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Upload Grades

Important Information

o Uploading grades allows users to load electronically-maintained grades into the Faculty Center grade
roster rather than manually entering each individual grade.

o Grade rosters must be generated before uploading grades.

o0 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.

o Grade roster upload is available to:

o Instructors, faculty graders, and graduate instructors assigned to the class in M-Pathways with one
of the following levels of access:

= GRADE access allows you to enter or upload grades and then set the Grade Roster
Approval Status to ‘Ready for Review.’ Instructors with this role cannot approve or change
grades. This level of access is recommended for classes with one or more instructors
assigned and/or for classes with multiple components.

= APPROVE access allows 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. This level of access is
recommended when only one instructor is responsible for all aspects of grading.

o Staff who are assigned one of the following levels of proxy access in the Faculty Center by a class
instructor with GRADE or APPROVE access:

= Enter Grade Proxy access allows you to enter or upload grades and then set the Approval
Status to Ready for Review. Proxies with this role cannot approve or change grades.

= Approve Grade Roster Proxy access allows 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.

lof8 Last updated: 2/6/2014



Upload File Preparation

A A B
1 | 12345678 A
2 | 23436783 A- File Edit Format View Help
3 | 34567890 F 12345678, A
4 | 45678901 A- Sis6r890, £
5 | 56739012 C Ses80012. ¢
6 | 67890123 A- o7ER0LZ3, A-
Xls and .csv example .txt example
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1. Prepare the grade file for upload. File types
include:

Notes:

Windows CSV (Comma Separated
Value)

Windows XLS or XLSX (Excel)
TXT (Text)

If you use a Macintosh, save the .xls,
Xlsx, or .csv file as a Windows file
version. Macintosh .csv, .xlIs, or .xIsx
files will result in an error.

To export the grade or class roster
information to Excel, refer to the
Download Grid Data to Excel Step-by-
Step Procedure. This will provide you
with an electronic copy of the students
enrolled in the class section.

An upload file should contain only two
columns, one for UMIDs or unignames,
and one for grades. Headings, extra
information, and any type of formatting
will prevent a successful upload.

Excel cells must be formatted using the
“General” category on the Number tab.
Any other format category (i.e.,
“Special” or “Custom”) causes upload
errors.

Do not include a period in the file
name; it will cause an upload error. For
example, it is ok to save a file as
“classterm.csv” but it is NOT ok to save
a file as “class.term.csv”.

Refer to the Grade Roster Upload File
Requirements and Upload Errors
Support Material for more detailed
information about how to prepare a file
to upload.
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https://csprod.dsc.umich.edu/htmldoc/eng/dftie/lsaa/htm/images/CU_SGRD_GridDownloadtoExcel_SS.pdf
https://csprod.dsc.umich.edu/htmldoc/eng/dftie/lsaa/htm/images/CU_SGRD_GridDownloadtoExcel_SS.pdf
https://csprod.dsc.umich.edu/htmldoc/eng/dftie/lsaa/htm/images/CU_SGRD_FileReqUploadErrors_SM.pdf
https://csprod.dsc.umich.edu/htmldoc/eng/dftie/lsaa/htm/images/CU_SGRD_FileReqUploadErrors_SM.pdf
https://csprod.dsc.umich.edu/htmldoc/eng/dftie/lsaa/htm/images/CU_SGRD_FileReqUploadErrors_SM.pdf
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Wolverine Access (https://wolverineaccess.umich.edu) > Faculty & Staff > Faculty Business

Self Service Page

L Self Service

Faculty Center Page

Favgrites Main Menu > Seff Service > Faculty Center

Jamie Pstrain

( Faculty Center V Advisor Center V search

V Additional Resources W

Faculty Center

My Schedule

i cis or D Textbooks B &

My Teaching Schedule > Fall 2010 > University of Michigan

(10001

Fall 2012 | University of Michigan change term 3

Selact display option: & Show All Classes € Show Enrolled Classes Only

A resching £

Class Class Title Enrolled L2 " Days & Times Room Class Dates
H}ﬂ &’a IE @ MATH 115- Caleulus I (Lacture] | 11 Sec Instr  TuTh L:20PM - 3:00PM 2695" Sep 4, 2012-
‘zsﬂsze’sr SPH1A pecii, 2012
fe B 2 [ [ MATH450- Adv Math Engrs 1 5 Prim Tnstr TuweThFr 10:004M - 1088 EX Sep 4, 2012-
201 Lecture) 12:00PM Dec 11, 2012
{7o83s5) :
i 5 B E @ WOMENSTD  Gendered Lives US Prim Instr TEA TEA Sep 4, 2012-
100-001 [Recitation) Dec 11, 2012

