myZou Faculty: Electronic Grading

Training and Reference Guide

Electronic Grading

Navigate to Grade Roster

1. Loginto myzou.missouri.edu.

2. On the Faculty/Staff Homepage, click the Main Menu tile.

3. Inthe menu that appears on the left of the screen, click Self

Service.

ravuInes e T

Menu

Search:

| ®
» My Favorites

» Self Service

» Curriculum Management

» Reporting Toois

» PeopleTools

4. Inthe Self Service menu that appears on the
left of the screen, click Grade Roster under
Faculty Center.

Faculty / Staff Homepage ¥

Favorites Main Menu > Self Service

Main Menu >
»y Self Service

Navigate fo your seif service information and activities.
fEi Faculty Center
y  Use the Faculty center to manage all your class relaled activities.
My Schedule
&) Class Roster

Grade Roster ‘
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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 careful attent €aculty / Staff Homepage My Schedule A O\
classes in the Instruction Mode(s) that works

Y

Faculty Favorites Main Menu > SelfService > Faculty Center > My Schedule

Richard Wilson

Faculty Center | Search
My Schedule | Class Roster | Grade Roster

My Schedule
a. Onthe My Schedule page that
) ) T pange Tomm — Final Exams
opens, click the Grade Roster icon 2022 Summer Semester | Univ
. of Missouri - Columbia
on the left side of the class whose Soiect Sieciey oplion
roster you wish to grade. @ show All Classes O show Enrolled Classes Only
. . . |
b. If youare not sure which icon is for ‘ Coilage oo ROy
Grade Roster, refer to the Icon My Teaching Schedule > 2022 Summer Semester > Univ of Missouri - Columbia
Legend above the table. Personaiize | (1 | First (4 1of1 0 Last
lass Class Title Enrolled Days & Times Room Class Dates Status
. . & B ja00r " DIOTALTOOLSE o 1oy INTERNET  JUn 6, 2022- Not
c. Click the Change Term button if you gl 7 CONCEPTS (Studio) Jul 1, 2022 Reviewed
need to access a grade roster from a
different term than the one listed. Vow Weoldy Teaching Schodule . Bolokp;
Ecototop
Continue
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 Favorites | MainMenu > SelfService > Faculty Center > My Schedule

grades you want to enter. ——

Faculty Center | Seach
My Schedle | Class Roster | Grade Roster

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

grade. 2022 Summer Semester | Four Week - First | Univ of Missour - Columbia | Undergraduate

Campus Main MU Campus
v ; Change Class
ARTGD VS 1400 - 01 (631401
. ) o Digial Tools and Concepts (Styio)

Note: Additional steps are required when assigning Days and Temes Room ostructor Dues

TBA INTERNET e mg’

Incomplete, U, and F grades.
Display Options. Grade Roster Action
b. If you have not finished inputting all grades but need to stop i (7] ""‘" g
and come back later, leave Not Reviewed in the Approval
Status field and click the Save button.

Request Grace Change

Incompiete Grade Agreements Get Grades From Canvas
. Personaize | Find | I E  Fmt o )
After saving, you may leave the Grade Roster page; the grades | Stwdont Grade | F — ER—
you entered before leaving will be there when you return to R
the page.

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

2. When you have finished entering a grade for every student on the
roster, expand the Approval Status field.

. . ) Grade Roster Action
a. Select Ready for Review if another person (e.g., Department Chair) _
*Approv utUs[ Not Reviewed vl Sayg

must review the grades before approving. proved
Not Reviewed

b. Select Approved if no other person must first review the grades.
Click Save when you have made the appropriate selection.

Request Grade & Seif-Paced Only
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3. A message dialog appears, confirming that the grade roster is complete.

Message

Successful (21003 .4)

This grade roster is complete. The grade roster will be submitted for posting.

4. Anautomatic process runs to check for approved grade rosters and posts the

grades in each student’s Student Center.

a. Once grades have been posted, the status of Posted appears in the
Grade Roster Action section.

Grade Roster Action

jl *Approval Status Approved . v Posted

[ Request Grade Change |

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

selectable.

c. A column appears to the right of the Level column and Posted appears

in that column on each row.

End of Topic.
Return to Top.

nalize | Find | ViewAll | (21| B} First (4 1200132 » Last

Last Date of
d Plan Level Acad Activity
reral Studies-BGS Senior Posted
wmation Technology-BS Junior Posted 06/06/2022

BA Sophomore Posted
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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 astudent 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, one of two Message dialog windows appears.
Read the instructions in the message and then click OK to dismiss it.

a. Displays initially, after the incomplete (1) grade is assigned, but before

a date is provided.

b. Displays on subsequent save attempts if the date that was provided is

invalid.

3. A date field, highlighted red, appears in the Last Date of Acad Activity column
for all students with |, F, or U entered in the grade roster column.

