myZou: Faculty — Electronic Grading Training and Reference Guide
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5. Alternatively, after you click the Main Menu tile, you can click the Faculty Center link in the Welcome to myZou section of the screen.

Welcome to myZou

Message for Students:

\When registering for classes, pay caraful attenti £aculty / Staff Homepage My Schedule ﬁ] Q E {2}
classes in the Instruction Mode(s) that works be L i
Faculty Favorites MainMenu > SelfService > Faculty Center > My Schedule
The Faculty Center
o Richard Wilson
Faculty Center :
Faculty Center || Search
My Schedule | Class Roster | Grade Roster
My Schedule
a. Onthe My Schedule page that. —— E—
opens, click the Grade Roster icon 2022 Summer Semester | Univ 2
. of Missouri - Columbia
on the left side of the class whose Satect dispiay opiion
roster you wish to grade. ® Show Al Classes O show Enrolled Classes Only
S . Legend Class Rost Grade Rost
b. If you are not sure which icon is for .'w" £ .. e
Grade Roste r refer to the Icon My Teaching Schedule = 2022 Summer Semester > Univ of Missouri - Columbia
Legend above the table. Personalize | {3 | First (4 1of1 (b Last
lass Class Title Enrolled Days & Times Room Class Dates Status
_ _ oea®  DIGITALTOOLS & suid NTERNET  JUn 6. 2022- Not
c. Click the Change Term button if you s CONCEPTS (Studio) Jul 1,2022 Reviewed
need to access a grade roster from a
different term than the one listed. View Weeldy Toaching Scheduie . Oolnkp.
@Gu to top
Confinue
Select a term then select Continue.
Term
O 2022 Fall Semester Univ of Missouri - Columbia
@® 2022 Summer Semester Univ of Missouri - Columbia
(O 2022 Spring Semester Univ of Missouri - Columbia
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Enter Grades

The following steps demonstrate how to enter grades into the Grade Roster.

1. Loginto myZou and navigate to the Grade Roster for the class whose Favortes | MainMenu > SeffService > FacultyCenter > My Scheduie
grades you want to enter. cemowon

| Facuity Center || seareh

My Schedule | Class Roster | Grade Roster

a. Expand the Roster Grade field for each student and select a Grade Roster

g ra d e. 2022 Summer Semester | Four Week - First | Univ of Missouri - Columbia | Undergraduate
Campus Main MU Campus

Change Class
ARTGD VS 1400 - 01 (63140
Dl Fach: sid Goncwts ‘.S;f‘_’.'?? e
Note: Additional steps are required when assigning Daya and Times Room Inaructor Dates
TeA INTERNET - - e
Incomplete, U/UN, and F/FN grades.
Display Options Grade Roster Action
b. If you have not finished inputting all grades but need to stop T pproval Status [Nl Reveied '.ji save
and come back later, leave Not Reviewed in the Approval e o |

Status field and click the Save button.

Incompilete Grade Agreements Get Grades From Canvas

. Parsonalize | Find | View Al | (31 | First (4 1-200f32 '+ Last
After saving, you may leave the Grade Roster page; the grades [ stugent Grade | B

Last Date of

you entered before leaving will be there when you return to S T e —
10“)35.521 = a i ‘General Studies-BGS Senior
the page. 2 14365580 M Information Technology-BS Junior

At-BA Sophomore

Business-Ml/interdisciplinary-BA  Senior

TIP: It’s a good idea to save frequently in case you are called
away unexpectedly.

Anthropology-MIERglish-BA Junior

Film Studies - BA/Psychology-BA  Senior

) [ .

ut Reaviewed
a. Select Ready for Review if another person (e.g., Department Chair) ; Ready for Review

. . Request Grade O Sgif-Paced Only
must review the grades before approving.

b. Select Approved if no other person must first review the grades.

c. Click Save when you have made the appropriate selection.

2. When you have finished entering a grade for every student on the
roster, expand the Approval Status field.
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3. A message dialog appears, confirming that the grade roster is complete.

Message

Successtul (21003 4)
This grade roster is complete. The grade roster will be submitted for posting.