4

Faculty Center Advisor

i FHEE
52 EH B

B
5

e
__ﬂ)gl
B

Class

MATH 115-

z02
(859874)

MATH 450-

201
(70835)

@ WOMENSTD

100-001

(100017

Class Title

Calculus I (Lecture)

Adv Math Engrs I
(Lecture)

Gendered Lives US
[Recitation]
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2. Click Faculty Center.

change term I

to select the

3. Click
appropriate term.

e The Faculty Center page defaults to
the current term.
4. 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.

5. Click the Grade Roster Eﬁ‘ 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.
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https://wolverineaccess.umich.edu/

Faculty Center Grade Roster Page

Favorites - Main Menu > SeVS§nfice » Faculty Center

Jamie Pstrain

[ Faculty Center ][ Advisor Center ][ Search

.]( Additional Resources -1

Grade Roster

Fall 2012 | Regulal

=mic

on | Univarsity of Michigan
= MATH 450 - 201 (70835) change class I
Adv Math Engrs 1 (Lecture)
Days and Times Room

TuweThFr 10:00AM-12:00PM 1068 EH

~ InstructoriProxy Information

Name Role Grade Roster Access

L

Email To

Vigw FERP Ststement

Class Start/End Dates
0S/04/2012 - 12/11/2012

MAISSRDW, Prefliame Srim Instr | Approve
Display Options:

Grade Roster Type  Final Grads *Approval Status
I” Display Unassigned Roster Grade Only

upload |

Grade Roster Action:

maissrdw@umich.edu

Not Reviewad VI save

=
=

Roster |Official Academic Units

w Name Erade |Grade |"™° |Career |

12345678 | Pstrain. Jessica B Pending | TEET =S yior 2,00
: Undergraduate

12345678 | Pstrain, Cara - Pending | "2 "2 Junior| 2.00

12345678 |Pstrain, Thomas -~ Pending t”éd:’g’ad“ate Junior| 2.00
: Undergraduate

12345678 | Pstrain, Yon - Pending | "o 0 Junier | 2.00

12345678 | Pstrain, Tamara - Panding :_"_f:’grad“ate Junior 2.00
: Undergraduate

12345678 | Pstrain, Cara - Pending | "o 0 Junier | 2.00

Printer Friendly Version

SAVE
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6. Click

Faculty Business
Upload Grades
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FILE UFLOAD
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Grade Roster Upload Page

7. Click Browse and select the file to upload.
8. Click Upload.

File Attachment

|
Upload | Cancel |

Grade Roster Upload Summary Page
Favorites ' Main Menu > Self Service > Faculty Center 9 Read the Upload Summary and C“Ck

Jamie Pstrain

L T;Rmt‘ I povmorcamer [ sewen | aagtora esres | Note: If applicable, upload error messages will
— appear in the Upload Summary. Refer to
Fall 2012 | Regular i;;ds x| fReastetement the Grade Roster Up|0ad F||e
¥ MATHA450-201] ﬁ B Requirements and Upload Errors Support
A ath Enar2 1 {Lq ** Please review grade rosters carefully. = - Material for more detailed information.
oot T S e b o1

10. Review the uploaded grades and fix any

tructonpmxy Inf] Grades for 6 out of 6 students were loaded. |, errors.
MAISSRDW.Preflizme Click Save button to validate grades. h.edu
Notes:
(26399,93)

Display Options:

e R Ty e * Aduplicate student UMID or unigname

I Display unassigns n on the upload file will result in grade input

errors (i.e., a student is registered for
—fleweend | more than one class or class section
= assigned to an instructor.)