Click the calendar icon next to each red-
highlighted date field and select the
appropriate LDA within the term.

Choose the month and year first, and
then the day. The calendar will close, and
the selected date will populate the field.

Note: If the field remains red, the date is
invalid. It must be a date within the
grade roster’s term.

value.

Please enter a valid date in the Last Date of Acad Activity (LDA) column and then click the Save
button again. Valid dates are those between the day before the first day of classes (if the student
had no academic activity associated with this class) and today, inclusive.

Missing valid last date of academic activity (LDA) for
range is 08/24/2025 - current date.

Please enter a valid date in the Last Date of Acad Activity (LDA) column and then click the Save
button again. Valid dates are those between the day before the first day of classes (if the student
had no academic activity associated with this class) and today, inclusive.

JIE@  First (& 1200132 » Last

Last Date of Acad
Lovel Activity
Senior
res  nor [ -

S [July . 'zoéz'.
dnary-BA  Sanior SMTWTEF S
12
34567839
10 11 12 13 14 15 16
17 18 19 20 21 22 23
IS/AI-BA  Junior 24 25 2 28 29 30
3

sh-BA Junior

hology- senior

Senior
4’ Current Date *

Senior

The assigned grade is a failing (F or U) or incomplete (I) grade, and it requires an associated LDA

General Studies-B(

Information Techno

Enter a last date of academic activity (LDA) for’ = "0 W& = ] |

0P W valid

®
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4. When Save is clicked after the LDA(s) has been entered, the

Incomplete Grade Contract(s) page appears. The following Incomplete Grade Contract(s)

instructions are for processing undergraduates. To enter

incomplete grade contract information for the law school, med 2025 Fall Semester | Regular Academic Session | Univ of Missouri - Columbia | Undergraduate
hool d f h I d ABM 4971W - 01 (50825)

school, vet med, etc., refer to the Incomplete Grade Contract Steps Aybusinass Masidgermant Skasegy - Wiling (ntansive (LacStan)

for Graduates, et al. topic in the appendix.

Incomplete Grade Contract(s)

a. Read the important information about how and why the professiona courses, ntrucors must Tl out 1 Incompiete rase conract wih 3 Getaed complelon pan and set 3 compiaion deadiine or
| Grade C X b | d Iculst; nding isslgalm:ms t::;sln.:ﬁtors rnustlﬁlsg su.:bmlt a def;:lt fllnzi}l1 ooursetg“r‘adet b:selddon”all wm?iaﬁle? and ur:c;am“?:tedwu(vcﬂélm (mme \tr':e T
s assigned (F or higher); this will become the final course grade in the event the student declines or fails to complete the outstan &
Incomplete Grade Contracts section must be completed. I assigned ° orNiher fés whl become the il oourse grade p ng work by
The “nks prOVide more information about incom plete [ When ing an ir (*I") grade for graduate courses, instructors must fill out the incomplete grade contract with

detailed completion plan and timeline for outstanding assignments, including an opticnal completion deadline. The student must finish the
g ra d e contracts incomplete coursework within the next calendar year of residence. If the work is not completed after one calendar year, the request to change an
: incomplete grade will require an wing letter of justification from the instructor. Incomplete grades should not be recorded for research
courses (e.g., 8090, 8090). Please review the Graduate Faculfy Policy.

Medical Courses: When assigning an incomplete (') grade for medical courses, please reference the related sections in the Student Handbook.
b. EaCh Student that received an incom plete grade in the Law C: : When ing an ir (I') grade for law courses, instructors must check their academic program policies.

preViOUS Steps iS ||Sted on the page W|th three flelds eterinary Medicine Courses: When assigning an incomplete (*I") grade for velerinary medicine courses, faculty should consult the Dean's O

displayed under their name. The fields are not required, . _

but if you choose to enter information in one field under a ' DetauttGrade [0+
) . . . lork to be completed (CAUTION: the student will be able to view exactly what you enter)

student’s name, you must enter information into all three.

The fields are as follows:

c. Inthe Default Grade field, enter the grade that the
student will receive if they DO NOT complete the work by the deadline. If you enter a grade here, you must complete the next two fields as
well.

d. Inthe Work to be completed field, enter a detailed description of the work or assignment (e.g., final paper/project, final exam) that needs
to be completed before the Incomplete can be changed to a grade. This information will be posted on the student’'s myZou homepage once
you save it.

