Grades Input on the Web for Course
Directors and Section Directors
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Overview

UNIVERSITE
UNIVERSITY

Welcome to the on-line tutorial for Grades Input on the Web

 To use this application, you must be either the Course or Section
Director of a course that ends during the Fall, Winter or Summer
Term

* You must be listed in the Student Information System as a
Course Director or Section Director for your courses

* You must have Passport York Access to Class Lists on the Web
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Verifying you have access to Class

Lists

UNIVERSITE
UNIVERSITY

/2 GaM: Select Course Page - Windows Internet Explorer =[30x|

. 5;;' Irlhttps:Hw4pmd.sws‘yorku.caiAppstebOh]ectstAM.woaiwaiD\rectAction)‘staFFL\st j@|‘_}“i| ILiveSeavch |E‘
1. Go to www.sis.yorku.ca £ _
Fle Edt View Favorites Todls Help & snaglt E f

2_ Under “For Faculty” CIiCk On w o LV, sa: select Course Page | | % - B o Page () Tooks - ?
111 m O re I n _I:O O n th e S e | Faculties « Libraries « Campus Maps + York U Organization « Directory = Site Index
applications” | it (D

3. Click on “Class List” | — -
58§ List tversion 321, Thu Dec 04 09:01:37 20083
4. Enter your Passport | _

username and password . ! search by Instructor:

Academ\c‘(ear:,m
5. If you are successfully
. . i Surname: (case-insensitive)
authentlcated and arrlve at the search formats: Johnson; Johnsen, Ray; Ray Johnson
screen shown, you have | SEACHFORCORSSS) |
access to Class Lists on the |

Web

Search By Faculty:

Academic Year | 2008 ¥

|P\ease Select A Faculty j

LIST SUBJECTS

| ~l
| C DT T T [ rusted shes R+
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Verifying you are listed as teaching
courses In the Student Information

System

UNIVERSITE
UNIVERSITY

2 York University Courses Wabhsita - Courses Search hy Instructor - Microsoft Internet Explorer

1. GO to File Edit View Favorites Took Help
http://www.yorku.calyorkweb/f Qe - © X @ ¢ Lsewer Soroees @ 2- 2 F-[J) B
S . htm fddress ‘@ hittps:ffwiZprod, sis. worku, Calfpps ivebObjects odm woaf3heo BhBY aC4 St 52k 4iCisF0i0, 1,64.17
Y’ - Z’I leearchWeb |v|5v @v | Email - @My yahoo! B Movies - b Music ~ [E.ﬁ.nswers - »

2. Click on “Course Timetables
and Schedules” under
“Academic Resources”

3. Under “Search Current —
Courses By...” click on Web Site
“Instructor”

YORK ' redefine THE POSSIBLE.

UNIVERSITE

UNIVERSITY Prospective students Current students Faculty & staff Alumni Visitors

I SEARCH COURSE TIMETABLES

Course Search by Instructor

Enter your last name

The courses site will return
courses taught by you, if this
information has been recorded
in the Student Information
System

Search By...

> Subject

> Term

= Course Title

> Instructor

» Dislance Courses

» Advanced Search

= View Active Course
Timetables

My Class Schedule...
= Plot My Timetable
= Timetable Help

Instructor Surname:

Session:

[ Search For This Instructor

J

|:| (four entry has to be at least 2 characters long)
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Grades Input on the Web

UNIVERSITE
UNIVERSITY

/2 5IS Faculty Prod - Windows Internet Explorer =]

@ - Ii!. https: ffcrystal. modern. yarko.cafhtdew/prodFac. html jl&l |§| |E| ILive Search |EE|
2 . U n der b For FaCu Ity” CI I Ck Fle Edit ‘iew Favorites Tools Help & 3naglt E (=

on “more info on these & Mt | | B8 -8 Eee- G

1. Go to www.sis.yorku.ca

: . ” I
appllcatlons YORK ' redefine THE POSSIBLE.
UNIVERSITE
3 CIiCk On HGradeS Input UNIVERSITY Prospective students Current students  Faculty & staff Alumni Visitors
he Web” PRODUCTION | FACULTY
on the We Student
Information o
System Faculty SIS Web Applications and Reports
Grades Input on the Web Clags List
Grades input on the Web allows course and section Class list allows a faculty member to view their
SIS Home directors to input grades on a class list orupload course enrolment list.
Administration grades for their classes from a .cvs (comma This applications requires Passport York account.
delimited) file.
Faculty ) - }
This applications requires Passport York account.
Students Pp a P
Tech Suppert
last modified:
[08/05/2003] Copyright 2002 @ York University j

Daone [ | | [ [ rustedsites H100% v g
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UNIVERSITE
UNIVERSITY

Grades Input on the Web

PRODUCTION
Student
Information
System

SIS Home
Administration
Faculty
Students
Tech Support

I FACULTY

Grades Input on the Web

s Grades Input on the Web Instructions and FAQ
s You can contact us at:
Email: yugrades@yorku.ca

Input Grades Now

Clicking on this button will open a second session of your browser. Be sure to close both
sessions when you are finished inputing grades.

