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Administrative Processes:

Entering Grades and Accessing the
Class Rosters

OBJECTIVE:

To explain steps taken to access the rosters of classes and how to enter final
grades from the administrative menu.

CONTENTS:

LESSON 1: ACCESSING THE CLASS ROSTERS
LESSON 2: ENTERING FINAL GRADES

NEED ADDITIONAL INFORMATION?

For further questions on this process please go to the CMS webpage at
http://www.sonoma.edu/cms/contact.shtml to locate the
STUDENT RECORDS FUNCTIONAL LEAD
under Student Administration.
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Lesson 1. Accessing the Class Roster

| Navigation: Curriculum and Enrollment > Class Rosters > Class Rosters

Introduction: Accessing class rosters allows staff and faculty members to determine
the students in a specific class as well as allowing either students or the entire class to
be notified by email. The following lesson will walk through the steps necessary to
enter access the class rosters.

Accessing the class roster: The following table will explain the process to enter
final grades.

Step Action Screenshot

. = Curriculum Management
1 Follow the path: O G
H [ Schedule of Classes
CUITICUlum and [ Rall Curriculum Data
Forward

EnrO”ment >C|3.SS [> Enrallment Reguirements

[ Combined Sections

Rosters > Class ¢ Dynarnic Dates

[ Facility and Event

Rosters | Inforation |

= Class Roster

— (lass Roster
— Print Class Roster

Class Roster

2 E nter the CIaSS Enter any information you have and click Search. Leave fields blank for a list of all values
information for the
required roster. Rcasemic stiutior: 5o v TH]BOCHE

Term: hegins with v 2083

pLLoL

Subject Area: begins with » bus
Catalog Nbr: begins with + |[344]
Class Nbr: = v

Class Section: [ begins with |
Session: = v | | b/
Course ID: begins with +

Course Offering Nbr: Zl

Search Clear Basic Search Save Search Criteria

Continued on the next page...
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3 If there isn’t enough
information to select
one class, a choice of
classes is displayed.
Click on the section
number of the class
whose roster should be

displayed.

Search Results

1083 8U5

First E 140f4 m Last
Description
Organizational Behavior

Regular 033419

2083 BUS KL} Reqular 033419 1 Oroanizational Behavior
2083 BUS kLI Reqular 033419 1 Organizational Behavior
2083 BUS 344 Regular 033419 1 Organizational Behavior

Continued on the next page...
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The class roster will
include all of the course R oo
information as well as e
the student information
for the roster. The table B ———— =
below details the
categories in the table. b i
Column Definition i B T
Notify Email student )0 ouist 4D pReress i 150
D Student ID s T
number
Name Name of the
student
Grade The way the
Basis class is set up
to be graded or
student
requested to
be graded.
(ADM =
admissions
(withdrawal))
Units Number of
Taken units for
completing
class
Program- | Student’s
Plan- program and
Subplan major.
Academic | Student class
Level level
Add Dt Date student
added class
Grade Dt Date grade
posted for
student.

Continued on the next page...
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5 The roster may be Class Roster

Course ID: 033419 Organizatiohal Behavior {Lecture) Sonoma State University

SO rted by Selecti ng the Catalog: BUS 344 Spring 2008
Class Nbr: 1747 Section 004 Regular Acadermic Session
Instructors:

requested status from
the Enrollment Status
drop-down menu and
clicking the Detail

Class Roster Details

Detail

“Enroliment Status: | Enrolied | v

C
e Basi: Units
== TS | Taken
4.00

Total Students:

B st [ rao0ora0 M et

Grade Dt

Custo

Program - Plan -
Subplan el

Graduate - Business

1 O Graded Administration (MBAY Graduate 111262007
Deta” Undergraduate -
21 O Graded 4.00 Business Seniar 1142752007
utto n . Administration (85)
Undergraduate -
3 O Graded 400 Fre-Business Junior 01/252008

Administration

Undergraduate -

NOTE: If no students have = Busnass e puisaws  ov09nens
dropped the class, you will

not see the dropped
enroliment status.

