Record Official Final Grades in Faculty Portal Gradebook

Your official final grade for an online course must be placed in the Faculty Portal. It is not necessary to

post individual assignment grades there since those are available to students within your Moodle
course.

(If you desire to post your individual assignment grades into the Faculty Portal refer to the Help menu
within the Faculty Portal for assistance.)

These instructions explain how to enter your official final grades into the Faculty Portal and submit those
grades to the registrar.

From Course Options within the Faculty Portal, enter final grades by following these instructions.

Course Gradebook

I e Step 1: Click By Assignment. You should have already created an

¥ “assignment” called “Final Grade” to place your final grades in. If you did
iy e not do this, refer to the “Set up Faculty Portal gradebook” instructions.
» Submit Grades

>
»
»
»

» Reports
»
>

MY COURSES P COURSE OPTIONS P RECORD GRADE BY ASSIGNMENT

Step 2: Click on the “Final
Grade” assignment.

Assignment Listing

Assignments Final Grade 5M14/2014

» » RECORD GRADE BY ASSIGNMENT

Class Participation : participation (Total Points: 100, Due Date: 5/9/2013)

Allow Uploads: [ Show Student ID: [£] Show Withdrawn Students: [C]

Letter grade is
automatically assigned
based on your grade
standard.

There are no students with a Grade for this Assignment

Step 3: Record grades
in Original Score
column.

Albertson, Jimmy D. ()

Dahl, Ryan Keith () 0 Incomplete
Not Available
Unexcused
Elizondo, Clarissa Syvonne 0

J -
Adjusted Score % is automatically

Save Back

assigned the same score as the
Original Score. You can change it

here. This is the actual score used Step 4: Click Save after
when the grades are calculated.

recording all grades.




Calculate Final Grades

Note: You must do this before you can submit final grades to the registrar.

Course Gradebook

» Setup Gradebook

>
; Step 1: From Course Options, click
ey s the Calculate Final Grades link.
»
» Submit Grades
>
»
»
»
»
» Reports

>

>

If there are any missing grades, they
will appear next.

» CALCULATE FINAL GRADE

Note: The studenis below are missing their grade. You can oruset
Click on the Student Name to view or edit the grade for that student.
Click on the Assignment to view or grade for the entire assignment

You can enter missing grades by
selecting the Final Grade assignment
e name from this window.

50972013

Important!
You must have a final grade for every student

in order to submit your final grades.

Submit Final Grades to Registrar

Course Gradebook

. . » Setup Gradebook
Step 1: From Course Options, click gkl sing
" »
the Submit Grades »
» Record Grades
>
»
» Submit Grades
>
»
»
»
»
» Reports
»
If there are still missing assignment grades, they will be (

displayed. These grades must be entered before you can
submit the final grade to the registrar.




Select a grade type to submit and then click the Continue {

Step 2: Double check the grades. Change any
that are incorrect. Then click Continue to Submit
Grades Step 2

Midterm Grades

® Final Grade

Continue to Submit Grades Step 2

Submit Grade Listing

Armstrong, Nolan Condo (Nolan) 4145 F 0 N A
Barker, Samuel Paul Thomas () 7353 [ 0 N A
Britten, Tanner Paul () 76 Cc 0 N A
Corona, Elias (ELI 16.85 F o0 N A
Fox, Amber Sage () 60.8 D 0 N A
Grant, Hershell Lee 7396 C 0 N A
Hamson, Christopher Alexander (Alex Harrison nn c
You can still change any final grades before submitting
them.
13 » SUBMIT GRADE [STEP 2-3]

Click the Continue to Submit Grades Step 3 button to process any final grades that you want to submit/resubmit

Cancel Back to Step 1

] step 3: Click Continue to
Submit Grades Step 3.

Show Withdrawn Students

New Student Grades to Submit

A message appears that grades have been
submitted to the registrar.

Resubmit Final Grades to Registrar

If you need to change any final grades after submitting them to the registrar, contact the registrar. Once
the registrar authorizes permission to resubmit, an “R” appears in the Sent to Registrar column of the
Submit Grades window. Use the Submit Grades link to make any needed change and enter the reason
for the resubmission.