™ Name Crade | crade. |poreicpation 51205 [Career |Level 1rie, e Always review uploaded grades for
1245678 | Potmin, Jessics ¢ | & - Panding |VETEE == hunier 2.0 accuracy and check for errors before
12345678 | Pstrain, Cara - pending |/2E 72442 Junior| 2.0 saving or approving the grade roster.
— P“‘“‘"'T"m - a :&3: e Refer to the Grade Roster Upload File
S - s Requirements and Upload Errors Support
RS8R |Permin Temerm T (B~ Pendnalu SER™ T punier 200 Material for additional information.
12345678 | Pstrain, Cara L e pending ‘L"éd;’ﬁmd“'ate Junior| 2.00 -

Printer Friendly Versiocn

SAVE

£ pid you enter a failing or NR grade?
e No - skip to step 13.
e Yes - continue to step 11.
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https://csprod.dsc.umich.edu/htmldoc/eng/dftie/lsaa/htm/images/CU_SGRD_FileReqUploadErrors_SM.pdf
https://csprod.dsc.umich.edu/htmldoc/eng/dftie/lsaa/htm/images/CU_SGRD_FileReqUploadErrors_SM.pdf
https://csprod.dsc.umich.edu/htmldoc/eng/dftie/lsaa/htm/images/CU_SGRD_FileReqUploadErrors_SM.pdf
https://csprod.dsc.umich.edu/htmldoc/eng/dftie/lsaa/htm/images/CU_SGRD_FileReqUploadErrors_SM.pdf
https://csprod.dsc.umich.edu/htmldoc/eng/dftie/lsaa/htm/images/CU_SGRD_FileReqUploadErrors_SM.pdf
https://csprod.dsc.umich.edu/htmldoc/eng/dftie/lsaa/htm/images/CU_SGRD_FileReqUploadErrors_SM.pdf

Faculty Center Grade Roster Page (Failing Grade)

Favorites - Main Menu > self Service > Faculty Center

Jamie Pstrain

f Faculty Center V Advisor Center M Search Wf Additional Resources 1

Grade Roster

? View FERPA Statement

< MATH 450 - 201 (70835) | change class
Adv Math Engrs I (Lecture)

Days and Times Room
TuWeThFr 10:00AM-12:00PM 1068 EH

Class Start/End Dates
03/04/2012 - 12/11/2012

~ Instructor/iProxy Information

Name Role Grade Roster Access | Email To

MAISSRDW, Prefilame

Prim Instr |Approve

maissrdw@umich.edu

Grade Roster Action:

*Approval Status  [Not Revisved x| _ save

Display Optiens:
Grade Roster Type  Final Grade

[ Display Unassigned Roster Grade Only

SAVE

file upload
3
(=
Roster | Official| Level of Last Date of Academic Units
Ly Dass Grade |Grade |Participation|Participation SE=Te | — e | e
12345678 Pstrain, Jessica A v Pending | /18e@adu=te by o | 200
Undergraduate |,
12345678 | Pstrain. Cara A - Pending | "2°p & Junior| 2.00
12345678 | Pstrain, Thomas Fo- Partial v [11/05/2012 [+ [Pending UNdEraraduste 5, 0| 200
- Undergraduate
12345678 | Pstrain. Yon A - Pending || "g'g A Junior|  2.00
12345678 Pstrain, Tamara C - Pending f';..dsrgrad”atg Junior| 2.00
Undergraduate |
12345678 | Pstrain, Cara A - Pending | =g & Junier| 2.00

Erinter Friendly Version

60f8

Faculty Business
Upload Grades
Step-By-Step Procedure

11. If you entered a failing or NR grade, select

the student’s level of class participation in
the Level of Participation field.

Valid values include:

e Full — student attended class and
completed assignments

e Never — student never attended class or
completed an assignment

¢ Partial — student attended at least 1
class or completed at least 1 assignment,
including:

e Written and/or verbal conversation
between the instructor and student
about the course.

e Participation in a discussion on CTools.

e Completion of a paper or examination

Note: Participation for these purposes is

defined not by the quantity or quality of
participation, but by the student's last
participation. Example: A student could
never attend class, but if they take the
final exam, the Level of Participation is
Fully Participated.

12. If ‘Partial’ is entered as the student’s level

of participation, enter the date the student
last participated in the class in the Last
Date of Participation field.

Last updated: 2/6/2014



Faculty Center Grade Roster Page

Favgrites - Main Menu > Seff Service > Faculty Center

Jamie Pstrain

[ Faculty Center ]( Advisor Center W(

Search W[ Additional Resources ]

Grade Roster

Adv Math Engrs I (Lecture)
Days and Times Room

TuWeThFr 10:00AM-12:00PM 1088 EH

~ Instructor/Proxy Information
Nama Role

¥ MATH 450 - 201 (70835 change class

Grade Roster Access | Email To

T iew renoa sttement

Class Start/End Dates
03/04/2012 - 12/11/2012

MAISSRDW,Preflame

Display Optiens:

Prim Instr |Approve

maissrdw@umich.edu

Grade Roster Action:

