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UNIVERSITY OF Training Guide
CALGARY SA - Faculty Centre

Introduction

The intention of this guide is to provide instructors and grade administrators with a quick look
at what information is available in the Faculty Centre, including instructions to access and
download Class Rosters (Class Lists) and downloading/uploading final grades to the Student
Administration System.

Faculty Centre

Individuals who are listed as ‘instructors of record” within the Schedule of Classes will have
access to the Faculty Centre. Instructors do not require a SecurID in order to access the Faculty
Centre. If you are an Instructor, the Faculty Centre can be accessible through My U of C by
clicking on the Faculty Centre link in Direct access.

In addition to instructors having access to the Faculty Centre, grade administrators also have
access. Grade Administrators access the Faculty Centre by logging in to the Student
Administration System through My U of C as they normally do with their SecurlD selecting Self
Service and Faculty Centre from the menus.

From the Faculty Centre, instructors of record and grade administrators can:

e view their exam schedule

e view their teaching schedule, term by term

e view and download class rosters (class lists)

e access the Learning Management System D2L (Desire2Learn)
e administer grades

e search for classes, term by term

e browse the course catalog
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The Faculty Centre

Faculty may use these steps to access the Faculty Centre.

e Using a web browser go to My U of C. Sign on with your elD and password. A Securid is
not required.

e Click Academic > Faculty Centre in the MyUofC Portal.

- UNIVERSITY OF Home Sign out

'\ CALGARY

Dashboard All about me My work Academic Around campus Favourites
R

Teaching Direct access
Teaching schedule University Calendar
View courze calendar
Manage grades D2l

Book a classroom (Desire2Learn, Brightspace)

Campus Bookstore
HR Academic Staff

Book equipment

Order books & materials
Dizpose of old documents
Taylor Institute

View courze evaluations

Grade Administrators must log in to PS Student Administration with Securid.

“:s UNIVERSITY OF ol b\ S qut
/ CALGARY
Dashboard All about me My work Academic Around campus
Tasks Quick Links
There are no approval tasks at this time. Thrive '.Fﬂﬂllly Report Form
Webmail
‘ Faculty Center
. P2L (Desi arn.Brightspace)

View As Student

My paycheque

‘You can use the View as a Student feature to load the Student homepage as any student you have access Teaching sehedule

to. This includes links, data and the same user interface. Some links may not be clickable depending on if
they support the View-As model. If you see links that are greyed out, those are ones which do not offer
support. When viewing as a student, you will see a banner at the top. This banner will present an exit button Announcements N
to close your View-As session and return you to your own homepage

Mo articles currently available
ch S 1eCl -
Launch Student Selector » " m 75

e Click on Self Service.
e Click on the Faculty Centre link > My Schedule

Navigating to Faculty Centre displays the default page and displays the Teaching Schedules
term by term. Note “Breadcrumbs” appear at the top of the menu displaying navigation or the
steps taken to the Faculty Centre. By default, Faculty will see the current Term and their
Teaching Schedule.
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IMEin menu el 3enice Faculty Center My Schedule

UNIVERSITY OF  Hello 04277132 (Brooks,Garth) on CSTRN4

CALGAR from CS5TRN3 on 2013-03-24 @ 08:53

Garth Brooks
Faculty Conter || Search p— Graduate Sident Annual Progress Repart Note the "breadcrumbs" displaying the navigation

My Schedule | Administer Grades

Faculty Center
My Schedule

Winter 2019 | University of . Change Term
Calgary My Exam Schedule ' ’
\ Links for Staff and Faculty

Select display option

® Show All Classes ') Show Enrolled Classes Only
\@ Leamning Management

lcon Legend i{\i‘l Class Roster

|i'u'|y Teaching Schedule > Winter 2019 > University of Calgary'
Personalize | View 100 | = | |£_li| First ‘4’ 1-200f 240 '*' Last

Class Class Title Enrolled Days & Times Room Class Dates
Lﬂgéu“'m ey Arbrel 32 MoWsThFr 2:00PM - 250PM Epcass  jm10.201%
. ) Jan 10, 2019-
MoWeThFr 2:00PM - 2:50PM EDC 334 Apr 12,2019
ALMC 30301 Continuing Arabic Il . iy Jan 10, 2018-
i B (12569) (Lecture) 6 MoWeThFr 10:004M - 10:50AM S 006 e 12,2013
Jan 10, 2019-

MoWeThFr 10:00AM - 10-50AM SS 006
B a ma b e paasies nma  ges SRAR e

Click the Change Term button to change the term.

The Teaching Schedule defaults to Show All Classes. Select Show Enrolled Classes Only to
view only those classes with students registered.

Links for Staff and Faculty links to the Enrolment Services web page.

By clicking on the class roster icon i, instructors and grade administrators can download
class rosters (class lists) for each class.

Clicking the LMS (Learning Management System) icon @, displays the log in page for
D2L (Desire2Learn, Brightspace).

e . - — 1 S . - _ - ———
¥ oW e e MoTuThFr 10:004M - 10 5050"  EDCUSF™ g‘;’: e
= CHIN 207-02 Beginners' Chinese Il E 1 Jan 10, 2019-
e 0875 daghure) 15 MoWeThFr 1:00PM - 1-50PM MS 217 Ant 12 2019
MoWeThFT 1:00PM - 1:50PM MS 217 j‘;’: ]
] CHIM 303-01 Continuing Chinese Il X _an- Jam 10, 2019-
e (15093) (Locture) 25 MoVWeFT 10:00AM - 10:50AM EDC 234 At 12 2019
MoWsFr 10:00AM - 10:50AM EDC 284 fp’: b
CHIM 317.02-01 Words, Hanzi, and Things ; . Jam 10, 2019-
g B (15100 (Lecture) 108 TuTh 2:00PM - 3:15PM ST 145 Apr 122019
TuTh 2:00PM - 3:15PM ST 145 e
CHIN 333-01 Intermediate Chinese Il . ’ Jan 10, 2019-
g B2 (10323} (Lecture) 19 MoWeFr 10:00AM - 10:504M SH 278 hpr 12,2019
. . Jan 10, 2019-
MoWeFr 10:00AM - 10:50AM SH 275 e 12 2013

View Weekly Teaching Schedule “ Go to top
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Click the View Weekly Teaching Schedule link to see a weekly calendar view of the
teaching schedule. My Weekly Schedule link is not associated with your Outlook Calendar.

