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Before you start...

Note about enabling pop-ups in your web browser
When working in your Faculty Center, you must enable pop-ups in your web browser. Follow
these instructions for Chrome, Firefox, Safari, Edge and Internet Explorer.

Chrome

At the top right of the toolbar, click the More icon *
Click Settings.

At the bottom, click Show advanced settings.

Under Privacy, click Content settings.

Under Pop-ups, select Allow all sites to show pop-ups.

0T

Firefox

a. Click the Firefox menu and click Options.

b. Click the Content tab.

c. Inthe Content tab, under Pop-ups, clear the Block pop-up windows box.

Safari

a. Inthe top left, click Safari.

b. Select Preferences from the list.

c. Click the Security tab and clear the Block pop-up windows box.

Edge

a. Click the upper-right More actions button (three dots), and select Settings.
b. Click View advanced settings.

c. Turn off Block pop-ups in advanced settings.

Internet Explorer

a. Inthe top right corner, select the Tools button, and select Internet options.

b. On the Privacy tab, under Pop-up Blocker, clear Turn on Pop-up Blocker check box.
c. Select OK.

For Internet Explorer users

Note: If you are receiving blank forms, this may be due to a compatibility issue between Mac
users and the tool Preview (PDF tool) and Internet Explorer. Please refer the student to the
Service Request Guide for the steps on how to properly save their forms.
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About this guide

This guide provides an overview of the new uoCampus Faculty Center for University of Ottawa
professors. It explains how to access and navigate through your Faculty Center, view and print
your class schedule, view and print your class lists, and enter grades.

Overview of your Faculty Center

The Faculty Center is a portal in uoCampus for University of Ottawa professors (full time, part
time, offsite). Professors can use it to:

View and print class schedules for current or upcoming terms (sessions)

View and print Class Rosters (class lists)

Send a message to some or all students enrolled in a class

Enter final grades

1. Accessing your Faculty Center

a. From your Internet browser, access VirtuO. (www.uOttawa.ca/en/employees)

b. On the VirtuO main page, click Login.

Employees’ portal for uOttawa's main
online tools, including:

] Halogen
s FAST (Finance, Leave, Research)

= Blackboard

= My HR Profile, Benefits

= UNIWeb

Faculty Center Guide for University of Ottawa Professors Page 4 of 28


http://www.uottawa.ca/en/employees

c. Onthe uoAccess login page:
e Type the prefix of your uOttawa email address (e.g., jsmith) in the Enter your
uoAccess ID field.
e Type your password in the Password field.
e Click Login.

Enter your uoAccess ID (What is this?)

jsmith @uOttawa.ca

Password (Forgot password?)
C
....l

d. InVirtuO, under Resources for Professors, click uoCampus.

Resources for Professors

uoCampus

e. Inthe Faculty Center section, click Access your Faculty Center.
f.  Your Faculty Center is displayed.
2. Faculty Center: Screen components

Your Faculty Center has three main pages:

a. My Schedule: Your class schedule for the current term. This is the default view when
you access your Faculty Center. On this page, you can view your schedule for the
current or another term, change your display options, view more information about a
specific class in your schedule and view your exam schedule.

Refer to sections 3-8 of this guide for further detalils.

b. Class Roster: The list of all the students enrolled in your class. You can communicate
with some or all students using this page.
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Refer to sections 9-14 of this guide for further details.

c. Grade Roster: Where you can view or enter final grades for your students.

Refer to sections 15-21 of this guide for further details.
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Working with My Schedule

o Show All Clanen

3. To view your class schedule for another term:
a. Onthe My Schedule page, click Change Term.
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b. Select desired term.

c. Click continue.

Term Institution
) §2016 Winter Term University of Ottawa
2015 Fall Term University of Ottawa

CONTINUE |

4. To change the display options:

a. To only display classes for the selected term that have enrolled students, select Show
Enrolled Classes Only.

b. To display all your classes for the selected term, whether students are enrolled or not,
select Show All Classes (this is the default view).
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Salect display opleen: L] ih-un- Show Enrolled Classes Only

it ] L v & B
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5. Return to My Schedule
a. Click My Schedule on the menu bar to return to My Schedule.