ATTENTION! Please remember that grades do not have to be input one at a time. For courses
larger than 20 students, itis highly recommended that you bulk upload all your grades with
one keystroke. For more instructions on how to bulk upload grades, visit the Grades Input on
the Web Instructions and FAQ.

Click for Passport
/ York login
Grades Input on the Web I

/2 Passport York Login - Windows Internet Explorer -0 ﬂ
— E——
ey In https:{ipasspartyark.vorky. ca/ppylogingppylagin j a “l”i‘ ILwe Search |P '|
Eile Edit Wew Favartes Tools Help & snaglt E !
¢ @t Tgpasspart VarkLogin | | 0~ B - o - | page - (G Tools + 7
|
Passport York Login % > Passport York” is York University's
ﬁ— 6 primary method of enline
P.sﬁp K authentication. Use Passport York
@ }p to sign into York University's anline
Course Enrolment and Grades S senices and tools. More info
Username: || Don't forget to logout when you are done
: ‘ @ Your login will expire after 30 minutes at which time you
Password: l— will be asked to lag in again
NEW TO PASSPORT YORK?
[~ Change my Passport York password
afterlogin + New Student Sign Up
+ Faculty and Staff
= Alumni
For guest faculty and alumni accounts contact
FORGOT YOUR USERNAME OR accgunts@--urki\ s
PASSWORD? EE—
« Instructions for Students -
+ Instructions for Faculty and Staff
- Instructions for Alumni Wednesday Morning Outage
There will be a scheduled maintenance outage every
‘Wednesday morning between 3:00 a.m. and 7:00 a.m.
More details ==
[ 7 Trustedsiees 0% -

The Grades Input on the Web is Passport York protected. Enter your

username and password.
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Select the course you are going to

grade

UNIVERSITE
UNIVERSITY

Grades Input iversion 3.2.3, FrinNow 13 10:17:268 2009)

Select a zection ofthe course to receive a class listof APEN 2011 3.00 EN Gender Studies |.

{Mote: it may take up to 30 seconds to load large class lists)

_ _ Course ) . . Instructional i Grade Input Window Faculty Grade
Instructor Academic Year FacultySubject Humber Credit Period Section Format Course Title (MMDD/YY) Input Allowed?
York Prof 2009-2010 APTEM 2011 3.00 F A EM Sender Studies | (1 20809-12022/009) Y
York Prof 2009-2010 APTEN 2011 3.00 F B EM Gender Studies | ¢1208/09-1272208) Y

T~

A list of your courses will be displayed

Click on the course for which you are submitting grades
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The grades list now appears

UNIVERSITE
UNIVERSITY

Grades Input version 32.4, Mon Dec 07 14:0512 2003 )

Download this class list

Step 1: Choose your options:

Student Number: & Full " Masked
Email Address: @ Student's Preferred email " York Standard email

Step 2: Choose your format:

Download Formats:
Commarseparated file (csv)
Excel farmatfile (xls)

Tent file (1)
Clicker dewice |D file [ipl)

Display Formats:
Comma-separated format
Listsery farmat

Course taught by York Prof

Default grading scheme: Undergraduate including failures

Select Grades From File

Student Number Surname First Name Instructional Format Grade GradingScheme Grade Qualifier
SEMRO1 =
Names and student numbers ooy =
have been T_Emoved for this SEviae I_Ll
demonstration
SEMRO1 [H
SEMRO1 [=
SEMRO1 [=
SEMRO1 =
SEMRDT [=]
SEMRO1 =
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Inputting your grades

UNIVERSITE
UNIVERSITY

Once you have arrived at the grades input screen, there are two
options for inputting your grades:

1. This tutorial shows you how to upload grades for all or part of a
class from a CSV (comma delimited format) file. Instructions for
preparing a CSV file are also available at this site.