Garth Brooks

Faculty Center Search Awards Graduate Student Annual Progress Report

My Schedule | Administer Grades
Faculty Center

[\View My Weekly Schedule |

== Previous Week Week of 2018M12/31 - 2019/1/6 I Next Week ==

Show Week of 2019/01/02 Eﬂ{ Start Time|8:00AM End Time|6:00PM Refresh Calendar

Time Monday Tuesday Wednesday Thurzday Friday Saturday Sunday
Dec 31 Jan 1 Jan 2 Jan 3 Jan 4 Jan 5 Jan 6
GERM 357 -01 GERM 357-01 GERM 357 - 01
Lecture Lecture Lecture
8:00AM - 8:00AM - 8:00AM -
2:00AM 11:50AM 11:50AM 11:50AM
Murray Fraser Murray Fraser Murray Fraser
Hall 160 Hall 160 Hall 160
GERM 357 -01 GERM 357 -01 GERM 357 - 01
Lecture Lecture Lecture
9-00AM 8:00AM - 8:00AM - 8:00AM -
11:50AM 11:50AM 11:50AM
Murray Fraser Murray Fraser Murray Fraser
1P - P a & Hall160®n  managpdd oeuanieod B .

The previous week or next week buttons can be used to change the calendar to the
previous or next week.

The Show Week of field is used to view the calendar for a specific week.

The Start Time defaults to 8:00 am and the End Time defaults to 6:00. The Start and End
time fields can be used to change the default Start and End times if you wish to see classes
scheduled during a specific time frame for instance display classes between 8:00 am and
12:00 noon.

Click the refresh calendar button to refresh the calendar when a change is made in the
display.

Use the Display Options to select additional filters for the weekly calendar view.

6:00PM

Display Options

*| Show AM/PM ¥| Monday ¥ Thursday
Show Class Title ¥ Tuesday ¥ Friday #| Sunday T R ETEET
Show Instructor Role ¥ Wednesday ¥ Saturday

Return to Faculty Center f Printer Friendly Page

Eec to top

Click the Return to Faculty Centre link to return to the Faculty Centre or the options at the
bottom. Tip: Avoid using the browser "back” button.
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The exam schedule displays below My Schedule.

& . P _a e e b o I . ‘.

e v ' T e o Jdn 0, 2019 W
MoWeFr 10:00AM - 10:50AM SH 278 Apr12. 2019
View Weekly Teaching Schedule Go to top

IMy Exam Schedule = Winter 2019 = University ofCaIga|y1 Personalize E

Class Class Title Exam Date Exam Time Exam Room Enrolled

SLAV 356- )

Perspectives on Eastern E ey AL Are a0

E]‘l \ Europe (Lecture) 2019/4/15, Monday 8:30AM - 10:30AM 40

(15158)

SLAV 356- .

Perspectives on Eastern . .

01 Europe (Lecture) 2019/4/15, Monday 8:30AM - 10:30AM 40

(15158)

INDL 205-01 Indigenous Language | TAME Manday . "B

(15998) (Lecture) 2019/4/15, Monday 3:30PM - 6:30PM 19

INDL 205-01 Indigenous Language | ) e

(15996) (Lecture) 2019/4/15, Monday 3:30PM - 6:30PM 19

RUSS 209- — ;

01 Introductory Russian I 2019/4/16, Tuesday 8:30AM - 10-30AM 29

. . (Lecture)

(10805)

RUSS 209- , e i L L s e Jﬂ_‘m,& .ﬂ_?ﬂnﬁ- . i, e ..
_'."L»' - e o 0 —— - - ol i S ¥ T - i — L il
CIN 4107 Bhonetics Il (Lecture) 2019/4/27, Saturday 3:30PM - 5:30PM 26
lE_:EzGog;1'01 Phonetics 1l (Lecture) 2019/4427, Saturday 3:30PM - 5:30PM 26

View Weekly Exam Schedule Go to top

E‘Go fo top

e When the list of classes in the Teaching Schedule is extensive, click the My Exam Schedule
link at the top of the page to move to the bottom of the page and view the exam schedule.
e Click the View Weekly Exam Schedule link to see a weekly view of the exam schedule.
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Garth Brooks

Faculty Center || Seard fuwards Graduala Studant Annusl Progness Rap
By Schedule Adminisber Geades

Faculty Center

r'u'}' Exam Scheduls / ‘

<= Previous Wank ‘Week of 201304115 - 201204/21 Ml Wik >

I Show Wesk of 20150395 [ Start Time B0AN| End Time 5:00P5 | I]_ Refresh Calendar

