Faculty Business
Review and Approve Grades
Step-By-Step Procedure

Review and Approve Grades

Important Information
e Grade rosters must be generated before entering and approving grades.

o Grade rosters for full term classes are generated on the last day of classes for the term. Classes that
meet less than the full term (first half, second half, and mini courses) will have their grade rosters
generated on the Friday of the week the class ends.

e Once an instructor enters grades and sets the Grade Roster Approval Status to Ready for Review, an
automatic email is sent to the Approver(s) indicating the roster is ready for review.

e To review and approve final grade rosters, you must be assigned as an instructor with APPROVE grade
roster access in M-Pathways or a staff member assigned Approve Grade Roster proxy access in the
Faculty Center.

Note: APPROVE grade roster access and the Approve Grade Roster proxy role allow you to enter
grades, upload grades, or review grades already entered. Once the grades are reviewed for
accuracy, you can set the Grade Roster Approval Status to Approved. Clicking Save and viewing
the Grade Roster Submittal Confirmation that appears on the bottom of the Grade Roster page are
the final steps.

Navigation

Wolverine Access (https://wolverineaccess.umich.edu) > Faculty & Staff > Faculty Business

Self Service Page

1. Click Faculty Center.
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J ‘9@ Use the Faculty center to manage all your class, student and
advizee related activities.
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https://wolverineaccess.umich.edu/

Faculty Center Page

( Faculty Center || AdvisorCenter || Search
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Additional Resources |

Faculty Center

My Schedule

Summer 2009 | University of Michigan change term

Select display option: # Show All Classes. € show Enrolled Classes Only

Prim Instr TuWeThFr 10:004M - 12:00PM 1068 EH

Room Class Dates

Jun 28, 2003-
Aug 14, 2008

Jun 28, 2003~
Aug 14, 2008

i
i
ﬂgl

E2
1
]

EH

i

Class Class Title

MATH 113- Calculus I (Lecture)

202
(85874

MATH 450- Adv Math Engrs I

201 (Lecture)
(70835)

Faculty Center Grade Roster Page

Grade Roster

= MATH 115 - 202 (89874 change class

Caleulus T (Lecture)

T View renpa satement

Class Start/End Dates

Days and Times Room
TuWeThFr 6:00PM-8:00PM 1372 EH 08/
~ Instructor/Proxy Information
Name Role Grade Roster Access

/29/2009 - 08/14/2009

Email To

MAISSRDW, Prefliams Prim Instr |Approve

Display Options: Grade Roster Action:

maissrdn@umich.edu

Grade Roster Type  Final Grads I *Approval Status  [Ready for Revien | = I save |

AN

*Approval Status IR dy f vI
Gra )
Rost]
ID Name
Grad ]
- Mot Reviewsad
12345678 |Pstrain, Jessica B+ Ready for Review
¥ ;
12345676 |Pstrain, Cara A —
12345676 |Patrain, Kristen B- Pending dndergracuste LSy niar 4.00
P —— ) Undsrgradusts
Patrsin, Gors ct Pending  |undersra: Senior 4.00
12345678 |Pstrain, Erin e Sending Ondergraduate LS oo 4.00
12345676 |Pstrain, Eric B e Undergraduate LS | ophomars 4.00
12345678 |Pstrain, Calleen A Pending i”’f“mduatﬂi Freshman 4.00
12345676 |Pstrain, Lucas c Pending dndergracuste LS oo phomars 4.00
N R Undargraduzste Non- |Undergraduats
12345578 [pstrain, Christy B Pending |20 Special/NCFD <00
12345676 |Pstrain, John A Pending Undergracuate LS ) ior 4.00
12345678 |pstrain, Patrick B- Pending Ondergraduate LS oo 4.00
Printer Friendly Version
SAVE
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change term I

Click to select the

appropriate term.

e The Faculty Center page defaults to the
current term.

Locate the appropriate class in the Class and
Class Title fields.

e Only classes for which you have been set
up as an instructor or assigned as a
proxy are viewable.

Click the Grade Roster icon located to
the left of the class name.

e Grade roster icons appear only when
there is a grade roster generated for the
class.

5. Review grades.
Notes:

e |If a grade for a student needs to be
changed, set the Approval Status to Not
Reviewed and make the appropriate
changes.

e Grades can be entered, uploaded, or
modified only when the Approval Status
is set to Not Reviewed.

After grades have been verified, change the
Approval Status to Approved.

SAV

Click
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Faculty Center Grade Roster Page — Confirmation

Grade Roster

T yiswreass shetemant

= MATH 115 - 202 (89874) change class

Caleulus T (Lecture)

Days and Times Room Class Start/End Dates
TuWeThFr 6:00PM-8:00PM 1372 EH 06/29/2009 - 08/14/2009
~ Instructor/Proxy Information
Name Role Grade Roster Access _|Email To

MAISSRDW, Prefliame

mazissrdw@umich.edu

Display Options: Grade Roster Action:

Final Grads *Approval Status  [Apzroved =] save

Grade Roster Type

+ This grade roster has been successfully saved and approved.

The grades will now be posted to the students’ records via a Batch
Grade Posting Process. The Batch Grade Posting Process runs
every hour during the Grade Processing Cycle.

This activity has been logged and noted by ITS Systems
Administration. If you have any questions, please contact the ITS
Help Desk by email at itsadminhelpdesk@umich.edu or by

telephone at 734-764-4357.

=

B 3

Student Grade ]| Grade Note )

Roster |Official Units

ID Name Grade |Grade Status Academic Career Level Taken
12345678 |Psatrain, Jessica B+ Pending Rackham Graduate Master 4.00
12345678 |Pstrain, Cara - ending Undergraduate LS o 4.00
12345678 | Pstrain, Hristen B- Pending t"”:”grad”ate L2 o .00
12345678 |Pstrain, George - anding | Undergradusts Ssnior 4.00

 Geord Education :
12345678 |Pstrain, Erin E Pending g”kd“g'ad”“e S5 senier 4.00
12345678 |Pstrain, Eric B Panding Jnderaracuste LS o ophomars 4.00
12345678 |Pstrain, Collesn A Pending Undergracuate LS o chman .00
12345678 |Pstrain, Lucas c Pending Undergraduate LS g ophomars .00
_ . .. Undergraduate Non- |Undergraduate

12345678 [Ptrain, Christy 2 Pending Degree Special/NCFD a0
12345678 |Pstrain, John A Eanding Onderaracuste LSy niar 4.00
12345678 |pstrain, Patrick E- Fending Jnderaraduste LS oo 4.00
Printer Friendly Version
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8. After saving the grade roster with an
Approved status, review the Grade Roster
Submittal Confirmation by scrolling down
to the bottom of the page.

Notes:

An automatic email is sent to all
Approvers on the grade roster to
confirm the grade roster has been
approved and saved.

During the grading period, an hourly
batch process posts approved grades
to the students’ records and changes
the grade roster status from Pending to
Posted.

To make grade changes after the
grade roster has been posted,
instructors with APPROVE grade roster
access and Change Grade proxies can
use the grade change process. See the
Change Grades Step-by-Step
Procedure for more information.
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https://csprod.dsc.umich.edu/htmldoc/eng/dftie/lsaa/htm/images/CU_SGRD_GradeChange_SS.pdf
https://csprod.dsc.umich.edu/htmldoc/eng/dftie/lsaa/htm/images/CU_SGRD_GradeChange_SS.pdf
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