2. You can also enter grades for each student by using the drop
down box where the grade is entered. This method will also be
used if you need to change a grade after you have submitted
grades for a class. Please go to the tutorial entitled “Inputting
Grades on the Web for Course Directors and Section Directors, if
you would like to see the training materials.
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Locate your csv file to upload

Grades Input tversion 2.2.4 Mon Dec 07 1105122008 )

/~ GAM: File Upload Page - Windows Internet Explorer

—— B e
A |i!4 https:,l',l'remandu.j Il Certific,.., :*9' | )_<| |Live Search

File Edit  ‘View Favorkss  Tools Help & Snaglt E ]
Download this class list ¢ i L) Gam: Fis Upload Page | | fa - B - = o~ |bPage - (G Tods » 7
: e o _ |
Step 1: Choose your options: Please select a grades input file (.csv file format only):
File Format: SISID, SURMAME, FRSTNAME, GRADE
Example: 204588821, Doe, John, A+
Student Number: & Full " Masked
Email Address: Students Preferred email & York Sta | Browse...
Select Grades |
Step 2: Choose your format:
CLOSE
DoV EvaRe: 3. Click on 'Browse' to locate
Comma-separated file (csv)
Excel formatfile (xis) the .csv file you want to
Textfile (o) upload from your computer
Clicker device D file ( tpl)
Display Formats: Ll
Comma-separated format ‘\ =
Listserv format l_l_’_’_|_|_|w'f‘tii5ites R -

Course taught by: Yark Prof

Default grading scheme: Undergraduatg

Select Grades From File

Student Number Surname

First Wame Instructional Format Grade

1. Click on "Select Grades From File'

2. A file upload pop-up menu willappear on your screen

GradingScheme Grade Qualifier

Names and student numbers

SEMRO1
have been removed for this SEMRO1
demonstration

SEMRO1

| vI Undergraduate including failures
| vl Undergraduate including failures
I vI Undergraduate including failures
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Locate your csv file on File Upload

browser

UNIVERSITE
UNIVERSITY

Grades Input version 3.2.4, Mon Dec 07 11:05:12 2008 ) =
< File Upload
= =00
Download this class list o e AT | I
.--I v indrchiong 2] Click Bere to 520
Step 1: Choose your options: Racart v ‘"“«“'E" dropdown of falders
kL ahere you keep files
Student Number: @ Full  Masked [3 TP
Email Address: @& Students Preferred email ¢ York Standard email [ I_‘ g
Step 2: Choose your format: ..--'il
o Formate: My Doomenns 1] When you click on Browse, a second pop-up
Comma-separated file (.csv) - menu JFIP'E'BF'E-. 'HI'I|I:|'I ﬂ”u"l'ﬁ :"DIJ to locate thE
Excel formatfile (xls) Wl fiie on your computer that you want 1o upload.
Textfile (bd) MpCmpae (1118 FECOmMmMended that you save your csv file o
Clicker device ID file (tpl) X j'ﬂ".lf ueskiupl
Display Formats: q
Comma-separated format My Mol [l e | - | i |-
Listserv format Paces - — =
T T =] Cwcel |
Course taught by: Meagan Hillman
Default grading scheme: Undergraduate including failures
Select Grades From File
Student Number Surname First Name Instructional Format Grade GradingScheme Grade Qualifier
Names and student numbers SEMROA | vI Undergraduate including failures
have been fEI'I'IOV9d fOf thiS SEMROA | vl Undergraduate including failures
demonstration SEMRO1 I vI Undergraduate including failures

SEMROA I vl Undergraduate including failures
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Upload your csv file to browser

UNIVERSITE
UNIVERSITY

Grades Input version 3.2.4, Mon Dec 07 11:05:12 2008 )

¥ e Uplowd

Lok i [ L) Deekion = =Bl
1 0 g-:s-m::‘wl i
Download this class list Pacert W ‘“:T...“hlmm
Step 1: Choose your options: | [ﬂ' vt ";ﬂ.,_m,,.,.‘..-...,.u.
Db S BEE bt f
Student Number: & Full " Masked

.-J.' 1] Click on your csv file to highlight it
Email Address: @& Students Preferred email ¢ York Standard email

2) It will appear in the "File name:" box

Step 2: Choose your format:

My 3) Click on open to upload your file
Download Formats:
Comma-separated file (.csv) -
Excel format file (xls) "'p‘":_"l“ Fil ruarmer -_f:urui’-'ﬁ ;
Textfile (bd) Fiea ol typm {4 Fien - Carcel

Clicker device ID file (tpl)

Display Formats:
Comma-separated format
Listserv format

Course taught by: Meagan Hillman

Default grading scheme: Undergraduate including failures

Select Grades From File

Student Number Surname First Name Instructional Format Grade GradingScheme Grade Qualifier
Names and student numbers SEMROA | vI Undergraduate including failures
have been fEI'I'IOV9d fOf thiS SEMROA | vl Undergraduate including failures
demonstration SEMRO1 I vI Undergraduate including failures

SEMROA I vl Undergraduate including failures
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Load your grades csv file

UNIVERSITE
UNIVERSITY

Grades Input version 3.2.4, Mon Dec 07 11:05:12 2008 )

% GAM: Flie Liplead Pape - Nelscaps
;. Ele [dk Yew G0 Dockmads ook Wedos e

Step 1: Choose your options: P @ @ @ @- ﬂu@

1 orat o e B tatice O ot itk Cintomi.