DA [Fimal Exam} {Finall Exarn)
- H:0AM - B0AM -
TOEI0AM WEIIAM
0:00AM Localion: TBA  Locaton: TBA
i
LENE 201 - 02
Lescture
it st {Finad Exarn}
e 1Z:00PM -
2:00PM
LEMG 318 - 01 Locatan: TRA
4Final Exarn) & X
1zpopy- | UMERI-M
p el (Final Exatm|
ocakore THA | S5 anniig <
2:.00PH
Locatan: TRA
200P
z MOC205-01 T ‘Eumm?'m
B {Firusl Exarn)
[Fimal Exam} 13000 -
= O F:30PM - E:30PM 3
S.00PN ¥ E:30PM
Localion: TBA Losiliere THA
¥ Show AMPM * maonaay ¥ Tnursoay
Show Claes Titie " Tugsday * Friday # Sunday Refrmsh Calendar
# Wednsaday ¥ Saturday
Relen 1o Facuity Cantar ’ Prinles F fly P
=G0 b b 3

e The previous week or next week buttons are used to change the calendar to the previous
or next week.

e The Show Week of field is used to view the calendar for a specific week.

e The Start Time defaults to 8:00 am and the End Time defaults to 6:00. The Start and End

time fields can be used to change the default Start and End times if you wish to see exams

scheduled during a specific time frame for instance exams scheduled between 9:00 am and

noon.

Click the refresh calendar button to refresh the calendar when a change is made in the

display.

Use the Display Options to select additional filters for the weekly calendar view.

Click the Return to Faculty Centre link to return to the Faculty Centre.
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Class Roster (Class List)

Class rosters are available for viewing purposes and can be downloaded to excel for printing and
distribution purposes. Note: Please refer to the section Uploading Final Grades from a File for
instructions on how to upload grades (.csv format).

Favorites. = Main Menu + Self Senvice ¥ Faculty Centar ¥ My Schedule #& Home Add to Favorites Sign

IVERSITY OF  Hello 04277132 (Brooks,Garth) on CSTRN4
ALGA

from CSTRN3 on 2017-06-04 @ 08:59

Garth Brooks

(Class Roster )

: tPNS 205 - 01 (31823) change class

Beginners' Japanese T (Lecture)

Days and Times Ream

MoTuWeThFr B:00AM- CHD 420
11:308M

Dates
2017/05/15 -
2017/06/02

*Enroliment Status [Enrelled ~ change
. All
Enrollment Capacity Enralied 30
Dropped
Enrolled
() No Special For: Ready (OyMieraGrade Program

Download Format

Download Icon for Excel I

To notily students, please select 'No Special Format’

To aumnioan the roster, eiek e B icon besow. For nesp, etk pere. M \
] d de A

Final
D Name Prim Last Name Prim First Name ){Facuity [Program |Degree Plan Level Phone Extn  [LEC [LaB  [nsa G':“E Email

1|mns 205 01

210159358 ‘]\""”“"""""“' Aberdesn Hannah 13 lamBcH  [BA-DEG  [MusI-MAY [vear 3 403/555-3019 o1 BO1 A homteam@ucalgary.ca

3|30017628 BFA-DEG  [VIST-MAJ [vear 1 03255 01

G-

e Class Roster displays Days & Times, Room, Instructor and Class Dates. Click the triangle
button next to Class Name to expand the view of the Enrolled Students.

e The Enrollment Status drop-down menu lists three categories of students to choose from
when viewing/downloading Class Rosters: All, Dropped and Enrolled.

The system defaults the Enroliment Status to Enrolled. Click the Change button to view a
different status.

All displays enrolled students including those with "W' grades, as well as waitlisted students
and dropped students (‘dropped' meaning students who have been cancelled from the
entire term by staff, not meaning students that have dropped themselves before the
add/drop deadline).

Enrolled displays students enrolled in the class, including those with ‘W' grades, but does
not display dropped (cancelled from term) or waitlisted students.

Dropped displays students cancelled from the term. It does not display students that have
dropped the course before the add/drop deadline or students that have withdrawn from
the course.
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When a student withdraws (final grade of 'W') from a class they will continue to appear on
the class roster on both the All and Enrolled statuses.

Name refers to the student’s preferred name in the system that will appear in PeopleSoft in
the Student Centre for example.

Prim Last Name and Prim First Name fields are the student’s legal names.

o Click on the download & icon in the Enrolled Students menu bar to download the
Class Roster. The file can be saved as: .xls (Excel); .txt (tab delimited); .csv (comma
delimited); .htm (web page). If you wish to use the file to upload final grades, the file
must be saved as a CSV or TXT file. Please refer to the section Uploading Final Grades
from a File in this document.

Note: Macintosh users must save the file as .txt (tab delimited).

Additional help with downloading the Class Roster is available by clicking on the here link.
To print the Class Roster after downloading, select Print Preview and change the page
setup to Landscape and select Fit to 1 page to display the complete Class Roster.

From the Class Roster page, instructors and grade administrators may send emails to all
students in a class or specific students in a class, for example, cancelling a class due to an
instructor illness.

Note: When emailing an entire class, those students who have been dropped from the
class will also receive the message.

In order for the notify buttons to display, the Download Format must be changed. To
change the Download Format from the default Upload Ready, select the No Special
Format button.