6 To download the roster
into Microsoft Excel

Class Roster

Course ID: 033419 Organizational Behavior (Lecture) Sonoma State University
Catalog: BUS 344 Spring 2008

click on the Download

i

Instructors:

button.

Class Roster Details

Total 40 status: [Enrolied |+ Detail
!

Al

Erie | First (4 1.40 07 a0 7] Last

Grade Basis U208 Program-Plan - = S Grade Dt
Grade Basis |7aven  |Subplan Add b peErbli

Graduats - Business

NOTE: Your browser’s pop- =
Administration (MBA)
up blocker may have to be

Graduate 114262007

. . 2l O Graded 4.00 Business Senior 1142702007
Administration (B5)
disabled. Hold CTRL while
CIiCking on the Download al O Graded 4.00 :;Er;y?ni;?:tfni Junior 014252008

Undergraduate -

button 4 0O ADM Business Seniar 014162008 02/09/2008

Administration (B5)
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Notifying Students from the Class or Grade Roster: From the grade roster

faculty or staff members are able to send email to either individual students or the
class. The following table will explain the process of how to notify students through the
class rosters. (NOTE: Student names and IDs have been removed to protect privacy)

student that needs to be
emailed.

Step Action Screenshot

1 Follow the table below to
determine how to email the e o
entire class or specific vt 17 st
students.

If Then mls ewolment tatus: [Exvaled T ool |

There are Go to step
specific 2. :
students i [ it gy TR (TR
who need to i
be notified... ' O oo e et e oo
The entire Go to step J o e W e
class is 3. —
going to be
notified...

2 Check the Notify box for any

Class Roster

Courea 0 033818 Organashonsl Bahaior
Canalog: 0U e

s b ATAT Bection 004

st

FoabBace (112702007

o1rEn0R

o &r00g o a0ar0s

1127007

1IT1007 O3 2008

n0a00

Continued on the next page...
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3 Follow the table below to notify - !
either all students or selected | |” ° 0 B |

students. SRR ' m“mﬂ il s |

If Then i MR — ‘

The entire Click on the o i -~ s i |

class is going Notify Selected
to be notified... | Students
buttons.

Notify Selected Students |

the email addresses of the
students populated in the BCC:
box. This will keep the
students addresses hidden
from other recipients.

NOTE: The From: field will be filled
automatically with your email
address.

There are Click on the
specific Notify All
students who Students
need to be buttons.
notified... Motify Enrolled Students
4 An email box will appear with | Send Netification

Type e-mail addresses in the To, CC or BCC fields using a comrma as a separator,

From:

To: ‘ ‘

CcC: ‘ ‘

BCC:

Subject:

Message Text:

SEND MOTIFICATION

CAMCEL

Continued on the next page...
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5 Enter the subject and message
text in the appropriate boxes.

Message Text:

NOTE: The Subject: field will be
filled with “From the desk of <user
name>"... Additional information can
be either added or substituted for the
pre-populated message.

6 Once the message is entered
clicked on the Send Send Notifieation
N0t|f| Cati on button. Type e-rnail addresses in the To, CC or BCC fields using a cornma as a separator,
SEND MOTIFICATION | From:

To: ‘ ‘

CC: ‘ ‘

BCC:

Subject:

Message Text:

SEND MOTIFICATION

CANCEL |
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Lesson 2: Entering Final Grades

| Navigation: Curriculum Management > Grading > Grade Roster

Introduction: Faculty members have access to the rosters of the classes that they are
assigned to teach. Having access gives the ability to review the class details, the student
information, as well as being able to notify selected students or even the entire class. The
administrative view will give additional information that can’t be found in the Faculty’s version
of the grade roster. The following information will show to access the rosters and how to use
them. (Note: The names and IDs of students have been removed to protect privacy)

Step Action Screenshot
1 Navigate to the Grade
Grade Roster
ROSter SearCh Screen and Enter any infarmation you have and click Search. Leave fields blankfor a list of all values.
enter the appropriate
search information to find Acodemic nstittion: egirs w9 |GG o
the class you need to Term: bogins wilh v [2083 Q
Subject Area: hegins with v |[BUS Q
grade. Catalog Nbr: begins with v |[344
Campus: begins with Q
Session: = v V|
Course Offering Nbr: | = w Q,
Class Section: heging with
Description: henins with »
Course ID: heging with [+ Q
Class Nbr: = v
[case sensitive
ﬂl ﬂl Basic Search Save Search Criteria

Continued on the next page...
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2 Select the correct section of

the CIaSS by CI |Ck| ng the ;::f;ﬁ;::n:tmwouhave and click Search. Leave fields blank for a list of all values
correct blue link.

