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REFERENCE GUIDE - MID-TERM GRADING for UNDERGRADUATES
FACULTY CENTER

1. Log in to your Faculty Center.

2. Click on the Faculty Center tile.

v Faculty / Advisor Homepage

) A

H N
BN UNIVERSITY

Welcome to the New Faculty/Advisor Center Homepage
A new system replacing the my.chapman Faculty/Advisor Center
Use the tiles below to navigate

Why the change? Visit cur training page to learn more
Locking for additional faculty/advisor resources? Visit the Chapman Faculty Affairs resource page

Advisor Center Faculty Center

Ty

Search for Classes

I
|

3. The Faculty Center opens to the My Schedule tab.

This displays the courses you are assigned to teach. The Term will default to the last term in
which you were assigned classes. The schedule can be downloaded to Excel by clicking on the

spreadsheet icon. To change the term, click on the green change term button.
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Faculty Center

Advisor Center

Search 1

I

| my schedule ”

Faculty Center

class roster

” grade roster |

My Schedule

Fall 2015 | Chapman University

Select display option:

@ Show All Classes

change term I

,9;:5 Gradebook

d

View Textbook Summary

My Exam Schedule

(Z) Show Enrolled Classes Only

@ Assignments @ Learning M

anagement

k1
Wiew All | rlzl | ﬁ First EI 1-4 of 4 EI Last

Class Class Title Enrolled  Days & Times Room Class Dates
ﬁi‘u =2 ng'ﬁ [+ ACTG 210-01 Intro to Financial Actg 35 TuTh 10:00AM - 11:15AM Beckman Hall Aug 31, 2015-

(90231 {Lecture] 209 Dec 19, 2015
ﬁﬁ = n@ @ ACTG 210-02 Intro to Financial Actg 35 TuTh 11:30AM - 12:45PM Beckman Hall Aug 21, 2015-

[§=]u)c)-d {Lecture) 209 Dec 19, 2015
ﬁi‘u ﬂ@ @ ACTG 320-01 Cost Accounting 1 =4 MoWe 1:00FPM - Z:15PM Beckman Hall Aug 31, 2015-

[ELEEN {Lecture) 107 Dec 19, 2015
ﬁﬁ == [% ACTG 320-02 Cost Accounting I 25 MoWe 2:20PM - 3:45PM Backman Hall Aug 21, 2015-

(s054 {Lecture) 107 Dec 19, 2015

View Weaekly Teaching Scheaedula Go to top

4,

classes by clicking on the change class button.

[ 1L

Faculty Center

Advisor Center

1L

Search \I

If you click the grade roster tab, the first class in your schedule will appear. You can change

| my schedule ”

Grade Roster

class roster ||

grade roster

Chapman

Uniwversity

< ACTG 210 -01 (9021) change class I

Intro to Financial Accounting (Lecture])

Days and Times
TuTh 10:00AM-11:15AM

Room
Beckman Hall 209

=

View FERPA Statement

Dates

08/31/2015 -
12/19/2015

Instructor

Farrington

5. Clicking on the Grade Roster icon next to a class in your schedule will open that grade roster.

Campus Solutions — Mid Term Grading — March 2022

2|Page



My Teaching Schedule > Fall 2015 > Chapman University

View All | | E

First |i—| 1-4 of 4 |£| Last

Class Class Title Enrolled Days & Times Room Class Dates
ﬁ_"ﬁ ACTG 210-01 Intro to Financial Actg 35 TuTh 10:00AM - 11:15AM Beckman Hall Aug 31, 2015-

(5031} (Lecture) Z09 Dec 19, 2015
ﬁﬁ = I%'__| |§ ACTG 210-02 Intro to Financial Actg 35 TuTh 11:30AM - 12:45PM Beckman Hall Aug 31, 2015-

(5032) (Lecture) Z09 Dec 19, 2015
ﬁﬁ .R'T—' [% ACTG 320-01 Cost Accounting I a4 MoWe 1:00PM - 2:15PM Beckman Hall Aug 31, 2015-

(9053] (Lecture) 107 Dec 19, 2015
ﬁﬁ e [% ACTG 320-02 Cost Accounting I 26 MoWe Z:30PM - 3:45PM Beckman Hall Aug 31, 2015-

(9054) (Lecture) 107 Dec 19, 2015

View Weekly Teaching Schedule Go to top

6. The Mid-Term Grade option appears in the Grade Roster Type menu. If you previously
assigned grades to some students and only want the roster to display students that still need to
be graded, check the box next to Display Unassigned Roster Grade Only.