Favarites + Main Menu ~ Self Service ™ Faculty Center My Schedule # Home Add to Favorites Sign ou’

UNIVERSITY OF  Hello 04277132 (Brooks Garth) on CSTRN4

CALGARY from CSTRN3 on 2017-06-04 @ 08:59

Garth Brooks Top of Page

Class Roster

+ JPNS 205 - 01 (31823) change elass
Beginners’ Japanese T (Lecture)
Days and Times Room Instructor Dates

MoTuWeThFr B:00AM- CHD 420 Garth Brooks, 2017/05/15
11:30AM Gretchen Wilson 2017/06/02

*Enroliment Status |Enrolled ~
Enroliment Capacity 32 Enrolied 30
Download For

78 Nb Special Format () Upload Ready () MicroGrade Program

To notily students, please select 'No Special FOrmat!  gu—
Ta downlaad the roster, cick the [ icon below. Far help, cick bere.
& ] v I
Final
m Name Prim Last Name | Prim First Name  |Faculty ee  |Plan Level Phone Extn  |Lec (a8 [nra [T Email
— Grade
1| [ Jro1ss3se ;‘h”"”"'*""“’" nberdess Hannah 1 amBCH  |BA-DEG MUSE-MAD | Year 3 103/555-2019
2| [ foot7szs  |ang,Harvey C Ang Harvey 3 ARBCH  [BFA-DEG  |VIST-MAI [veart 403/555-3022
oSNDG-
3 O, 55 jBrent A _diezengyi Beer RO oscyp | v 1
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N i Wi Voinsinnd 5N PN TN ON | AN, I N 5N N AN
\fﬁ"ﬂ 10171235 Wallace,Royal M Wallace Royal sC SCBCH BSC-H-DEG |BCEM-MAJ |Year 2 403/555-0444 01 BO1 A homteam@ucalgary.ca

OSNDG-
29| [ 30038487 |w Wong Shanu RO OSCND ‘Z;QDL 403/555-2544 01 BO1 B- hemteam@ucalgary.ca

30031020

Yales Sarah AR ARBCH  |BA-DEG PSYC-MAT  |Year 1 403/555-5588 01 BO1 A hemteam@ucalgary.ca

\

notify selected students | notify all students |

Bottom of Page

e To email selected students, click on the checkbox beside the students who are to receive
the email. Click on Notify Selected Students, complete the text of the email, and send the
message.

e To email an entire class (this will include dropped students), click on Notify Enrolled
Students, complete the text of the email, and send the message.

e Click on Return to Class Roster or click on the “Breadcrumbs” to return to previous menus
(e.g. Faculty Centre).

Favorites | Main Menu # Seff Service » Faculty Center @ My Schedule
Click on the Breadcrumbs to return to Faculty Centre

e Mac users will need to use FireFox as their browser, as Safari is not compatible with the
Student Administration system.

HELP for Downloading the Class Roster

If you have difficulty downloading the class roster or the grade roster, please reference the
document: Setting Your Browser for PeopleSoft Downloads on the Student and Enrolment
Services (SES) Training website: Student Administration (PeopleSoft Campus Solutions) >
Student Administration Training Guides > User Guides > Faculty Centre - Grading: for
instructions on setting your browser for the class roster download. Since there exists several
different browsers; contacting IT Support is also recommended.
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UNIVERSITY OF

CALGARY

Faculty Centre - Grading

Faculty Centre |s used to manage all class related activities which Includes viewing teaching schedules and class

rosters, enter and approve grades and evaluate prospective students.

Please be gdvised that procedures are subjfect to change, and updates including the most current information wil

be posted here as they become avaliable.

Documents below with an asterisk (*) are also avallable as online tutorlals. Click here to access the online learning

tool.

Course Guide
Faculty Centre - Grading Training Guide

Instructors & Grade Administrators

Class Roster. Download to Excel, Print and Emall*
Emalling Students from the Class Roster*

Grade Change Audit® /
Manual Grade Entry*

Setting Your Browser for PeopleSoft Downloads |

Upload Grades
Upload Grades from Excel
Where did my grade roster go?

Approvers

Approve Grades*
Grade Entry and Approval for Course Instructors who are also Approvers
Online Grade Change”

Frequently Asked Questions

Frequently Asked Questions

Need Additional Help?

For additional Information, please click the inks below:

Grading Info & Important Deadlines
Help for D2L Users
Enrolment Services Links for Faculty and Staff
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Administering Grades

Click on the Administer Grades tab to access the summary screen for grading. This screen will
provide the Instructor/Administrator with a visual overview of each grade roster.

Garth Brooks

Faculty Center Search Awards Graduate Student Annual Progress Report

My Schedulz |} Administer Grades

Faculty Center

Review and Approve Grades /

Winter 2019 | University of Change Term
Calgary
[Approved I /
o
“Roster Status Ready for R change criteria
*Grading Role
Perzonalize | Find | E First '4' 1-20f2 '} Last
Class Enrolled PA Instructor Grade Roster
FREN 398-01 / . . =
LEC 15251 32 Pathak Jocely & =
GERM 357-01 _ _ ; =
LEC 12148 141 Chambers,Greg A |_,1|
E‘ Go to top

The term defaults to the current term. To view a different term, click the Change Term
button and select the appropriate term from the list.

Roster Status defaults to Not Reviewed but can also be Ready for Review or Approved.
Not Reviewed - the instructor or grade administrator have control of the grade roster for
entering or changing grades

Ready for Review — the grade roster is at the Approver level waiting for approval
Approved - the grades are approved and posted to the Student Center

To view a different Roster Status select the desired status and click the Change Criteria
button.

Grading Role defaults to Grade for instructors and grade administrators.

Click the Class link to display Class Details.

Enrolled is the number of students enrolled in the course.

The GPA column indicates a dynamic GPA for any grades entered, including the ones
entered on the staff side. If no GPA is indicated, then grading has not yet commenced for
that class.

Instructors and Administrators can access the grade rosters by clicking the Grade Roster

icon =7 in the Grade Roster column.
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Grade Roster

Grades can be entered on the Grade Roster manually or uploaded in mass from a file.