OK

4. An automatic process runs to check for approved grade rosters and posts the
grades in each student’s Student Center. || S Rasteraction
_~ *Approval Status Approved . v Posted
a. Once grades have been posted, the status of Posted appears in the
Grade Roster Action section. [ Request Grade Change J

b. The Approval Status field displays Approved and its options are not

selectable. nalize | Find | Viewall [ &1 [} First (4 1200132 » Last
id Plan Leve! . g
c. A column appears to the right of the Level column and Posted appears Y
. 1eral Sludies-BGS Senior Posted
in that column on each row.
wmation Technolegy-BS  Junior Poslad 06/06/2022
BA Sophomore Posled

End of Topic.
Return to Top.
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Enter LDA and Grade Contract

Enter Incomplete Grades

Grades marked Incomplete require that the last day of academic activity (LDA) be entered in the
Last Date of Acad Activity field on the grade roster.

1. For a student whose grade is incomplete, enter “I” in their Grade Roster field.

2. When the Save button in the Approval Status field is clicked after you’ve entered grades
for each student, a Message dialog window appears, explaining that the last date of
activity (LDA) must be completed for all
students receiving an Incomplete or Message
Delayed grade.

Enter Last date of academic activity (LDA Date) for the student: s mm (emplid. s ).

Read the instructions in the message and The assigned grade is a failing or incomplete/Delayed grade and it requires an LDA date, Enter a date and try again,
Flease note that the system highlighted LDA date field for all students that have an invalid value (ie.: LDA is needed but missing, LDA is needed but enered value is not between
then click OK to dismiss it. the date of one day before class start date and current date or LDA date is entered for a non-faling/non-incomplete grade and should be blanked out).

oK

3. Adate field, highlighted red, appears in the
Last Date of Acad Activity column for all
students with |, F, FN, U, and N entered in T . B TEOEE X FIOIT]
the grade roster column.

™
Sanior
Click the calendar icon next to each red-highlighted date field and select the appropriate LDA within the S Galendar .
Sophomaore [—— A — .
term. Choose the month and year first, and then the day. The calendar will close, and the selected date will T “;"“,L”f‘!
populate the field. mea  umor g E e
:hology- Senior 10 11 12 13 14 15 16
17 18 19 20 21 22 23
Note: If the field remains red, the date is invalid. It must be a date within the grade roster’s term. st e
i A’ Curent Date *
Senior
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4. When Save is clicked after the LDA(s) have been entered, the Incomplete

Grade Contracts page appears. Incomplete Grade Contract(s)
2023 Fall Semester | Self-paced | Univ of Missouri - Columbia | Undergraduate

. . . ENGLSH 1000 - 100 (54292)
a. Read the important information about how and why the Writing and Rhetoric (LecUStand)

Incomplete Grade Contracts section must be completed. Links
are provided for more information about incomplete grade
Undergraduate Courses: When assigning an incomplete (17) grade for undergraduate courses, instructors must

contracts. fill out the incomplete grade contract with a detailed completion plan and timeline for outstanding assignments.
Instructors will also submit a default final course grade based on all completed and uncompleted work at the time
the “I" is assigned (F or higher); this will become the final course grade in the event the student declines or fails
to complete the outstanding work by the end of the incomplete period. Please review the full policy in the Facuity
Handbook.

Incomplete Grade Contract(s)

b. For every student that receives an incomplete grade, you must
. L . . Graduate Courses: When assigning an incomplete (1) grade for graduate courses, instructors must fill out the
enter a deta | | ed d escCri ptIO n Of th e wo r'k or assignme nt (e 8., fl na | incomplete grade contract with detailed completion plan and timeline for outstanding assignments. The student

must finish the incomplete coursework within the next calendar year of residence. If the work is not completed

paper/project, ﬂnal exam) that needS tO be Completed before after one calendar year, the reguest to change an incomplete grade will require an accompanying letter of

justification from the instructor. Incomplete grades should not be recorded for research courses (e.g., 8090,
9090). Pl iew the Graduale Facuity Poiicy.
the Incomplete can be changed to a grade. ) Please review e Graduste Fac ¥

Medical Courses: Wnen assigning an incomplete (17 grade for medical courses, please reference the related
sections in the Student Handbook.