Academic nsttution: beging with v | 50CHP Q

Term: beging with v ‘Zﬂﬁ Q

Subject Area: heghswitn v BUF Q

Catalog Nbr: hegins with v ‘344

Campus: begins with v Q

Session: = v ‘ "‘

Course Offering Nbr: | - v ‘ Q

Class Section: heging with + ‘

Description: hegins wih v

Course ID; hagis il v Q

Class Nbr: = v ‘

[case sensitive

Search Clear | Basic Search ﬁ Save Search Criteria

Searth Results

First E 1444 1] Last

Short Description|Subject Area|Catalog Hbr |Campus|

SOCMP 2083 Sprng 2008 BUS 344 MAIN  Regular | oot Organizational Behavior 033418 1649

50c1P 2003 Spmg 2008 BUS 34 AN Regular | 002 Organizational Behaior 033419 1650
SOCMP 2083 Sprng 2008 BUS 344 MAIN  Regular | 003 Organizational Behavior 033418 1651
501P 2003 Spmg 2008 BUS 34 AN Regular | 004 Organizational Behaior 033419 1747

Continued on the next page...
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3 The Grade Roster Type
screen will show the class
details in addition to the type
of grade roster. See the table
below for the approval status.

Grade Roster Type Grade Roste|

Course ID: 023419 Qrganizational Behavior Offer Nbr: 1 Sonoma State University

Catalog: BUS 344 Class Section: 004 Sprng 2008

Use Blind Grading Class Nbr: 1747

inal er
rat
'Grade Roster Type *Approval Status atus

Regular Academic Session

Partial
Override | Post

at the top of the Grade Roster
Type.

D e [NotRewewea )| SR ) ) orste]_post |41 =)
Bsove | Aretumto search | 1Brreviousintist | Fextinuist | Elnairy | etresh |
Approval Definition Grate Roster Type | g Foster
Status
Not The grade roster
Reviewed is not complete.
Approved Grade roster is
approved and
posted.
Ready to Grade roster is
Review complete and
ready to be
posted.
4 Click on the Grade Roster tab | |smmmmm smmm)
Course ID: 033419 Organizational Behavior Offer Nbr: 1 Sonoma State University

Catalog: BUS 344 Class Section: (04 Sprng 2008
Use Blind Grading Class Nbr: 1747 Regular Academic Session
inal Roster
radin; Partial
‘Grade Roster Type ‘Approval Status Status  |Override| Post

NmRe\rlewed v (Bl o O O

1 |Final Grade v ‘FmaIGrade Allowed

Create| Post =

Ezave | .QRe'tumluSearchl +ElPrevious in List | +[EIMext in List | [Enctify | L Refresh |

Grade Roster Type | Grade Roster

Continued on the next page...
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S The roster for the class will
include the following fields:

Grade Roster Type

Term:

Session;
Instructor(s):

Roster Type
Final Grade

Approval Status;

Grade Roster

Spmy 2006

Regular

Final Grade

Not Reviewed

ClassNbr: 1747 Organizational Behavior
Catalog:

fid  rst (101 (M Lost

Section: 004 pyivter Friendhé

BUS 344 SeqNbr: 1

[ nisplay Unassigned Roster Grade Only

) (| S (o

First El 1-40 of 40 E Last

P
Find | View Al | B

Official Academic
Program

{Academic

Level Grading Basis

Grad Graduate  Graded Pending Detail

Undergrad - Senior Graded Pending Detail
Undergrad  Junior Graded Pending Detail
Wi Undlergrad  Senior ADM Graded Defail — 02/09/2008

Undergrad  Senior Graded Pending Detail

Field Definition

Notify Allows individual
selection of
students to notify
via email.