Favorites ~ Main Menu ~ » Self Service ¥ > Faculty Center ¥ > My Schedule > Administer Grades

* UNIVERSITY OF  Hello 04277132 (Brooks,Garth) on CSTRN4

CALGARY from CSTRN3 on 2017-06-04 @ 08:59

Garth Brooks

(Grade Roster )

Spring 2017 | Group Study Programs | University of Calgary | Undergraduate Programs

= JPNS 311 - 01 (320058) change class |

Japanese Language in an Immersion Setting I (Lectura)

Days and Times Room Instructor Dates
MoWeFr 10:00 - 10:50 EDC 285 2017/05/10 -
2017/06/10

Display Options: Grade Roster Action: /

*Grade Roster Type | |Final Grade hd *Approval Status Mot Reviewed save |
Ready for Review

?Display Unassigned Roster Grade Only

Upload grades from a file. INITIATE UF'LO»‘\Dl

The file name must end with either .TXT or .C5V
The fields must separated by either a comma or a tab.

Use the following link for instructions on uploading grades from a file -  Help for Grades Upload

Prim Last Prim First |Roste Official |Gradi
D Name i Las rim e " e ra_ b Description Level Comments
Name Name Grade |[Grade |Basis
Science Bachelor -
Computer
0| 2|1008545 L GRD  |gciance/Bachelor of Year 4 |

Science/lapanese

Science Bachelor -

Ganaral
D 2|10157634 GHE Mathematics/Bachelor of e |

Science/lapanese

Science Bachelor -
Computer
Science/Computer
A4
AR GED Science/Bachelor of UErE
Sciznce/lapanase/Bachalor
of Scie

O

oo/ H ETEEETETE i

e Click the collapse button  next to Meeting Information/Class Information to expand or
contract the details.

e Grade Roster Type will always be set to Final Grade.

e Approval Status will be either Not Reviewed (default) or Ready for Review.

¢ Display Unassigned Roster Grade Only checkbox gives instructors/grade administrators
the option of only viewing students who have not yet had a grade assigned.

¢ Initiate Upload may be used to upload grades in mass from a file.
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e  Click the Help for Grades Upload link to access help for formatting the file in the required
format for uploading.

e The same grade may be assigned to all students (which may be beneficial for credit/fail
letter grades) by selecting the desired grade from the add this grade to selected students
drop down list.

. A TN
1 gﬁém e ;;‘aff‘s?cfiww\,w/\ VRPN

Educatidh/Bach of Ed =
(Prof) - Secondary
Schulich Sch of EN

)| 12| 10170270 GRD  |Bachelor - Year 3
Bachelor of Sciance
Science Bachelor -
Computer

\ljj 20110160542 GED Science/Bachelor of HEE

. ! Science/lapanase

View All @ | Dovinload Rows 1 - 20 of 20

: ; ) . . )

Clear & / Printer Friendly Version

~ <- add this grade to selected students I

notify selected i, notify all students I

RETURN | SAVE

¢ Note: Setting the Grade Roster to “I” to expedite approving is not recommended. Leave it
blank if necessary.

e Click the Name link to send an email to a particular student
Note: similar to the class roster, notify buttons for notifying selected students or notifying
all students display at the bottom of the Grade Roster.

e The Roster Grade column is used to enter grades manually.

e The Official Grade column is used by Enrollment Services staff to enter admin type grades.

e The Grade Basis column displays the GFC approved grading basis for the course.

e The Comments field can be used to document such things as “student missed final".

e The Grade Roster should always be saved to ensure grade entry is not lost.

Entering Grades Manually

Grades can be entered manually one by one in the Roster Grade column by selecting the
desired grade from the drop down menu. Periodically, make sure you save your work.

o aMN\HMWMNWMNA\PmMr\/

Prim Last Prim First & st offici Gradi
1D Name i Las rim s oster e ra_ i Description Level Comments
Name Name Grade |Grade [Basis

Science Bachelor -

Computer
v
L1 1|100s8545 A GRD |gciance/Bachelor of Year4
Science/Japanase
Science Bachelor -
General
L] 2|10257834 | Bt v | CED Mathematics/Bachelor of =l
Science/Japansse
Science Bachelor -
Computer
Science/Computer
-V
[J| 2|10155542 |A | e Science/Bachelor of U=FE

Science/Japanese/Bachelor
of Scie

ﬂﬂé - . e 2:: Bachelfr =
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Important Note:

The Official Grade column is used by authorized Enrollment Services staff to enter admin type
grades such as ‘GP’, W, AU, AW and MT grades. When a grade is displayed in the Official Grade
column, a grade must still be entered in the Roster Grade column by the Instructor or Grade
Administrator if the field is available. When the Official Grade is W, AU or AW the Roster Grade
field will not be available to enter a grade.

When the grade entry is complete, the Approval Status must be set to Ready for Review and
Saved.

Display Options: Grade Roster Action: . K
Mot Reviewe
*Grade Roster Type |Final Grade e *Approval Status saye J

l:‘ Display Unassigned Roster Grade Onl
play g ¥ Regquest Grade Change h

These actions will identify the Grade Roster as being ready for review by the Approver.

Uploading Grades

Grades can also be uploaded from a file. The file must be in the required format to upload
successfully. See additional instructions in this guide for Uploading Final Grades from a File for
the file format requirements.

Important: Do not exceed 30 characters for the file name.

Upload grades from a file. INITIATE UPLOAD

The file name must end with either .TXT or .C5V

The fields must separated by either a comma or a tab. /

Use the following link for instructions on uploading grades from a file - Help for Grades Upload
e  Click the Initiate Upload button.
e Browse to the file and click Upload.

ChDocuments and Setting

Lpload | Cancel |

e ltis critical to Save after uploading grades, otherwise the grades will be lost.

Error message from Upload

The following is an example of an Error message generated from the upload process. If there
are 30 or less errors, the grades without errors are posted.
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File load errors

Error Messages from file load

Upload successiul - however the following rows had errors and were skipped. File pardially
uploaded.