Grade Roster Type  Finzl Grade 13 I*Apprﬂva\status [ ot Reviewed = _|save
[ Display Unassigned Roster Grade O
file upload
*Approval Status
Roster |Official |l
o Name Grade |Grade |H LLAER A
Mot Reviewsad
12345678 Pstrain, Jessica A v Ready for Review
12345678  Pstrain. Cara A b Ipendmg\E SHB! E e unior| 2.00
12345678  Pstrain, Thomas P Portial ~ | [11/05/2012 [ [Pending Undergraduste 5, 0| 500
_ Undergraduate
12345678 | Pstrain, Yon A - Pending || "g'g A Junior|  2.00
12345678 Pstrain, Tamara C - Pending f';..dsrgrad”atg Junior| 2.00
Undergraduate .
12345678 | Pstrain, Cara A - Pending | "1 °0S Junier| 2.00

Erinter Friendly Version
—ISME
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14. Click
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Note: Partially graded rosters should be saved

with an Approval Status of Not Reviewed.
When a grade has been entered for each
student, you can change the Approval
Status.

13. Change the Approval Status. The valid
values include:

Ready for Review — submits the grade
roster to the instructor with APPROVE
grade roster access.

o0 An automatic email is sent to
both the Grader and the
Approver(s) indicating the roster
is ready for review.

0 Instructors with GRADE grade
roster access should select this
option.

0 Once this option is selected, only
the instructor with APPROVE
grade roster access can modify
the grade roster.

Approved — submits the grade roster
for posting to the student record.

0 An automatic email is sent to all
approvers on the grade roster to
confirm the grade roster has
been approved and submitted.

0 This option is available only to
instructors with APPROVE grade
roster access.

Notes:

Grades can be entered, uploaded, or
modified only when the approval status
is set to Not Reviewed.

Instructors with APPROVE grade
roster access can change the approval
status back to Not Reviewed to make
modifications to the grade roster before
the grades are posted. See the Review
and Approve Grades Step-by-Step
Procedure for more information.

SAVE
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https://csprod.dsc.umich.edu/htmldoc/eng/dftie/lsaa/htm/images/CU_SGRD_Review_SS.pdf
https://csprod.dsc.umich.edu/htmldoc/eng/dftie/lsaa/htm/images/CU_SGRD_Review_SS.pdf
https://csprod.dsc.umich.edu/htmldoc/eng/dftie/lsaa/htm/images/CU_SGRD_Review_SS.pdf

Faculty Center Grade Roster Page — Confirmation

Favnvrites ! Mainylenu > Self Service » Faculty Center

Jamie Pstrain

f Faculty Center Wf Advisor Center M \l( Additional Resources 1

Search

Grade Roster

T viewrerpa ststement

=~ MATH 450 - 201 (70835 change class

Adv Math Engrs I (Lecture)

Days and Times Room Class Start/End Dates
TuWeThFr 10:004M-12:00FM 1068 EH 09/04/2012 - 12/11/2012
~ Instructor/Proxy Information
Name Role Grade Roster Access  |Email To

MAISSRDW,Prefilame

Prim Instr |Approve

maissrdw@umich.edu

Display Options: Grade Roster Action:

*Approval Status

Approved =]  save

Grade Roster Type  Final Grads

™ Display Unassigned Roster Grade Only

file upload

« This grade roster has been successfully saved and approved.

The grades will now be posted to the students’ records via a Batch
15 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.

»
(=

Rostar | Official| Laval of Last Data of |Academic Units

) L Grade [Crade |Participation|Participation 50 s el

12345678 Pstrain, Jessica a Pending U1dergaduats o 200
Undergraduate |,

12345678 | Pstrain, Cara A- Pending "=y & Junior| 2.00

12345678 Pstrain, Thomas F Portial ~ | 11/05/2012  Pending /idereraduate o | 5 00

: B Undergraduate

12345678 | Pstrain, Yon A Pending | "2°g 2 Junior| 2.00

12345678 Pstrain, Tamara C Pending E'&d:’graduatg Junior| 2.00
Undergraduate |,

12345678 | Pstrain, Cara A- Pending "= & Junior| 2.00

Erinter Friendly Version
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15. If the grade roster access was set to
Approved, review the Grade Roster
Submittal Confirmation by scrolling down
to the bottom of the page.

Notes:

During the grading period, an hourly
batch process posts approved grades
to the students’ records and changes
the Grade Roster Approval 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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