‘f Faculty Center || Advisor Center ||

Search |

| my schedule || class roster ”

Grade Roster

grade roster |

Fall 2017 | Semester | Chapman University | Undergraduate

¥ HIST 252 - 01 (8412) change class

History and Film (Lecture)

Days and Times Room Instructor
Mo 4:00PM-6:50PM Beckman Hall 204 I Cumiford

Display Options:

*Grade Roster Type Mid-Term Grade

Display Unassigned Roster Grade Only

Student Grade Transcript Note |l?r]

3 View FERPA Statement

Dates

08/28/2017 -
12/16/2017

Roster |Official Grading

o Name Grade |Grade |Basis

GRD

| s o N

Program and Plan

Undergraduate Degree -
English BA/Sodology min

Level

Sophom are

GRD

2 _233 I i

3

Undergraduate Degree -
Creative Writing BFA/History min

Undergraduate Degree -
Film Studies BA/Art History
min/History min

Junior

Junior

O 0O 0o

B--: - GRD

4_345 B ick

GRD
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7. Mid-Term progress grades are different than the final grades a student receives. The progress
grades are used to report students’ satisfactory progress or causes for concern based on
attendance or class performance. The Mid Term Progress Grades are:

1 Satisfactory Progress 4 Danger of Failing — Attendance
2 Cause for Concern — Attendance 5 Danger of Failing — Inadequate Performance
3 Cause for Concern — Inadequate Performance 6 Never Attended

You can assign grades individually, or by groups if several students earned the same grade. It is
recommended that you FIRST assign grades to those students who are NOT making a
Satisfactory Progress grade (1). These students would be assigned a grade of 2—-6. The
SECOND step would be to mass assign those students who ARE achieving Satisfactory Progress

(1).

DO NOT CLICK THE SAVE BUTTON until you are ready to submit the grades. Once you click
SAVE you will not be able to change grades assigned. If you only want to assign a grades to a

portion of your students and later return, you can save a partial list but will not be able to change
those grades once you return to assign the other students’ grades.

This is a view of the roster and location of the Roster Grade menu.

Faculty Center Advisor Center Search

my schedule class roster grade roster

Grade Roster

View FERPA Statement

¥ HIST 252 - 01 (8412) change class |

History and Film (Lecture)

Days and Times Room Instructor Dates

Mo 4:00PM-65:50PM Bedcm an Hall 204 I o iford 08/28/2017 -
12/16/2017

Display Options:

*Grade Roster Type Mid-Term Grade W

O Display Unassigned Roster Grade Only

Student Grade [F=EH /
D Name Roster AEE Gral.jlng Program and Plan Level
Grade rade |Basis
Undergraduate Degree -
) 1/ wrsz R -- I GRD English BA/Sodology min Sophom ore

GRD Undergraduate Degree -
Creative Writing BFA/History min
Undergraduate Degree -

GRD Film Studies BA/Art History Junior
min/History min

[ 2/ mmee: NN chis
O] : e | ey .

Junior

II

8. There are several links and buttons for assigning grades at the bottom of the screen. Also your

roster may have more than one page. You can click the arrows to view other pages or click the
View All link to see the entire roster on the screen.
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Undergraduate Degree -
I:l 20 & Judie - GRD Screenwriting maj/Business Sophomore
Administration min

View All | @ | Dowmnload Rows 1 - 20 of 35 IE‘ IE

Select All  Clear All Printer Friendly Varsion
- <- add this grade to selected students I
notify selected students | notify all students |

9. If there are multiple students receiving a non-Satisfactory Progress grade (2 — 6) you can assign
grades in a group. Click the box next the student ID number. Select the grade from the drop
down menu and click the <-add this grade to selected students button.

Undergraduate Degres -

[ |18 =23} Lagrusa - GRD Business Administration Sophomora
maj/Spanish min
Undergraduate Degres -
i7 4595 K - GRD Business Administration Freshman
maj/University Honors Program
- Undergraduate Daegres -
I:I = SEE Eg=ls A Bz Business Administration maj TEIETEETE
19 919 Maiz - GRD Unsl=saresisis Begmen= Sophomore
Business Administration maj

Undergraduate Degres -
I:I 20 196 Judie - GRD Screenwriting maj/Business Sophomore
Administration min

Wisw All | @ | Downlaad Rows 1 - 20 of 35 lEI IE'
Selact All =ar A Erinter Friendly Wersion
- <=- add this grade to selected students I
notify selected students I notify all students I

In this example the students were assigned a 2.

