ALCENTRAL /

QUICK GUIDE

FOR INSTRUCTORS

How to submit final grades for a class at the end of the semester

1. In CalCentral, click on the
My Academics on the top
menu bar.

2. Click the Course Grades link
for your class.

The Course Grades link brings
you to the Grade Roster page.

NOTES: Always remember to
SAVE before leaving a page.

Use the “Return to...” and menu
bar links to view various pages.

Do not use the “back” button on
your browser.

LCENTRAL

# My Dashboard & My Academics = $ My Finances B8 My Campus

CalCentral Update 4\ QA Test - v83

My Academics

Fall 2016 Classes

Teaching |
Course Class Number Title Sections

PHILOS 20881 Medieval Philosophy 1 lecture

155 3 discussion

PHILOS 20848 Proseminar 1 lecture

190

PHILOS 20798 Supervised Independent Study and Research 1 independent study

199

m Assistance with Grading: General Final Grading Entry Period: Start: Jan 12 | Due: Jan 06, 2017

Course Class Number Title Section Grading Links Grading Status
PHILOS 155 20881 Medieval Philosophy LEC 001 Course Grades [
PHILOS 190 20848 Proseminar LEC 001 ]
PHILOS 199 20798 Supervised Independent Study and Research IND 023 Course Grade \ O

Grading Status Legend

@ Grade entry period not [ Grade entry period started ~ + Grades approved
started or no access and grades not yet approved

© Final grade entry period
ended and grades overdue

CALCENTRAL

® Return to CalCentral

Grade Roster Q

A

< PHILOS 190 - 001 (20848)

Proseminar (Lecture)

Days and Times Room Instructor Dates
TuTh 9:30AM-10:59AM Moses 234 Timethy Crockett 08/ 24/ 2016 -
13/09/ 2016
*Grade Roster Type Final Grade v
Grading Status Grade Input Allowed

Semester Grading for Instructors — QUICK GUIDE 11/28/16 page 10f 5




On the Grade Roster page, you
will have options for assigning
grades.

1' Choose the Grade ROSter 1. *Grade Roster Type Final Grade v
Type- 2_ Grading Status Grade Input Allowed
. . 3. SAVE SAVE AND APPROVE .
2. The Grading Status will I I ; J14
|nd|cate Whether you are |n Approved grades will be posted for students at midnight (pacific timezone) Acsistance with Grading
. . . 6.
the gradlng entry perIOd I EEIRT STEE M DAl I I ImpoRT GRADES As CSV I Default Mac CSV format is not supported Learn More
¥ Summary of import Emrors and Wamings mnﬁewﬁlll'n: Firsl:n infiu Last
3. The Save button allows you - " :
ame |Grade Error or Warning Message
to save your entries without 1] | | |
submitting them.
v << ADD THIS GRADE To SELECTED STUDENTS | 8_
4. Click Save And Approve Select Al IM
When YOU are I’eady to pOSt A d Display Unassigned Roster Grade Only
grades to students. Grades '\
pOSt to Students at m|dn|ght \ 1] Name ::::Zr Comments 2:’::;:' g;asniising zlr::ram 2nd Level | Graduating :::::I:mnt
after you approve them. — Undergrad Nen-
Degree/MonFinAid
12032451306 | Ambrose. Alice A Y ||Comments GRD = Junior Enrelled
Non-UC G
5. The Export Grades As CSV Visitor L8 UG
H Und d Lett
downloads the rosterintoa 23032412357 | Anscombe, G.E. M. A Y ||Comments GRD &nS;Lgr::e = e Junior Enrolled
spreadsheet Philozoghy EA
: Undergrad Letters
3|24488826 |Arendt.Hannah A T ||Comments GRD & Science - Senior Enrolled
— Philosophy BA

6. You can also upload grades
from a spreadsheet using
the Import Grades As CSV
button. (See page 3-4 for
important details on the CSV
format.)

NOTE: SAVE often! If this page is left idle for 15 minutes, the system will
log you out and you will lose your work.

7. Click the Select All link to
add the same grade for all
students or click individual
checkboxes to add a grade
for selected students.