Note: Please be specific so that the student and instructor are Chack ek aeadontt ioam tlcieg I Icomphuts (T) giade S profastinsl coetess, inatecters st

aware Of eXGCt/y What /S I’)eeded, /I’)C/Udiﬂg the dead/ine fOI’ Veterinary Medicine Courses: When assigning an incomplete (1) grade for veterinary medicine courses,
. . faculty should consult the Dean’s Office.
completion. (E.g., Fall incomplete grades must be completed by
the end of the Spring term, but it may be earlier. Spring and = e b Default Grade [T v/]
Summer Incomplete grades have until the end of the Fall term, Work to be completed (CAUTION: the student will be able to view exactly what you enter)

. . mem needs to complete the test by 1/10/2024
but it may be earlier.) .{ F
A

c. Inthe Default Grade field, select the grade that the student will fast Updated By
receive if they DO NOT complete the work by the deadline.

0111072024 03:28 PM

d. Click the Save link at the bottom of the page once all fields are
complete.

Return to Grade Roster

e. Click the Return to Grade Roster link.

essage .
f.  Anerror message appears if you have entered information in the Default Grade
ﬂeld but not the Work to be Completed field, or vice versa. A default grade value and a detailed completion plan and timeline are reguired.

5. Continue entering grades or complete the grading process as described in the Enter Grades
topic.
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View Incomplete Grade Contracts

| Incomplete Grade Contract(s)

Faculty can view students’ Incomplete Grade Contracts by navigating to the grade roster, selecting the appropriate
term, and then clicking the Incomplete Grade Contracts link.

Student Grade

Enter F and FN Grades

Students graded F or FN will prompt for an LDA as described in the Enter Incomplete Grades topic, but they are not required to complete Grade Agreement
information.

[ 17 14358897 Ngo.lsabella
[ 18 14319988 Patrick.Jack

Enter U and UN Grades

If a class is set up for Satisfactory/Unsatisfactory grading, U and UN grades will prompt for an LDA as described in the Enter Incomplete Grades topic but
Grade Agreement information is not required.

Powell- ST
Ll 1o 1803 et Studies-BGS " Senior
Grace

[ 20 14308374 Puent,Nick Economics-BS Junior

End of Topic.
Return to Top.
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Electronic Grade Change

Once grades are posted, you must request a grade change within one year to change a student's grade.

Change grades

1. Navigate to the Grade Roster that contains a grade that you want to change.

2. Click the Request Grade Change button in the Grade Roster Action section.

i Grade Roster Action

*Approval Status Approved ~ Posted

Request Grade Change

3. The Grade Change Request form appears.

a. Expand the Official Grade field for the students whose grades must be changed and
select the new grade.

b. When you are finished changing grades, click the Submit button at the bottom of
the grade roster.

c. A new column appears on the right of the list, which displays Success in the rows of
the students whose grades have been changed.

Grade Change Request

2022 JUINMET SENESIAF| Foul Wasbic- FIL ) Ui ¢T MISKOU] = CouRibia | LM prals

~ Campus Main MU Campus

ad 1. =01 (62314

3L
Digital Tools and Concepts (Studio)

