name Enrolled | Days and Time Room

Entry Level Math 11 TBA TBA
[(Serninar)

Class Dates

Jan 23, 2008-
May 13, 2008
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The Grade Roster page
displays.

Note: Use this page to enter
student class grades.

4. Click the Look Up button
to view valid grades for
the course.

The Valid Grades for the
course display.

5. Enter the grades for each
student.

Note Do not select RD as a
grade value. A student who
earned an Incomplete
receives a letter grade of I.

Find | View 100 | B

First ] 1-60 of 202 O Last

Program and Plan

UGD - Undergraduate Degree -
2
O 1|00 Student Mame Q Justice Studies Sophomare | Pending
UGD - Undergraduate Degree - "
| 2 oo4 Studert Mams Q Computer Enginearing Freshrman Pending
UGD - Undergraduate Degree - .
O 3joos Studert Name Q Biolagical Science/Marine Biol gophomere Pending
] UGD - Undergraduate Degree - X
D 4004 Studert Mame Q Meachanical Engineering Frashman Pending
UGD - Undergraduate Degree - X
[ so04 Studert Mame Q, Civil Engineering Frashman Pending
PBD - PostBac Degree - Post-Bacc "
| sjoos Studert Mame Q Biological Seience/Microbiclog Undergradusts | F=n9ng
Ty
1-16 of 15 Last
ion
i+
Ci+
| Incamplete
[ T
m Harma ol (Gemde  Prooosm snd Fan Luvsl iy
WD - Undangraduste
O 1)eea 2dont Mame (=Y _“' 411 Frashman -
Adminirtrationy Financ
| 5 " — FRD - Portbet Depes - Port-bese
O #jooe A - Pew-Fureng Underg sdeate Pamimfiery
LD - Undagredusts
] afeee Shuden Mane v O Cagres Barin Panding
| Hutrisansl Soeros
D - beduigraduste
Dmgras -
1] oo — (- L vl et Y Mui g Dafing

Soanoa’ Hioabiciog
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6. To give all students the
same grade, use the
drop-down menu to
select the grade, and Approval Status Mot Reviewed |
then click the add this
grade to all students
button.

Grade Roster Type

< - add this grade to all studeh
I

Note: It is important to
periodically save your work.

CANCEL | SAVE |

7. If all grades are entered,

use the Approval Status Day Tues Thurs

drop-down menu to Time S120AM  10:20AM

select Approved. Location Science Building

142

Note: If all grades have not
been entered, leave the Grade Roster Type
Approval Status as Not Approval Status Not Reviened [i]

Reviewed.
T B Approved ]

Feady Tor BRewiey
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8. Once the Approval Status
displays Approved, click
the Save button.

A message displays when
the roster is approved and
saved.

9. Click the OK button.

The Grade Roster displays
and the grade boxes
disappear.

&

CANCEL | Sﬁ.‘\-"E |
i
[~ —
Microsoft Internet Explorer
Congratulations

You have successfully completed the Grade Roster.

(o

) —

Grade Roster Type
Approval S5tatus

D Display Ungraded Students Only

Approved

< - add this grade to all students I

Student Grade

Requirement Designation

[v] Hame Grade Program and Plan Level
D 100 B UGD.- U.ndergradu.ate Cegree - Saniar
Continuing Education
UGE - Undergraduate Degree - .
ao \C s
O 2 J Liberal stud (Teach Prep-Mult) snisr
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Change Grades

Posted Status:

N t |f th St t d | n Program and Plan
ote: € otatus displays MSHD - Mastars Special Sess - 1
D e Student Name L L Business Administration - Fast araduste @

Posted, changes must be
made via the Student Grade
Update form and submitted to
the Registrar’s Office.

Pendin g Status: I Studert Grade

Program and Plan

Note: If the Status displays oo O uate Dearee -
Pending, changes can be

made even if the grades have
been approved and saved.

The Grade Roster page

diSp|ayS_ Grade Roster Type Ol Display Ungraded Students Only
GF'_F"'D"E'I Status Mot Reviewed m
1. Use the Approval Status - - - =
drop-down menu to <- add this arfEbRC ey
select Not Reviewed. ‘ Ready for Review
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The grade boxes display.

2.

Select the student and
enter the new grade.

Once all grade changes
have been entered, click
the Save button.

The Grade Roster page
displays.

4.

5.

If all grades are entered,
use the Approval Status
drop-down menu to
select Approved.

Once Approval Status
displays Approved, click
the Save button.

(’_ \ UGD - Undergraduate Degres -
| Biological Sciences/Biclogical
I:‘ 21 00 Student Hame - A Science/Biclogical
Science/Biclogical §

| USD - Undergraduate Degree -
I:‘ 2z|0c Student Hame B Linguistics

| FBET - PostBac Cpen Univ -
I:‘ 23|00 Stadent Hame A Continuing Education

| USD - Undergraduate Degree -
I:‘ 24100 Student Name 4 Linguistics

| UsD - Undergraduate Degree -

W

]| 25 0o Student Hame . B Journalism

| USD - Undergraduate Degree -
I:‘ z6jon . Student Hame = English [Teach Prep-Sngl)

| USD - Undergraduate Degree -
D 7|00 Stodent Fame B Liberal 5tud (Teach Frep-Mult)

USE - Undergraduate Degree -
[]|z&|o0 Student Name | ||+ ) Emalioh
_—
MOTIFY SELECTED STUDENTS | MOTIFY ALL STUDENTS PRINTER FRIENDLY “ERSI
CANCEL | SAVE |
I

Grade Roster a\.‘iew FERPA Staterment

21681 - LLD 108 - Sec Lang Dev/Teach

2] Grade Roster Information

Course LLD 108 Institution San Jose State University
DescHipton Sec Lang Dew'Teach Term Spring 2006
Class Number 21681 Session Regular Academic Session
Class Section o1 Career Undergraduate
Component Serninar
Day Tues Thurs Instructor
Time 10:30AM 11:45AM
Location Boccardo Business
Center 120
Grade Roster Type D Display Ungraded Students Only
Approval Status Approved §
X
- ol thie e BPRIONE ]
————— | ] = 1= | 2 =
Ready for Review

CANCEL SANVE
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Field Descriptions:

Course: Displays the subject area of the course and the catalog number.
Institution: Displays the institution (San José State University).

Description: Displays the course title.

Term: Displays the term the class was taught.

Class Number: Displays the system-generated number used for registration.
Session: Indicates which session course is offered (for example, Regular or Special).
Section Number: Displays the section of the course.

Career: Indicates the career attached to the course.

Component: Displays the type of course offering lecture or lab.

Day: Displays the day(s) of the week the course was held.

Instructor: Displays the name of the instructor assigned to teach the class.

Time: Displays the time the class was held.

Location: Displays where the class was taught.

Roster Type: Displays the type of roster (for example, final grade or midterm grade).

Display Ungraded Students Only: Component. Check this box On if you want the grade roster to display only
ungraded students.

Approval Status: Displays the status of the grades entered Approved for grades ready to be posted or Not
Reviewed for incomplete grade rosters.

Add this grade to all students: If used, it will assign the same grade to all students on the roster.
ID: Displays the student’'s SJSU identification number.

Name: Displays the student’'s name.

Grade: Displays the grade that will post to the student’s record.

Program and Plan: Displays the student’s academic program and major.

Level: Displays the student’s academic level.

Status: Displays the status of the grade roster (Pending until the Grade Roster Posting Process is run by
the Register’s Office).
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