Download this class list

Student Number: & Full " Masked
Email Address: @& Students Preferred email ¢ York Standard email

. D watscaps - | n ) 4 #ig -
Plmase salect a 'rﬂl'l-lnngut file:

Fila Format 5550, SLFRLAE, PR L ERADE
Evargie: 205588201, Cum, ok, &=

Hidemio ey (B ]

_Select Groces

Step 2: Choose your format:

Download Formats:
Comma-separated file (.csv)
Excel formatfile {xls)
Textfile (.bxt)
Clicker device ID file (tpl)

1. Your csv file is now loaded into the
File Upload page

‘2. Click on "Select Grades" to load
Display Formats: your grade file

Comma-separated format

Listserv format

Course taught by: Meagan Hillman

Default grading scheme: Undergraduate including failures

Select Grades From File

Student Number Surname First Name Instructional Format Grade GradingScheme Grade Qualifier
SEMROA Undergraduate including failures

Names and student numbers
have been removed for this SEMRO1
demonstration SEMRO1

SEMRO1

Undergraduate including failures

Undergraduate including failures

i

Undergraduate including failures
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Error Messages

UNIVERSITE
UNIVERSITY

Gradé_s' Input gversion 322, Mon Dec 07 11:05:12 2009

Grades Input will return an error
message if:

1. Your csv file has more than four
columns, or it is incorrectly
formatted

2. You submit a grade for a student
who is not enrolled in the course

New Search

o AR e s fed e

99 Q9 ==

@ 49

Elu i Hiaad Em :h-n-n- g

e ee——

P n b i S Pl
Tt UOT NSl T Tl GCH
[ D e e

Download this class list

Step 1: Choose your options:

Student Number: & Full " Masked

Email Address: + Students Preferred email " York Standard email

Step 2: Choose your format: [P TT pusp—y —

Download Formats:
Comma-separated file (.csv)

Excel formatfile (xls) 1+
3. You SmeIt an Invalld StUdent Eﬁzikizrenjémv?celDﬁle (4pl) ..'i.i-’ -:I u ..I..qL

number
4. You submit an invalid grade

Display Formats:
Comma-separated format
Listserv format

Course taught by

Save errors to afile in one of the formats:
Comma-separated file (.csv)
Excel Workbook file (xls)

& The following lines could not be lcaded from file:

Line #1: I . Adams-Murphy, Briana,

Error messages can be downloaded
for your records

You can submit all or part of your
grades at any time.

Invalid grade/grading scheme, please check grade drop down menu for the student

Line #2: I, Ahmed, Arifa,

Invalid grade/grading scheme, please check grade drop down menu for the student

Line #3: I, Balasubramaniyam, Sinduja,
Invalid grade/grading scheme, please check grade drop down menu for the student

Line #4: I, Carapellucc, Maria,

Invalid grade/grading scheme, please check grade drop down menu for the student

Line #5: BN, Chiu, Lily,
Invalid grade/grading scheme, please check grade drop down menu for the student

Textfile (bt) \
If you receive error messages, they
can be downloaded for your records
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Check

file

UNIVERSITE
UNIVERSITY

the grades submitted from your

Grades Input ¢version 32 4, hon Dec 07 11:05:12 2008 )

Download this class list

Step 1: Choose your options:

Student Number:
Email Address:

@& Full
= Btudent's Preferred ermail

Step 2: Choose your format:

"\

Download Formats:
Commarseparated file (.csv)
Excel format file {xls)
Textfile ()

Clicker device 1D file (4al)

Display Formats:
Commarseparated format
Listsery format

 Masked
" fork Btandard email

— 1. Your grades will now appear on the Grades Input screen

2. Use the scroll bar to review the grades you have submitted and to go to /
the bottom of the screen

™ 3. You can download what is on the screen by clicking on any of these
formats or wait until you have submitted the grades

Course taught by

Default grading scheme: Undergraduate including failures

Select Grades From File

Student Number Surname

Names and student numbers
have been removed for this
demonstration

First Name Instructional Format Grg

SEMRO1
SEMROT
SEMRO1

ide  GradingScheme Grade Qualifier
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Save your grades to the Student