8. Use the Add This Grade To
Selected Students button to
select a grade to apply to
students you have checked.
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You can also use the drop lists in <
the Roster Grade column to  T—— — ;
o Roster Official | Grading | Program and
select individual grades. L LSs Grade [Comments| e |Basis |Plan
Undergrad Mon-
DegreeMonFindid
1 (2032451306 |Ambrose Alice A YplComments GRD -
MNon-UC Campus
A Visitor L&ES G
At Undergrad Letters
23032412397 | Anscombe, G.E. M. A= Comments GRD B Science -
= Philosophy BA
B+ Undergrad Letters
3| 24488826 Arendt Hannah B- Comments GRD B Science -
c Philosophy BA
c+
- Undergrad Letters
423288955 Aristotle A. Comments GRD B Science -
D Philosophy BA
D+
BeauveoirSimone D- Azt Leree
5|26031572 "E—‘— F Comments GRD B Science -
= 1 Philosophy BA
1P Undergrad Letters

Importing Grades from a Spreadsheet

If you want to enter grades via a
SpreadSheet, you can click ExPORT GRADES As CSF ﬂ IMPORT GRADES As C3V | Default Mac CSV format is net supperted
Export Grades As CSV. This
produces a Sh?et’ n the proper I Name |Grade Error or Warning Message
.csv format, with all the SIDs and | ) | |

student names already
populated in the correct

Find | viewan | B | # g

columns.
In this example of an exported Spreadsheet example:
.csv, you'll see that Columns A, B - - = -
and.D (SID, Name and Grading 1 |SI[] Name Grade Grading Basis Comments
Basis), are pre-populated from 2 | 3032451306 Ambrose,Alice 5RD
the export. You will need to 3 | 3032412397 Anscombe,G.E.M. SRD
enter grades into Column C and 4 24488826 Arendt,Hannah GRD
can add comments in Column E. 5 23288955 Aristotle,A. SRD
6 26031572 Beauvoir,Simone de GRD
NOTES: 7 25320076 Confucius,C. GRD
X 2 26185858 Goldman,Emma GRD
In order for your import to 9 | 23927658 Hypatia,Alexandria 5RD
work, the columns must be in 10| 25852470 Kant Il,iImmanuel 5RD
this order and format. 11| 26882142 Maitreyi,Mai SRD
Only columns A, C and E will 12| 26757302 Plato,P SRD
13 25084317 Wollstonecraft,Mary GRD
upload. You do not need to

delete data in other columns.
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How to “Save As...” the Proper .csv Format

Be sure to choose “Save As ...”
and give the file a name and In Excel for Mac, from the Format list, choose Windows Comma Separated (.csv).

location you will remember. In Excel for Windows, next to Save as Type, choose CSV (Comma delimited) (.csv).

Once you've saved grades in a
spreadsheet (.csv), you can then ExporRT GRADES As C3SV | IMPORT GRADES As CSVJ
import them:

Default Mac CSV format is not supported

ot

Find | View Al | 1 |
1. Click the Import Grades As
CSV button. | 1| | | |

2. Click Choose File to select

your saved .csv file. o
¢ Favorites Lige
Ml Desktop 0 | phil.cov
% Downlcads 0 20f6-FALL PHILOS-100-001-20848_20161115-15%0.cxv
1L Recent Places [E) Grade entry 04 - Entering without s spresdsheet.campraj
M Grade entry 04 - Entering without a spresdsheet.trec
o Libranes = [E) Grade entry 03 - To Use a Spreadshest, or Not.camprey
[ Grade entry 03 - To Use & Spreadshest, or Not trec
% Computer [} Grade entry 02 - Features of the Grade Rostes page.camprey
& 05Disk (C) [ srippet to end Grade Entry 02.trec
—_—
f . File name: phil.csv * |AllFiles - I
3. Click Open to select your file. & |
Open |+ Cancel
Iy L
lag’

On the next few pop ups... 4.
File Attachment
4. Click Upload to import your Help
.csv file. o | phi.csv
5. Click OK to continue. ﬁ e
6. Click OK to acknowledge the
import status.

Don’t forget to hit Save!

-
It is a great idea to do this often. SAVE
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If you have any non-passing P Plato
grades, you'll be prompted to

. v
enter a reason. Select a Non- I| Non-Passing Reason I

Passing Reason from the drop Comments About Non-Pg", o mic Reasons
list Never Attended h
) | Stopped Attending

NOTES:

Selecting a Non-Passing Reason
applies whether you use a
spreadsheet or enter grades
individually.

254 characters remaining

If you choose “Stopped

Attending,” you’ll be prompted | Sitossli
to enter the Date of Last
Attendance.

Finally, click the Save And

Approve button to post grades. | 3AVE AND APPROVE I |

Grades will be posted at
midnight of that same day.

NOTE: Your CalCentral page will update within 15 minutes of your approval.

Only Instructors of Record (Teaching-in-charge) can approve grades. If you need to have someone other than the instructor
approve grades, please contact the Office of the Registrar.
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