Self Service + > Faculty Center » > My Schedule

6. To view your class schedule
a. The list of your classes for the selected term is displayed in the My Teaching Schedule
section.

b. For each class listed, the following information is displayed: Class (number), Title,
Enrolled (number of students enrolled), Days & Times, Room and Class Dates (start
and end dates).

My Teaching Schedule > 2016 Winter Term > University of Ottawa

wE 1
i Al | B | B _FETEY
I Class Class Title Enrolled Days & Times Room Clazs Dates I
f [EE LIIUCUI AHALYSE, ECRITURE, 25 T 2TOUEM - 51 Slem AT T T AL
(6045 ARGUMENT 1l (DMS) 8161 Apr 12, 2016
[ Discussion Group)
LA 1720-D0d  AMA E RE, 20 r11:308M - 13 A 1 san=)acg. Jan 11, 2016
j ERA 17 04 AMALYSE. ECRITURE 20 Fr 11:30AM - 1100PM 45 ] ] ] 1, 201&
[BO54) ARGUMENT I Luss, LMK}  Apr 12, 2018
[ Discussion Group) Frel
yigw Weskly Tepching Scheduls Go ko ke

7. To display detailed information for one class in your teaching schedule
a. Inthe My Teaching Schedule section, click the class you want.

b. Information about the class is displayed in a new page.

c. Click Return to Faculty Center to return to My Schedule.
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Class Detail

FRA 1720 - C04 Analyse, écriture et argumentation II

University of Ottawa | 2016 Winter Term | Discussien Group

Class Details

Status O closed Course ID (013511

Class Number 045 Offer Nbr 1

Session Full Session Careser Undergraduate

Units 0 units Dates 1/1/2016 - 4/30/ 2016
Instruction Mode In Person Grading

Location CA Ottawa uOttawa Campus
Campus University of Ottawa

Meeting Information
Days & Times Room Instructor Meeting Dates
Th 4:00PM - 5:30PM |55 Laurier (DMS) 8161 | |01f11.f2015 - 04/12/2016

Enrcllment Information

Class Attributes Auditers are permitted
Course offered in French
First year course

Class Availability

Class Capacity a5 Wait List Capacity 1000
Enrollment Total 25 Wait List Total o
Available Seats o
Description

Approfondissement des habiletés 3 rédiger des textes de niveau universitaire. Maitrise des différentes
eétapes, de |la recherche des idées a |la correction du style. Réalisés 3 partir de textes, nombreux
exercices visant 3 accroitre les capacités d'analyse, de structuration, d'argumentation et de rédaction.

Feturn to Faculty Center

8. To view your weekly teaching schedule

a. Click View Weekly Teaching Schedule.

My Teaching Schedule > 2046 Winter Term > Universily of Gttawa

ooy . e
Wil J.-:|F-"— | =} I-'.ﬂ:-:.:i:'_u
Clasa Class Tile Enralled Days & Times Hoom Class Dates
i EBALTZO-CO4 AMALYSE, ECRAITURE. 25 Th 41 00PM - 543000 33 Larier Jan 13, 2016~
[8045] ARGLMENT II (DMs) 8161 Apr il 2016
[ Digcusgien Grecg}
.a‘ff ERA 1720-D04 AMALYSE, ECRITURE, 20 Fr #1: 304 - 110008 145 Sean-Jacy. Jun 18, 2016
[eoa} ARGLMENT O Luss. (Lho)  Apr il 326
[ Digeutsinr Gravg] 223

b. Your weekly teaching schedule is displayed in a new page.
c. (optional) Print your schedule by clicking Printer Friendly Page.

d. Click Return to Faculty Center to return to My Schedule.
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View My Weekly Schedule

<< previous week | Week of 2/22/2016 - 2/28/2016

next week >> |

Show Week of [02/22/2016 5]  start Time B100AM | End Time [5:00PM

. Monday Tuesday Wednesday Thursday
Time Feb 24

Feb 22 Feb 23 Feb 25
8:00AM
9:00AM
10:00AM
11:00AM
12:00PM
1:00PM
2:00PM

3:00PM

FRE 3520 - AQD
4:00PM [ T
4:00PM - 5:30PM
Morisset Hall 221
5:00PM

6:00PM

Friday
Feb 26

FRE 3520 - ADD
Lecture
2:30PM - 4:00PM
Morisset Hall 221

refresh calendar I

Saturday Sunday
Feb 27 Feb 28

~ Display Options

¥ Show AM/PM ¥ Monday ¥ Thursday
Show Class Title ¥ Tuesday ¥ Friday
Show Instructor Role ¥ Wednesday ¥ saturday

Return to Faculty Center n

Working with your Class Roster

¥ sunday

refresh calendar I

I Printer Friendly Page I

You will have a Class Roster (class list) page for each class that you teach. The best way to
access the Class Roster for one of your classes is to start from the My Schedule page.