Note: Please be specific so that the student and instructor are aware of exactly what is needed, including the deadline for completion. Fall
incomplete grades must be completed by the end of the Spring term, but it may be earlier. Spring and Summer Incomplete grades have until
the end of the Fall term, but it may be earljer.
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e. Inthe Completion Deadline field, enter the date by which

the work must be completed. A process runs once per ‘ T

Completion Deadline
03/10/2026  [::]

week, and if it is past the completion deadline, the system This student is 2 candidate for degree this term. The student has two options:

will award the Default Grade to the student. ‘

1. Complete the work as defined in the contract by three-weeks after
C (ifisthisis a term, by three-weeks after the en
the term, as there is no Commencement).
2. Complete the work within the allowed time by policy and have the degree
awarded in the corresponding term.

f.  Options are displayed if a student is a candidate for a Last Updated By

. [ &
degree this term. 02/18/2026 11:21 AM

g. If a student has already accepted or declined an
| lete Grade Contract, the fields under thei e Defautt Grace (A ~|
necomplete Lrage Lontract, € fields under eirname Work to be completed (CAUTION: the student will be able to view exactly what you enter)

are locked and the system will automatically assign the [(IEEEE BT [ = EEm JD

Default Grade when it performs its weekly process.

Completion Deadline
If you must make a change to a locked contract, contact

the registrar’s office.

Default Grade D v
h. Click the Save link at the bottom of the page once you are Work to be completed (CAUTION: the student will be able to view exactly what you enter)

finished. You will see an error message if you’ve forgotten J

to complete any fields.

Completion Deadline

02/21/2026
PLEASE NOTE: Once you click Save, the information that

you've input appears on the student’s myZou page for LaslUpd:dBy
acceptance or denial. 02/18/2026 11:22 AM

Declined by student on
02/18/2026 11:22 AM

i. Click the Return to Grade Roster link.

5. Continue entering grades or complete the grading process as .
described in the Enter Grades topic. m

[ Retumn to Grade Roster
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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 -rEEr

Recording an F Grade

Students graded F will prompt for an LDA as described in the Enter Incomplete Grades topic, but they are not required to complete Incomplete Grade
Contract(s) information.

Non-Degree-N-DG Freshman [06/3012022 3
0| 18 memiass NN Communication-BA Senior  [07/152022 [y

Recording a U Grade

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

Architectural Studies-Ml/General
Studies-BGS senior [N 9

Economics-8S

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

Grade Change Request
1. Navigate to the Grade Roster that contains a grade that you want to change. 2022 Summer Semester | FourWesk - st Uni of issout - Coumba | Undergraduate

Campus Main MU Campus

4
ARTGD VS 1400 - 01 (63140)
Digital Tools and Concepts (Studio)

2. Click the Request Grade Change button in the Grade Roster Action section. Toays and Timen Room B A

y 06/0672022 -
TBA INTERNET thald Witson o0172022

} Grade Roster Action 0 Name EnoMme™ Grading Basis

Last date of acad activity

it

1 gr— Enroled  Graded, A-F

*Approval Status Approved v Posted | 2 v Eoled  Graded AF ) [osoez02 1w

3 om GUsE Enoled  Graded, A

avmme LUREEN  enoled  Graded AF

I Request Grade Change | 51 hem:  commow s Enoled  Graded, AF

6 VN Enrolled  Graded, A-F

7 temmm ‘T Enrolled  Graded, A-F

8 tomem—s .T Envolled  Graded, A-F

[orioer022”
CZ -]
(75022 1y

[ HELH

9 {-EmmmeemecEmm—————. Enrolled Graded, A-F
10 tllm . momos mosse  Enolled  Graded, A-F
3. The Grade Change Request form appears. iy Eisoted {javstod, A

12 I Enrolled  Graded, A-F
13 1w ms ssemcssstmm:  Enroled  Graded, A-F
14 0 M0 s Enrolled  Graded, A-F

a. Expand the Official Grade field for the students whose grades must be changed and 15 e Enolod  Graded, A
select the new grade. = :_: L __ poalmmo
b. When you are finished changing grades, click the Submit button at the bottom of e —— Enecihd | Sradedie

19 m— Enrolied

4
<

>
<

p?mx.f >

v

(071152022 W

900000

the grade roster. 20 Sg—— T

21 Tome = mem Swssowmm Enrolled  Graded, A-F

c. A new column appears on the right of the list, which displays Success in the rows of 2 IR Eotos Oreiod A
the students whose grades have been changed. bl S

L= o
24 1= Enrolled  Graded, A-F

251 FEEECmEE WS W Enrolled  Graded, A-F
26 1IN S B Enrolied  Graded, A-F

g
271 =8 fom ol Enrolled  Graded, A-F

28 Temmin. smomowm wemn  Enrolled  Graded, A-F
29" = Enrolled  Graded, A-F
30 P Enrolled  Graded, AF
3 e E—— Enrolled  Graded, A-F

32 o S0 0™ Encolled  Graded, AF

1 e

<

>
<

;
{
Z
%

Eoototop
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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. Inabrowser, go to tdx.umsystem.edu/TDClient/41/MUQUR/Requests/ServiceDet?ID=174

2. On the Administrative Grade Change page that appears:
Service Catalog  Faculty/Staff  Grades = Administrative Grade Change

Administrative Grade Change
® grade « administrative

Request a grade change that falls outside the parameters of the regular electronic grade change process in myZou
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

< Share

W Add to Favorites

a. Readthe information about what constitutes an administrative grade change.

b. Click the Request Service button.
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3. On the Administrative Grade Change form, complete the fields as

follows:
a.
b.

