HOW TO USE WEB GRADING
1.Select WebAdvisor for Faculty 

2. Select Grading

3. Select term (06/FA) and SUBMIT

4. Select the Grading Type – FINAL 
5. Select the section and then SUBMIT

Once you have your list of the current term courses, you MUST select the type of grading (FINAL) from the pull down box AND check the box for the course you want to grade.  Then click SUBMIT.  If you do not do both selections, your process will return you to the same page again.
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5. Enter grades in the GRADE column.

The Expire column is not being used at this time.


Use Lower Case to Enter Grades


Be sure to include any +/- symbols
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Class Name ~ COLEG-322-01

Title CULTURAL SIMULATION SEMINAR
Location
Term SPRING SEMESTER 06

Help

[ | student ] 1D | St

1 Bradley, Jane M. 1012907 [a 2006

2 Brousseau, Megan E. 1180993 [b 2008 New 1.00

3 Clark, Alan T. 0962141 [c 2006 New 1.00

4 Comforto, Heather . 1017127 [d 2007 New 1.00 L

§ Crusan, Lindsey C. 0971643 [a+ 2006 New 1.00

6House, Chiisty L. 0898558 b+ 2006 New 1.00

7 Kavanagh, April K. 1106642 [c+ 2007 New 1.00

8 Kay, Andrew M 0828469 [d+ 2006 New 1.00

9 Levine, Rachel B. 1076977 [~ 2007 New 1.00

A0 Masses Danielle £ tt0mnaln | [ ] 2007 New 100 ]
Eloone | L] 8] |





IMPORTANT:  USE ONLY THE TAB KEY OR YOUR MOUSE TO MOVE BETWEEN GRADE BOXES.  IF YOU USE A RETURN/ENTER YOU WILL BE SUBMITTING THE PAGE.

6. Enter all the grades, review your entries carefully. 

7. Click SUBMIT to process the completed roster and submit the grades to our system.
8. To Verify that your submission was successful, Go back to the Roster by following steps 1 – 5 

9. If your submission was successful, the grades you entered will appear in UPPER CASE.
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Class Name  COLEG-322.01
Title CULTURAL SIMULATION SEMINAR
Location
Term ‘SPRING SEMESTER 06

[ | student ] 1D |

[Expire DatelMidterm Grade|Class Levellst
2006

1 Bradley, Jane M. 1012907
2 Brousseau, Megan E. 1180993 2008 New 1.00
3 Clark, Alan T. 0962141 2006 New 1.00
4 Comforto, Heather D. 1017127 2007 New 1.00 L
5 Crusan, Lindsey C. 0971643 [A+ 2006 New 1.00
6House, Christy L. 0898558 B+ 2006 New 1.00
7 Kavanagh, April K. 1106642 [C+ 2007 New 1.00
8 Kay, Andrew M 0828469 D+ 2006 New 1.00
9 Levine, Rachel B. 1076977 |A- 2007 New 1.00
A0 Masses Danielle £ ttommale- | [ ] 2007 New 100
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10. If you are satisfied with your grades, you can Screen Print a copy of the completed roster for your records.  You do NOT need to send the original roster or a screen print to our office.
11. If you want to change any grades, follow steps 5-9 again.

SPECIAL NOTES:
CHANGING AND REMOVING GRADE:

You can change grades on WebAdvisor until we run the process to verify and transfer the grades to the student record.  If you try to change a grade AFTER we have run the verification, you will get the following message and your changes will NOT be accepted.  We normally verify grades at least once a day until the Monday after Finals.  After that, we run the verification process every couple of hours.
If you need to formally change a grade after they are verified, you will need to do a regular grade change form.
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Some of your grade changes will not take affect because these grades have already been transcripted. Please
follow the standard grade change procedure at this time.

Class Name  PSYCH-280-01

Title STAT. PSYCH RESEARCH
Location
Term FALL SEMESTER 05

| | student [ 1D | Expire Date|Midterm Grade|Class Levell
2008

1 Am, Thomas D. 1131799 B
2Bate, Kendall L. 1202789 (A 2008 New 1.00
3 Bishop, Erin M. 1154304 [C 2008 New 1.00
4 Chatham, Scott D. 1070413 [B+ 2007 New 1.00
5 Gutterman, Steven L. 1104098 [A- 2008 New 1.00
6 Harrington, Sarah C. 1181816 D 2008 New 1.00
7Hatgis, Jesse M. 1163243 [A 2008 New 1.00
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You can CHANGE grades, but you can not DELETE a grade once it has been entered and submitted.  If you try to remove a grade, you would get the following screen message.  Contact our office if you need to have the grade removed completely.
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o Final grades can not be deleted once entered - Student 1131799.

Class Name  PSYCH-280-01

Title STAT. PSYCH RESEARCH
Location
Term FALL SEMESTER 05

[ | student [ 1D |

1 Am, Thomas D. 1131799 B

2Bate, Kendall L. 1202789 (A 2008 New
3 Bishop, Erin M. 1154304 [C 2008 New
4 Chatham, Scott D. 1070413 [B+ 2007 New
5 Gutterman, Steven L. 1104098 [A- 2008 New
6 Harrington, Sarah C. 1181816 D 2008 New
7Hatgis, Jesse M. 1163243 2008 New
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ENTERING INVALID GRADES:

If you enter an INVALID Grade (ie. Q), the roster will not be accepted when you click submit.  You must go back and change the bad grade to an acceptable one before you can submit.  You will see the following error message if you submit an invalid grade.
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o Final grade code Q is invalid - Student 1153243.

Class Name  PSYCH-280-01

Title STAT. PSYCH RESEARCH
Location
Term FALL SEMESTER 05

[ | student [ 1D |

1 Am, Thomas D.
2Bate, Kendall L
3 Bishop, Erin M.
4 Chatham, Scott D.

6 Hartington, Sarah C.

7 Hatgis, Jesse M.

1131799 B

1202789 (A

1154304 [C

1070413 B+

1104098 A-

1181816 D

1153243 [
I —

Expire Date|Midterm Grade|Class Levell
2008

2008
2008
2007

New

New
New
New
New

New

Help

—