File line #: 4 --Student (00003583 — The grade {(GF) is notvalid for this students class.

Return

The identified errors may be corrected by Returning to the Faculty Centre (if grades were
manually entered) or to the original grades file that was uploaded. If the file upload process was
used, once corrected, the Initiate Upload process must be run again.

When the upload process is complete, the Approval Status must be set to Ready for Review
and Saved. These actions will identify the Grade Roster as being ready for review by the
Approver.
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Uploading Final Grades from a File

The file upload capability allows updating section grades from a comma or tab delimited file
exported from a spreadsheet or grading package, as an alternative to manually keying the
grades in individually.

Note that every time you upload grades these grades will overwrite any previous grades.

Upload File Requirements

e The file name must have the ".txt" or ".csv" extension, for example, JANS311L01.csv or
JPNS311LO1.txt.

e Save the file in MS-Excel and save as either CSV (Comma delimited)(*.csv) or Text (Tab
delimited)(*.txt).

@e_name: PNSILILOLcsv )

Save as type: IICLW (Comma delimited)

o Bxcel Workbook
Excel Macro-Enabled Workbook
Excel Binary Workbook
Excel 97-2003 Workbook
¢ AML Data
Single File Web Page
— Web Page
Excel Temnplate
Excel Macro-Enabled Template
Excel 97-2003 Template
Text (Tab delimited)
Unicode Text
AML Spreadsheet 2003
Microsoft Excel 5.0,/95 Worka0
C5V (Comma delimited)
Formatted Text (Space delimited)
Text (Macintosh)
Text (M5-D0O5)
SV (Macintosh)
5V (M5-DO5)
DIF (Data Interchange Format)
SY1K (Swmbalic 1ink)
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Single Section Mode Requirements
This is the normal type of upload file, where all of the records are for the specific course section.

e The first record (first row) must have the first 3 fields (columns) as the course name,
number, and section, for example:

For a Lecture: JPNS,301,01
For a Lab: JPNS,301,B02
For a Tutorial: JPNS,301,T03

e The course name and number must match those for the course displayed at the top of this
page. Having an empty field anywhere between course name, number or section will cause
the upload to fail.

e After the file has been saved as .csv it will be necessary to remove extra columns that are
not required in the upload.

¢ Important: Do not exceed 30 characters for the file name.

e Delete the following rows/columns:

o first row (header information);

o all the following columns: Name, Prim Last Name, Prim First Name, Faculty,
Program, Degree, Plan, Level, Phone, Extn, Lec, N/A, and Email

0 Keep the ID and the Final Grade Columns

B C D

A E F G H 1 J K L M N (o] E
(TEJ [Name Prim Last Name Prim First Name Faculty Program Degree Plan Level Phone Extn LEC LAB N/A Final Grade Em;l"\x
301 1 e
Akinniyi Nabih AR ARBCH BLNK-DEG NODC-MAJ Year 3 403/555-7554 1 BO1 D hecmteam@ucalgary.ca
Bekheet Judith AR ARBCH BA-DEG ENGL-MAJ Year 2 403/555-1192 1 B01 B hcmteam@ucalgary.ca
Be 51 ;x ﬁx_‘H BAXS SOCggral \'xz 403!5*&91 #14BpL B+ 9, hemteam@ucalgary.ca
ch / El / Y. %k Bf¥pec  no#®ma) &80 a03/4¥s01 8&1& A % hcmteamx.salgary.ca
Gal Mi KN KNBCH BKIN-DEG KMES-MAJ Year 2 403/555-3327 1801 A- hcmteam@ﬂlcalgary.ca
F s AR ARBCH BA-DEG UBST-MAJ Year 2 403/555-2114 1801 D hemteam@ucalgary.ca
oy h ‘,_A( —/ t j . RO OSCND OSNDG-DEG Year 1 403/555-3127 1 BO01 A hecmteam@ucalgary.ca
30004400 | McDougall,Susan  McDougall Susan AR ARBCH BLNK-DEG NODC-MAJ Year 2 403/555-6518 1 B0l A+ hemteam@ucalgary.ca
11 | 30003467 Mikle,Daniel O Mikle Daniel KN KNBCH BKIN-DEG  KMES-MAJ Year2 403/555-3918 1 B01 hecmteam@ucalgary.ca

e The rest of the records must have the student ID in the first field (column) and the grade in
the second field (column), for example: 10154425 D
Note: Leading '0’s need not be present on the student ID in the file. This process will pad
the student ID on the left with ‘0’s as needed to match the eight digit student ids in the
database. For example 123456 will match 00123456

e After the columns have been removed the resulting file should appear as follows:
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A B C
PNS 301 1]
10154425 D
30000480 B
30006397 B+
30006769 A
10171597 A-
30011200 D
30036640 A
30004400 A+
30003467 B

W = o b= Wk e

=
o

Multi Section Mode Requirements

e This file can contain records for multiple sections for the specified course.

e The same file would be the source for grades for each of the sections it contains.

e The first record (first row) must have the first 3 fields as the course name, number, and ***,
for example: PSYC,205,***

e The course name and number must match those for the course displayed at the top of this
page.

e The rest of the records must have the student ID in the first field (column), the grade in the
second field (column), and the section in the third field, for example:

For a Lecture: 00222222,B+,01
For a Lab: 00222222,B+,B02
For a Tutorial: 00222222,B+,T03

e When the file is uploaded, only the grades for the section corresponding to the section at
the top of this page are applied.
Note: Leading '0’s need not be present on the student ID in the file. This process will pad
the student ID on the left with ‘0’s as needed to match the eight digit student ids in the
database. For example 102350 will match 00102350.