ID Student ID
number.

Name Name of the
student.

Roster The grade

Grade assigned to the
student.

Official The grade posted

Grade to the student’s
record.

Grading The way the class

Basis is set up to be

graded or how
the student
requested to be
graded. (ADM =
admissions
(withdrawal)).

Final Roster
Status

Status of the
grade assigned to
the student.

Detail

Link to the
student’s
enrollment detail

page.

Grade Date

Date grade added
to the student’s
record.

Continued on the next page...
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Click on the Look up icon <
next to the Roster Grade.

Grade Roster

Term: Sprng 2008 Class Nbr:
Session: Regular Catalog:
Instructor(s):

Roster Type
Final Grade Final Grade
Approval Status: Mot Reviewed

1747 Organizational Behavior

BUS 344

Find

Section: 004 e e e

Firet [ 1 or 1 [P Last

[ Display Unassigned Roster Grade Only

I (Academic |Academic

Level

Grading Basis

First [ 140 ot a0 ] Last

Grade Date

Grade Input:

Description:

Look Up

hegins with +

beging with

Clear | Cancel |BasicLuokug

Grade Inpurt |

E CHERER. TREERROEE

Search Results

Description
Outstanding

Outstanding
Commendahle

Commendahle
Commendahle
Satistactory
Satisfactary
Satisfactary

Minimum Performance
Minimum Performance
Minimum Performance

Failure

Incomplete
Incomplete Charged
Report Delayed
Reportin Progress
Satisfactory Progress
Unaofficial ¥ithdrawal
Withdrawal Unofficial

1.0 Grad Graduate Graded Pending Detail
2 0O Undergrad  Senior Graded Pending  Detail
3 0O | Q Undergrad  Junior Graded Pending  Detail
a O i Undergrad  Senior ADM Graded Detail  02/092008
5 O | Q Undergrad  Senior Graded Pending Detail
7 Select the correct grade for Look Up Roster Grade
the student selected. seti socup
Grading Scheme: Wiz
Grading Basis: GRD

Continued on the next page...
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8 Once the grades are
entered click on the Save o e Mt

ﬁSa"."E a0 0O rQ Undergrad Junior Graded Pending Detail
button. Zs== |

Motify Selected Students Motify All Students |

gs;m&?mmtﬁemﬂ Berevious inList | (EedtinList | ety | obRetrech
7

9 Click on the Grade Roster
Type tab at the tOp Of the Term: Spmg 2008 Class Nbr: 1747  Organizational Behavior Section: 004 Frinter Friendh

First (111 (Y] Last

SC re e n Session: Regular Catalog:  BUS 344 SeqNbr: 1
. Instructor(s):
Final Grade Final Grade [ pisptay Unassigned Roster Grade Onty
Approval Status: Not Reviewed

First E 1-40 of 20 |E Laat

Roster  |Official (Academic  |Academic
Level

Grading Basis

10 ’A—Q Grad Graduate  Graded Pending Detail
2 0 b a Undergrad Semior  Graded Pending Detal
30 b q Undergrad Junior  Graded Pending Detai
¢+ 0 W Undergrad  Senior ADM Graded Detail 02092008
5 [0 ’A_Q Undergrad  Senior Graded Pending Detail

Grade Roster T

10 | Select Approved from the
CourseID: 0334148 Organizational Behavior Offer Nbr: 1 Sonoma State University
approval Status drop-down Catalog:  BUS 344 Class Section: 004 Spmg 2008

Use Blind Grading Class Nbr: 1747 Regular Academic Session

Final Roster
Grading

menu. Click on the Save i
button. ﬁgil 1 | Final Grade ~ | [Final Grade g\ i

HEIN Ready for Review

Partial
Override | Post

@ @ Create| Post =1

Esave | QRetumito Search | +ElPrevious in L

Grade Roster Type | Grade Roster

The roster is now ready for
posting by the Registrar’'s
Office.
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