Undergraduate Degraes -
16 882 Lagrua - GRD Business Administration Sophomorea
maji Spanish min

O

Undergraduate Degres -
17 499 K 2 - GROD Business Administration Freshman
majf University Honors Program

E

Undergraduate Degres -

I:I 2E == Eljah h L= Business Administration maj TErEaTEE
. Undergraduate Degree -
s B = = - L Business Administration maj FrplvzmET=
Undergraduate Degrees -
|:| 20 196 Judie - GRD Screenwriting maj/Business Sophomore
Administration min
Wiaws &ll | @ | Download Rows 1 - 20 of 35 IEI IEI
Select all Clear all Erinter Friendly Version
- <- add this grade to selected students I
notify selected students I notify all students I

10. You can individually assign grades to a student. Click the arrow in Roster Grade field and select
the correct grade.
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Undergraduate Degree -

[I 17 574 Melina 1 - GRD Business Administration Sophomore
maj/Public Relations min
] |18 481 Pater 4 GRD Undergraduate Degree - . Junior
Economics maj/Philosophy maj
Undergraduate Degree -
I:l 2o = BySy e CRE) Business Administration maj Sephoons
Undergraduate Degree -
D e (RE Jaoseph 3 B Business Administration maj Sophomore
View all | | Download Rows 1 - 20 of 35 IE' IE'
Select all  Clear All Erinter Friendly Yersion
- <- add this grade to selected students I
notify selected students I notify all students I

11.As soon as any grades are assigned, the following message appears at the top of the roster.
This alerts you to the need to save your entries. If you click the enable tabs & links button you
will delete any grades that were assigned and not saved.

[ faculty center ]r advisor centar \I( saarch 1
I |

| my schedulea class roster grade roster |

Grade Roster

; Wiew FERBA Statement

A

enable tabs & links I

12.1t is recommended once you assign the grades for those students who are not making
Satisfactory Progress (2 — 6) that you save these grades. Once you are ready to submit the
assigned grades, there is a save button at the bottom of the roster.

Undergraduate Degree -

I:l Uz = e v EHE Business Administration maj

Sophomore
Undergraduate Degree -

Uz 2t R = =B Business Administration maj

Sophomore
Undergraduate Degree -

A |zo 195 Judia - GRD Screenwriting maj/Business Sophomore
Administration min

View All | @ | Download Rows 1 - 20 of 35 IE' IE'
Select All Clear All Printer Friendly Version
- <- add this grade to selected students I
notify selected students I notify all students I

SAVE |
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13.To assign the Satisfactory grade (1) to the remaining students :
a. Click the Select All link (this will select all students on the roster not just those in the
current view). You will see a checkmark in the box next to their Campus ID numbers.
NOTE: This process will not change a prior assigned and saved grade.
b. Select the “1” from the drop down menu
c. Click the <-add this grade to selected students button

e e g e = me e

Undergraduate Degree -

Lz BEE Elijah e ELE Business Administration maj Sophomore
: Undergraduate Degree -
= = R M GEY Business Administration maj Fapleraeye

Undergraduate Degree -
20 196 Judie - GRD Screenwriting maj/Business Sophomore
Administration min

Wiew ﬁl | Download Rows 1 - 20 of 35 IE‘ IE
a
ECeE R Clear Al Printer Friendly Version
i - <- add this grade to selected students I c
n b saelected students I notify all students I

ALL the students are assigned a “1”.

AR ST ESISILE IS g i an

Undergraduate Degree -

1z S22 El=h L EE Business Administration maj Eaplramars
: ) Undergraduate Degree -
1= 2L L= L GED Business Administration maj Eapleamarz

Undergraduate Degree -
udie - creenwriting maj/Businass ophomore
¥ |20 196 Judi 1 GRD 5 iting i Busi Soph
Administration min

View All | |‘|__,7_| | Download Rows 1 - 20 of 35 IE' IE'
Select &All Clear All Erinter Friendly Version
- i <- add this grade to selected students i
notify selected students I notify all students I
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14.0nce you are ready to submit the batch assigned grades, there are two save buttons. There is a
save button at the bottom of the roster.

Undergraduate Degree -

|:| = i Elijah M il Business Administration maj

Sophomore
Undergraduate Degree -

13 . Mais = GRD Business Administration maj

Sophomare
Undergraduate Degree -

|:| 20 196 Judie hd GRD Screenwriting maj/Business Sophomore
Administration min

View All | ﬂ—'?—l | Dowmnload Rows 1 - 20 of 35 IE' IE
Select Al Clear All Erinter Friendly Version
- <- add this grade to selected students |
notify selected students I notify all students |

SAVE |

15. REMINDER - Once you have saved assigned grades you cannot change them.
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