Upload Results

e If the format of the file does not meet the above criteria, none of the entries are processed.

e The entries are checked for errors; for example students not in this class, invalid grades, etc.

e If no errors are found, the grades are displayed on the page. You MUST click SAVE to
retain them.

e If there are 30 or fewer errors found, any grades without errors are accepted and you are
presented with a page that describes the errors. Click the Return button to go back to the
Grade Roster page to view the results. You MUST click SAVE to retain the valid entries.

e If there are more than 30 errors, you will be presented with a page that describes the first
30 errors. Click the Return button to return to the Grade Roster page which will be
unchanged.
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Desire 2 Learn Grade Export Utility:

e The Desire2Learn Export Utility downloads the grade roster into an excel spreadsheet which
does not need to be manipulated. Navigate to the My UofC Portal > Desire2Learn. Once in
the Desire2Learn widget, click on the Desire2Learn Grade Export Utility.

Desire?lL earn Grades Export v

The Desire2l earn Grades Export Utility Lets you export grades from your courses
for submission into PeopleSoft. Before using it, please ensure that your
gradebook is using a feffergrade scheme. If you are unsure, there are
instructions available on how to check if you have a letter grade scheme set up.

Preparing your Grades for Export to PeopleSoft

Import Final Grades to PeopleSoft /

@esireZLearn Grade Export Utility

e For more information on D2L, please consult http://elearn.ucalgary.ca/desire2learn/
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Class Search

The Search tab allows you to ‘Search for Classes’ and view information about a class.

Self Service ™ Faculty Center ~ My Schedule Clazs Search

\ f UNEERSE‘EQF Hello 04277132 (Brooks,Garth) on CSTRN4
g CALG from CSTRN3 on 2013-03-24 @ 08:59

Faculty Center | Awards Graduate Student Annual Progress Report

Search For Classes | Browse Course Catalog

Search for Classes
Enter Search Criteria

Search for Classes

Institution | niversity of Calgary i
Term| 2197 - Fall 2019 v

Select at least 2 search criteria. Select Search to view your search results.

%7 Class Search /
Subject | b /

Course Number| contains v

Course Career | hd |h
¥ Show Open Classes Only
Open Entry/Exit Classes Only

[» Additional Search Criteria

Clear Search

EGD to top

e To search for classes you must select at least 2 search criteria.

e Select the Course Subject from the Course Subject drop down list.
e Enter the Course Number or

e Select the Course Career from the Drop down list

e Use the Additional Search Criteria to refine the search

e  Click the Search button
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Search for Classes

Class Detail

KMES 258 -01 Human Anatomy and Physiology |
University of Calgary | Fall 2019 | Lecturs

Class Details

Status  Open o
Class Mumber 71410
Session  Regular Academic

Units 3 units
Class Components  Laboratery Reguired, Lecturs

Required
Meeting Information
Days & Times Room Instructor
MoWeFr 8:00AM - 3:50AM TBA Siaff

Enroliment Information

Career
Dates
Grading
Location
Campus

Undergraduste Programs
2019095 - 20181 248
Graded

Main UaiC Campus
University of Calgary

Mesting Dates
2019/09/05 - 20191 205

Enrollment Requirements Frerequisite(s): Biology 30, Chemistry 30, and Mathematics 30-1 or
A0-2. [Flzase see University Calendar for more descrption.)

Class Attributes Hal-Course

e

Class Restrictions

msmlslfr'ﬂ_ start Date End Date  Ressrved 3sats ’ Description
1 1 20190301 201908101 220 Restricted to KMNES students only.
EES
Combined Section Capacity 330 Wait List Capacity i
Enroliment Total Wait List Total 0
Available Seats 350
‘Combined Section
‘igw Datalle Description Status Enrl Tot Walk Tk
_E?E?C?Eg{1 LEC Human Anatomy & Physiclogy | @ COpen o
e L)
2:\]]5459%5';{2 L=z Human Anatomy & Physiclogy | @ Cpen 0
AL 7

Description

The instructional approach is a combination of systematic and regional anstomy and physiology
with same surfsce anatomy and radiologic consideratons. General cell physiclogy. bone anatoey,
neuraphysichogy and muscular physiology, as well as skeletal structure, types of connective

tissues, structurs of joints and muscies of the axial and appendicular skeleton will be coversd.

Labaorstories utifize human tissue materials, anatomical madels, chans, and prosscted cadavers

and cadaver specimens.

Prersquisite(s): Biology 30, Chemistry 30, and Mathematics 30-1 or 30-2.

Antirequisite(s): Credit for Kinesiclogy 259 and any of Biology 305, Medical Science 404, Nursing

221, Zoology 269, 451 or 4563 will not be allowed.

Textbook/Other M i
Texthook Assignme ing (assignments not shown to students)

Wiew Search Results

[Fzo 1w wop

The following is an example of Fall 2019; Kinesiology 259. Note especially the Class Restrictions
and Class Availability:
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Browse Course Catalog
The browse course catalog is used to find information about courses and classes for a term.

Faculty Center Search Awards Graduate Student Annual Progress Report
Search For Classes || Browse Course Catalog |

Browse Course Catalog

/
ﬂDEFGHIJKLI".-'INOPQRSTUVV\‘X‘T’Z

012345678 %9

Collapse All Expand All

Select subject code to display or hide course information.