= 08/06/2022 -
TBA INTERNET Richard Wilson ks ‘
(] Name m’“mm m' Last date of acad activity
17— Enolled  Graded, A-F
| 2 —— Enolled  Graded, A-F [+ [oaméroz2 (]
| 1
3 M Lo GETEE Enrolled | Graded, A-F
svmme LOEEEN  enied  craded, A o 7
| 51 e semsessem on Enfoled  Graded, AF 062372022 (]
51 BN R W Enroled  Graded, A-F T ] [orrsruez. ]
7|t Envolled  Graded, A-F
PR Enrolled  Graded, A-F [A~~]
- -1 ;- ~
9 TEEeE——Es  Enolled  Graded, A-F
10t momow mosse Enoled  Graded, A-F [A_v]
prp— Enroled  Graded, A-F l
12— —— Enrolled  Graded, A-F o
13 e mm cossmessssmms  Enrolled  Graded, A-F A
14 - P s Enolled  Graded, A-F B
= m N = d B+
15 {NENENCEOEEE BEEOES Enrolled  Graded, A-F B- |
c
I rl-‘ Enfolled  Graded, A-F Ce |
17 fomeme cmmessmmewm Enolled  Graded, A-F [c, [06m02022 |6y
LR — Enrolled  Graded, A-F o | [o715r2022 i)
19 T = Enrolied £ |
— FN
20 ENENE T Enrolled  SatisfactoryUnsatistactory || I
21 T e Smmeamm Enrolied  Graded, A  Las sl
2 N RS I Enoled  Graded, A-F A~
23 1ob e smcmess smew Enrolled  Graded, A-F
24 o RS engien  Graded, AF
25 { RS Evoles | Oraded, A-F
26 IS EeEeeEeEE Enrolled  Graded, A-F
27— EEEE cooied craded nr
25 o Smeanam msmm  Envolled | Graded, A-F
o el Enrolied  Graded, A-F
30 (EEDEET N BN Enrolled  Graded, A-F B+ +]
EIRE B ] Enfolled  Graded, A-F
32 o 2T nted  Graded aF A~

Eototop
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Request Administrative Grade Change

Once a year has passed and grading has begun for the new term, faculty can no longer change electronic grades on the grade roster.
The following steps must be taken to request an administrative grade change.

1. Go to registrar.missouri.edu and click the Ask a Registrar tile.

Office of the University Registrar

Home Registration & Classes v Grades Transcripts & Certifications Residency Degrees & Audits v Policies
=, Transcripts & Academic ¥ Ask a Registrar =, Add/Drop &
Certifications Calendar Withdrawal

2. Login using your university login credentials.

Division of IT, PeopleSoft Campus Solutions Support: registrar.missouri.edu
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3. The University Registrar — Employee Services page appears. Click the Grades tile.

University Registrar - Employee Services

(]

All Faculty
and Staff
Services

Commencement & Graduation

Get Assistance with administrative changes View information about commencement

D | Administrative Requests and...

requests or inquiries ceremonies and make requests for your diploma

FERPA Grades
m Get assistance with the Family Educational Rights (,__F/ Get assistance with entering and changing grades
and Privacy Act (FERPA) in myZou

4. On the Grades page that appears, click the Administrative Grade Change tile.

Grades | Get assistance with entering and changing grades in myZou
i Administrative Grade Cha... Grade Entry Issues
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5. On the Administrative Grade Change page that appears, click the Administrative Grade Change link.

Request an administrative grade change

Administrative
Grade Change

tive Grade Change

6. The Administrative Grade Change form appears.

a. Complete the fields that identify the student and the course
whose grade will be changed.

b. Select the Term.

c. Typethe Term Year.

d. Select the “from” and “to” grades.
e. Enter a detailed description.

f.  Click the Submit button.

Missing Grades

Refer to the myZou Faculty: Missing Grades quick reference guide for steps
demonstrating how to find grades that still need to be entered.

This is the end of the training guide.
Return to Top.

A Home BH ServiceCatalog Options » & MyRequests  [4 RegistrarWebpage

Save (D) Cancel () @ aachmy < 4 Record 10f 1 > 3 a8 —

Submit on Behaif of Someone Else

Administrative Grade Change - Administrative Grade Change

Submission of grade changes falling outside the parameters of the regular electronic grade change process in myZou $ 'f ) Submit

Request Information

The Purpese of this reguest is to submit grade changes that fall cutside the parameters of the regular electronic grade
change process.

Grade changes may only be made within one year of the original reporting date. After one year grade change requests
must be submitted to the Committee for Revision of Records.

Student Name: *
Student 1D: *

Department: *

Course Number: *
Course Title: *

Credit: =

| request the previously reported grade for

Term: *

Fall

Term Year: *
2020

B

be changed from:* | NR . d

Detailed Description:
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