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	Overview
	
Grade rosters are available from Faculty Self-Service as soon as they are created by EMS Operations/Registrar’s Office (EMSOR). 


	1)
	In version 9.0, Faculty Center is a folder instead of a page link. Click Self Service to open the new Faculty Center folder, and then click the My Schedule page link.
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	2)
	In version 9, grade rosters have a new look and feel but they function the same as they always have. 
To view a roster, click the Grade Roster icon[image: ]  next to a class displayed in your Teaching Schedule

Note: If you have trouble accessing a roster, contact your departmental administrator.
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· The Grade Roster Type should be set to “Final Grade.” 
· Use the Roster Grade drop down menus to enter the appropriate Final Grade for each student. Only grades suitable for that specific student will appear.
· Recheck your data entry. 
· After Final Grades have been entered for all students and reviewed for accuracy, make sure the Approval Status is set to “Approved.” 
· Click the [image: ] button to save the Final Grades students. Please remember to save your grades before exiting!
· If your class is very large, save often.



 (
You may save and leave this page at any time, but gr
ade entry is not completed until
 you have changed the Approval status to “Approved” and save a final time.
)[image: C:\Users\tswanger\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\8AIWI3G3\MC900431529[1].png]




	NOTE:
	Peoplesoft does not email students grades to the students. If you use the “Notify” buttons at the bottom of you grade roster, Peoplesoft sends a generic email to students letting them know that their grades have been entered. EMSOR has to post the grades before the student can log into their Student Center to see the final course grade


	NOTE:
	Once the grade submission deadline has passed for entering the current term’s grades in the Faculty Center, if you need to modify a student’s grade, you must follow the Policy on Grade Changes and submit a hard-copy form. No grades changes are allow online.
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