.. BCEM - Biochemistry

: Typically
Course Nbr Course Title Offered

| Biochemistry of Life Processes |
393 Introduction to Biochemistry

401 Biochemistry Laboratory Technigues |
403 Biochemistry Laboratory Technigues |1
431 Proteins And Protzomics
443 Metabolism
47 Physical Biochemistry
- R 507 gosnsbiianced Topicsdn Biochemistry —

e Choose the letter from the alphabet to view the course category
e Optional: Use Collapse All or Expand All to view the course categories.
o C(lick either the Course Nbr or Course title to view Course Detail
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Desire2Learn (D2L)

What is Desire2Learn (D2L)?

Desire2Learn (D2L) is the learning management system used at the University of Calgary. D2L
gives you the ability to manage courses, email students, collect assignments, participate in
online discussions, keep track of student grades, and more. D2L is available for all of your online,
blended, or classroom courses. See http://elearn.ucalgary.ca/desire2learn/ for more information.
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Approving Grades

Once grade rosters have been set to Ready for Review, they are displayed in the grading
summary screen within the Approver's Faculty Centre. This summary list shows Histograms and
a dynamic GPA calculation for each grade roster along with the date the grade rosters were set
to Ready for Review status.

Faculty Center | Search Il Pwvards || Graduate Student Annual Progress Report

—v

my sehedule administer grades

Review and Approve Grades

Fall 2009 | University of Calgary change Larm

chasge Crilems

- =
Custemize | Find] B First 1 of 1" Last

Class Histogram Enrolled GPA |Status Date Instructor & “'JL“...;...-

1885 203
03 | - n-T!— 28 2.75 2009/12/09  Wadees ﬁ =3

LEC 7374 A+ A& A-B+8 B C=C C- D=0
= . T

I ] 7 3 4

e Approvers may click on the grade roster icon =1 to view the Grade Roster for each class.
Important:

It's important to note the Approve check box defaults to Approve for all classes listed.
Clicking the Approve and Post All Checked button approves all classes with the check box
checked.

e You may click the Uncheck All button to remove checkmarks in the Approve column (i.e.
unapprove the grades) and then click Save. This allows you to approve the Grade Rosters
on an individual basis.

e  Click the Approve checkbox for the Grade Roster/s you wish to approve. Alternatively
clicking the Check All button will automatically place checkmarks in the Approve column
(i.e., approve the grades) for all classes in the selected term.

e Then click the Approve and Post All Checked link.

Once posted, grades will be immediately accessible to students via
their Student Center Important. Please ensure you have reviewed
all the Grade Rosters in the list prior to selecting the Approve and
Post All Checked button.

Jul-20 26 of 28



UNIVERSITY OF Training Guide
CALGARY SA - Faculty Centre

Grade Entry for Instructors who can Approve Grades

Instructors who are teaching and also have the ability to 'approve and post' grades in the
system have the capability to enter AND approve their own grades. This is usually the
Department Head or equivalent within each department.

This is a two-step process: Grade Entry and Grade Approval. Please reference the job aid on the
Student and Enrolment Services training website: Faculty Centre — Grading > Approvers: Grade
Entry and Approval for Course Instructors who are also Approvers.

Faculty Centre - Grading —

Faculty Centre |s used to manage all class related activitles which Includes viewing teaching schedules and class
rosters, enter and approve grades and evaluate prospective students.

FPlease be advised that procedures are subfect to change, and updates including the most current information will
be posted here as they become avallable.

Documents below with an asterisk (%) are also avallable as online tutorlals. Click here to access the online learning
tool.

Course Guide
Faculty Centre - Grading Tralning Guide

Instructors & Grade Administrators

Class Roster: Download to Excel, Print and Email*
Emailing Students from the Class Roster*

Grade Change Audit®

Manual Grade Entry*®

Setting Your Browser for PeopleSoft Downloads
Upload Grades

Upload Grades from Excel

Where did my grade roster go?

Approvers ,
Approve Grades®

bra de Entry and Approval for Course Instructors who are also Approvers |
Online Grade Change*

Frequently Asked Questions

Frequently Asked Questions

Need Additional Help?

For additional Information, please click the links below:

Grading Info & Important Deadlines
Help for D2L Users
Enrolment Services Links for Faculty and Staff
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Getting Help

Student and Enrolment Services Training website (Student Administration — PeopleSoft Campus
Solutions): https://www.ucalgary.ca/registrar/training/student-administration

Student and Enrolment Services training: sestrain@ucalgary.ca

IT Support Center — 220-5555

Email — itsupport@ucalgary.ca

Enrollment Services website: https://www.ucalgary.ca/reqistrar/registration

Faculty Centre — Grading, Guide, Job Aids and Online Learning

Faculty Centre - Grading

Facuity Centre |s used to manage all class related activities which Includes viewing teaching schedules and class
rosters, enter and approve grades and evaluate prospective students.

Please be advised that procedures are subject to change, and updates including the most current information will
be posted here as they become available.

Documents below with an asterisk () are also avallable as online tutorialsf Click here to access the online leaming |

l.
100 "

Course Guide <

Faculty Centre - Grading Training Guide "

*
Instructors & Grade Administrators"

Class Roster: Download to Excel, Print and Emall®
Emailling Students from the Class Roster*

Grade Change Audit*

Manual Grade Entry*

Setting Your Browser for PeopleSoft Downloads
Upload Grades

Upload Grades from Excel

‘Where did my grade roster go?

Approvers

Approve Grades*
Grade Entry and Approval for Course Instructors who are also Approvers
Online Grade Change*

Frequently Asked Questions

Frequently Asked Questions

Need Additional Help?

For additional Information, please click the inks below:

Grading Info & Important Deadlines
Help for D2L Users
Enrolment Services Links for Faculty and Staff

E-Learning website - http://elearn.ucalgary.ca

D2L (Desire2Learn, Brightspace) — Upload D2L Grades to PeopleSoft
http://elearn.ucalgary.ca/desire2learn/
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