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ACCESSING GRADE ROSTERS 
 
1. Click on the ‘My Schedule’ link to display your schedule.  

 

Ensure that the current term is displayed. If not, this can be adjusted by clicking on the ‘change term’ button 

and selecting the correct term.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Click on the Grade Roster icon next to the class you would like to enter grades for.  
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GRADE ROSTERS 
 

To confirm that a Grade Roster has been created, look next to the class for the  symbol. In the sample below, 
a Grade Roster has been created for APC100, but not for COM470. Generally, Grade Rosters are created a 2 - 3 
weeks prior to the end of class.  
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GRADING BASIS 
 

Access the Grade Roster by clicking on the  symbol next to the class. To confirm that the correct Grading Basis 

has been assigned to your class, click on one of the drop down box under the ‘Roster Grade’ to view available 

grades. Confirm that you have access to the grades you require. For example, if your class is graded with letter 

grades, you will want to see ‘A+’, ‘A’, ‘B+’, etc. However if your class is graded SAT or UNSAT, ensure that you have 

access to the ‘SAT’, ‘UN’, grades.  
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ENTERING/SUBMITTING FINAL GRADES 
 
 
1. Enter a grade for ALL students on the roster. (Be sure to navigate to the next page if you have more than 20 

students enrolled in your class.)  

 

2. Set ‘Approval Status’ to APPROVED. 

 

3. SAVE.  
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SUCCESSFUL GRADE SUBMISSION 
 
Once the Grade Roster has been set to APPROVED and has been SAVED the grades in the ‘Roster Grade’ column 

will no longer be editable; consider that confirmation that the Grade Roster has been successfully submitted.  
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