Acct/Dept: Do not change the value in this field.

Additional Contact (optional): Enter the individual(s) listed as a
contact on a ticket. You may use the Search button (magnifying
glass) or begin typing a name and click the appropriate
employee when they appear below the field.

Student Name (required): Type the full name of the student.
Student ID (required): Type the student’s ID.

Term (required): You may start typing and then select from the
options that appear or expand the field and select an option
from the dropdown menu. Options are Summer, Spring and Fall.
Term Year (required): Enter the term year, e.g. 2024.

Course Department (required): Enter the course department for
the grade you want to change.

Course Number (required): Enter the course number for the
grade you want to change.

Course Title (required): Enter the course title for the grade you
want to change.

Grade Change From (required): Enter the existing grade, e.g. “C-
Grade Change To (required): Enter the new grade, e.g. “A-“.
Description (optional): You may enter a reason that you are
requesting a grade change, e.g., “The student was given extra
time to hand in the final paper and have it counted in their final
grade.”

. Attachment (optional): You may add any relevant documents.

When you have finished completing the required fields, click the
Submit button.

4. The form will be routed to the Office of the Registrar for processing.
Once it is processed, you will receive confirmation via your university
email account.

Senvice Catalog  Faculty/Stafl - Grades | Administrative Grade Change

Administrative Grade Change

AcctDept* @

+ ShowHelp — Hide Help

PLEASE DO NOT CHANGE the Acct/Dept value. This value is the Acct/Dept that we have associated with you as a University of Missouri Faculty, Staff or Student.

‘ Registrar (CREGISTR)

Additional Contact @

The inaividual(s) listed as a contact on a ticket

Start typing.

Student Name *

Student D "

Complete the following with information specifically related to the issue.

Term *

Start typing..

Term Year *

Course Department *

Course Number *

Courss Title *

College Aigebra

Grade Change From *
Grade Change To *

Description @
. Please provide specific details about your request
Format - Font - sze

T EEe

body

Attachment @
Altach relevant documents o images here

Browse No file chosen

- A BIUSX X T
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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.
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Appendix

Incomplete Grade Contract(s)

Incomplete Grade Contract Steps for

2026 Spring Semester | Regular Academic Session | Univ of Missour - Columbia | Graduate
Graduates, et al. o

. . . . Energy Markets and Regulation (Lect/Stand)
1. Enter incomplete grades as described in the first three steps

of the Enter Incomplete Grades topic.

Incomplete Grade Contract(s)

U g and Professional Courses (DPT and OTD deg ): When assigning an i (") grade for undergraduate and for
professional courses, instructors must fill out the incomplete grade contract with a detailed completion plan and set a completion deadline for

2 . O nt h € I ncom p I Ete G ra d € CO ntra Ct(s) pag € t ha t 0 pe n S’ outstanding assignments. Instructors must also submit a default final course grade based on all completed and uncompleted work at the time the 1

B . 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

pe rfo rm th € fo I | owI ng Ste ps . end of the incomplete period. Please review the full policy in the Facully Handbook.

‘Graduate Courses: When assigning an incomplete ("I") grade for graduate courses, instructors must fill out the incomplete grade contract with
detailed completion plan and timeline for ding assi , including an optional ion deadline. The student must finish the

i i i incomplete coursework within the next calendar year of residence. If the work is not completed after one calendar year, the request to change an
a. R ea d th eim po rta nt ! nform a tl ona b 0 Ut G ra d ua te incomplete grade will require an accompanying letter of justification from the instructor. Incomplete grades should not be recorded for research
COU rses courses (e.g., 8090, 9090). Please review the Graduate Faculfy Policy.

Medical Courses: When assigning an incomplete (*1") grade for medical courses, please reference the related sections in the Student Handbook.

Law Courses: When assigning an incomplete (*") grade for law courses, instructors must check their academic program policies.

b. The Work to be completed field is optional.

Veterinary Medicine Courses: When assigning an incomplete (*") grade for veterinary medicine courses, faculty should consult the Dean’s Officg

c. The Completion Deadline field is optional.

(CAUTION: the student will be able to view exactly what you enter)

d. When you are finished, click the Save button.

e. Click the Return to Grade Roster link. 1 Completion Deadline
4

Last Updated By

TSTINSTRO3
05/01/2026 08:51 AM

Return to Grade Roster ]

End of topic. The next topic after Incomplete Grade Contract(s)
is View Incomplete Grade Contracts.
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