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Final Grade Entry Job Aid

Welcome to the Final Grade Entry Job Aid! This document contains the information and tools
needed to learn the Final Grade Entry process.

Goal To have the skills and knowledge to Enter Final Grades

Participate at the end of this module, you will be able to
Objectives

1. Enter Final Grades

If you have any questions about this document please contact the Training group at 504-280-5645
or visit us at UCC-101Q.
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Navigation to Web-STAR

Step 1. Navigate to the UNO Home Page: http://www.uno.edu/
Step 2. Select the Faculty & Staff link.

THE UNIVERSITY of
NEW ORLEANS ABOUT ACADEMICS ADMISSIONS ATHLETICS CAMPUSA-Z RESEARCH STUDENT LIFE

Apply Now

Current Students Fri, 07 Jan 2011 20:36:00 -0600
IFacuIty 2 Staff Researchers Find That Stress Does a Body Good

Step 3.
P Web-STHR
Select the logo.
(1u£ THE UNIVERSTTY of ((Search UNO Q)
\uze / INIBW QRLEANS ABOUT ACADEMICS ADMISSIONS ATHLETICS CAMPUSAZ RESEARCH STUDENT LIFE
About
Academics FaCU|tY & Staff

Admissions “HJ-ST‘QR

Athletics Sign Up for Emergency Text Message Alerts
Campus A-Z i

Faculty Resources: Check Your E-Mail: Qutlook Web Access (OWA)
Student Life
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Step 4. | Select the Faculty link. \

The UNIVERSITY of
NEW ORLEANS WebSTAR

Students || Faculty || Staff

Step 5. ‘ Enter your UNO username and password.

ORACLE

PEOPLESOFT ENTERPRISE

Select a Language:

User ID: English Espafiol

Dansk Deutsch
Password: | Francais Francais du Canada
[taliano Magyar
Sign In Mederlands Marsk
Polski Portugués
Suomi Svenska
Cesting BEE
= PyCCkmil
Tay 18HE. 5 3
T b ]
Set Trace Flags UK English
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Entering Final Grades

Step 1. Welcome to the Web-STAR Faculty Center Home Page. The Faculty Center is your starting
point.
Step 2. |_§_ﬁl
Select the Grade Roster icon next to the class you desire to grade.
ORACLE

Favovrites Mainvrv'lenu > Self Service » Faculty Center : My Schedule

[
|

Faculty Center ]r Search ]

my schedule || class roster ” grade roster |

Faculty Center

You

My Schedule
2007 Spring | University of New Orleans change term | My Exam Schedule
Salect display option: @ Show All Classes 7) Show Enrolled Classes Only

Icon Legend: iﬁ] Class Roste fﬁ Grade Roster @l Learning Management

My Teaching Schedule > 2007 -, ag > University of Hew Orleans

I3 Class Title Enrolled | Days & Times Room Class Dates
ﬁ’ﬁ Eﬁ EMGL 100-001 Intensive English Int 16 MoWe S:320AM - 12:15PM Engineering Jan 13, 2007-
(28116 Students (Seminar) Building 320 May 1, 2007
ﬂ’ﬁ %ﬂ ENGL 2238- Introduction to Ficticn 22 MoWe 12:30PM - 1:45PM Bicentennial Jamn 13, 2007-
oos (Lecture) Educ Bldg 102 May 1, 2007
(204356
Eﬁ‘el %ﬁ ENGL 2238- Introduction to Ficticn 26 MoWe Z:00FPM - 3:15FPM Bicentennial Jamn 13, 2007~
ooz {Lectura) Educ Bldg 102 May 1, 2007
(20457
Wiew Weskly Teaching Scheduls Go to top

My Exam Schedule > 2007 Spring > University of Hew Orleans

have no final exams scheduled at this time.

Go to top
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| Step 3.

‘ Select “Final Grade”under Grade roster Type, i

fitis not currently selected.

[ Campus Community

[ Records and Enroliment
" Curriculum Management
I Worklist

> Reparting Tools
& PeopleTools

-~
Faculty Center
Grade Roster 204 Statemant
PEDO 417 (1] Therapy With Children Adol
Lecture (10624)
e
< Me2ting Information
Days & Times Roor Instructor
Tu 4:33PM - 7:239M . Instructor Name
I *Grade Roster Type | Mid-Term V. I [] Displey Unassigned Roster Grade Only
oual Status | Hot Revi v -
~| _<- add thiz grade to all students
&
Hoster |Ofhcial \Grade| Graduation me&.m
Grade |Grade |Basis | Statug Level
‘| v| GRD z0i0 L
= Pedology
B nel Stucies -
I GRD u Seniar
30 - Echols Jass [ =l GRO Sprg 2010 Junio
s O -n umrdn Tuoym Ay v GRD Senior
s O - [ = GRO {sprg o1t umie
2l Stucies -
s [ -1;1(.1:;,1;1 | =l GRD Sprg 2013 A Senior
Sedalogy v

Step 4.

Select the drop down menu in the Roster Grade column to select the appropriate grade for
each student.

[ Campus Community

[ Records and Enroliment
" Curriculum IManagement
I Worklist

> Repaming Tools

© PeopleTools

Ay Personalt

Faculty Center

Grade Roster

PEDO 417 1]

Therapy With Children Adol

Lecture (1024)

~ Meating Information
Days & Times

Tu 41350M - 7:239M

L

Yisw FERPA Statemant

Instructor

instroctor Name | 0g/3

ter Type

val Status

v| _<- add thiz grade to all students

Studen! Grade [T

[ Display Unassigned Roster Grade Only

|Megting Dates

1/2C0

5}

| -Fhl Jass
<0 -n umrdn Tunve Ay
s| O -;v..»:...,..n;- =
s [ -‘l:.'i_u:ni::.:a:tc: (

GRD

GRO

2010

|Spro

{spre zotL

sar - Senior

Senior

{aunior

Sentor
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Step 5. Select Save button.

Step 6. Review the grades entered.

Step 7. If the grades entered are accurate, change the Approval Status from “Not Reviewed” to
“Approved”.

Step 8. Click the Save button.

Step 9. You can use the Download link on the bottom of your screen to download the roster to

Excel.