Information System

UNIVERSITE
UNIVERSITY

LECTO1, TUTROA

Name and student numbers LECTO4. TUTROS
have been removed for this

demonstration LECTO1, TUTRO4

LECTO1, TUTROG
LECTO1, TUTROZ
LECTO1, TUTRO4
LECTO1, TUTROG
LECTOT, TUTRM
LECTO1, TUTROZ
LECTO1, TUTROZ
LECTO1, TUTROG
LECTOM, TUTROZ
LECTO1, TUTRO
LECTO1, TUTROZ

LECTO1, TUTRO3 Once you have reviewed the entered
grades, click on the 'Submit Grades'
button to submit the grades to the

Student Information System

LECTO1, TUTRO

LECTO1, TUTROS

i ] il ] i ] i

LECTO1, TUTROZ

Submit Grades I Do Not Submit |
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Grades Input confirms grades have

been saved

UNIVERSITE
UNIVERSITY

Grades Input¢version 3.2.4, Mon Dec 07 11:05:12 2009 )

Download this class list <

Step 1: Choose your options:

Student Number: & Full " Masked
Email Address: & Student's Preferred email € York Standard ernail

Step 2: Choose your format:

Download Formats:
Gommesepentoa o iesy) Grades input confirms that your grades have

Excel farmatfile (xs) o
Textfile () been saved to the StudentIinformation System

Clicker device D file (tpl)

You can download the list, for your records, in -

Plsplay Formats: any of these formats

Commarseparated for
Listser format

Course t thy. York Prof

13 Grades have been saved! To view the grades that have been saved, please download this class list

Default grading scheme: Undergraduate including failures

Select Grades From File

Student Humber Surname First Name Instructional Format Grade GradingScheme Grade Qualifier
Names and student numbers SEMRO1 |A 'l Undergraduate including failures
hﬁVE been removed fOf this SEMRO1 IEI Yl Undergraduate including failures
demonstration SEMRD |C+ 'I Undergraduate including failures

SEMRO1 IEi 'l Undergraduate including failures
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UNIVERSITE
UNIVERSITY

Logout or start a new search

o / .é“_‘; LOGOUT
Logged in ﬁg »

Grades Input iversion 324, Mon Dec 07 11:05:12 2009 )

Hew Search

Step 1: Choose youhopptions:

Student Number: & Full 0 Masked
Email Address: @ Student's Prefagred erail ¢ York Standard email

Step 2: Choose your format:

Download Formats:
Commarseparated file (csv) Once your grades have been saved, you can:
Excel format file (xls)
Textfile (bd)
Clicker device ID file (1p]) 1. Logout of Passport York and Grades Input

Display Formats:
Comma-separated format
Listsers format

2. Start a new search and submit grades for a new course

Course taught by York Prof

13 Grades have been saved! To view the grades that have been saved, please download this class list

Default grading scheme: Undergraduate including failures

Select Grades From File

Student Humber Surname First Hame Instructional Format Grade GradingScheme Grade Qualifier
Names and student numbers SEMRO1 IA 'l Undergraduate including failures

have been removed for this

’ SEMRO1 IB 'l Undergraduate including failures
demonstration

SEMRO1 |C+ 'l Undergraduate including failures
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Grades Input Tips

UNIVERSITE
UNIVERSITY

1. Grades can be put in for your whole class 4. If a student is not enrolled in your

or part of your class course, then the student will be required
2. You do not have to enter grades in the to petition to enrol late. The Registrar’s
order that you see them on the grades Office will receive the grade when the
input screen. Each grade is matched by petition is granted.
name and student number and is filled in 5. Grades cannot be entered by Faculty
automatically, if you are using a csv file, beyond 5 days after the last day of
regardless of the order in which they are exams..
received 6. If you experience problems or have
3. Once you have saved grades in a course, guestions about this application, contact
you must exit that session and re-enter, if us at:
you want to alter or add grades vugrades@vyorku.ca

Thank you for using Grades Input on the
Web.


mailto:yugrades@yorku.ca

	Grades Input on the Web for Course Directors and Section Directors
	Overview
	Verifying you have access to Class Lists
	Verifying you are listed as teaching courses in the Student Information System
	Grades Input on the Web
	Slide Number 6
	Select the course you are going to grade
	The grades list now appears
	Inputting your grades
	Locate your csv file to upload
	Locate your csv file on File Upload browser
	Upload your csv file to browser
	Load your grades csv file
	Error Messages
	Check the grades submitted from your file
	Save your grades to the Student Information System
	Grades Input confirms grades have been saved
	Logout or start a new search
	Grades Input Tips