9. To access the Class Roster for one of your classes
a. Inyour Faculty Center, in the My Schedule page, click the Class Roster icon to the left

of the desired class.

Faculty Center Guide for University of Ottawa Professors
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Cagulty Conter Search

wy S ok g L Mogler (hipde Mojler

FINCLE [ Saminer]

My Exams Scheduls * 30T Winler Torm * Univermily of Oilews

»
(FEE) 4034 Apr B 2017

o ke g

b. The Class Roster for the selected class is displayed. It provides the list of the students
enrolled in this class, and the following information about each student:

ID: Student number
Name: Student name

Enrolled Students

Grade Basis: Grading scheme for each student
Units: Number of units (credits) the student will be awarded for this class
Program and Plan: Program and plan in which the student is enrolled

Level: Student’s progress in program

B, g
FII'II'I I L- I ==

First K0 1-20 of 20 n Last

Grad
R e e
Basis
il O 0.00 Honours BSc - Social Sciences - 4th Year
Psychologie
Honours B.A.-Arts -
(] 8 - ' n
= B2 k] 0-00 £t jdes de I'environnement tet imr
x| O — NON o.o0|Hom Elache_lc_nr Social Sciences - 1ct Year
Science politigue
af O [ — — NON ot ednechelogSousiSc Sy 1st Vear
Et. int. et langues modernes
s| O MO 0.00 Hnn.l Elachellnr Social Sciences - 1ct Year
Service social
6| [ |mo— NOM nyry | EESiEler ST SEmE - 1st Year
Sociclogie
Honours B.A.-Arts -
(]
7 MNOMN 0.00 Traduction 1st Year

Select Al Clear All

notify selected students

notify all stud
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10. To view another class in your Class Roster
a. To view the roster of another class from the Class Roster page, click Change Class.

Class Roster

© £RA3790 - A00 (5514) a

Les genres autobiographigues (Lecture)

Days and Times Room Instructor Dates
Mo 2:30PM-5:30PM S50 Cumberland (TBT) 327 01/09/2017 -
04/08/2017

b. Select the desired class by clicking on the Class Roster icon to the left of it.
11. To print a Class Roster
a. From the Class Roster, after selecting the class to display, click Printer Friendly
Version at the bottom right of the Class Roster page.

b. Click Printer Friendly Version, and print using your web browser options.

Enrolled Students Find | Lﬂ-| T First [ 4] 1-20 of 20 o Last
Notify | ID Name Gral:le Units | Pregram and Plan Level
Basis
il @ - HON 0.00 Honours B_S: - Social Sciences - 4th Year
Psychologie
Honours B.A.-Arts -
(] A
2 non u.co Etudes de I'environnement 1st Year
3l O — NON 0.00 HD.n. Bache.lclir Social Sciences - 1t Vear
Science politigue
Hon. Bachelor Social Sciences -
L | — —— .
8 oekil bl Et. int. et langues modernes EE ==
s| [ HON .00 | Hem Ela:he_lnr Social Sciences - 15t Year
Service social
6 O |m—— NON a0 ES i Srasl S = 1st Year
Sociclogie
Honours B.A.-Arts -
(]
7 MON 0.00 Traduction 1=t Year

notify selected students notify all students

Select All - Clear All I Erinter Friendly Version Ia

12. To download a Class Roster

a. From the Class Roster of the class selected, click the Download icon to the left of the

word First.

Enrolled Students Find | E First K 1-25 of 25 o Last
Notify [ ID Name Eiz Units | Program and Plan Level
Basis <
Honours B.A.-Arts -
|| .
1 | ___| GRD 3.00 French Studies 2nd Year
Special - Undergraduate - WVRE - .
L E— =
2 B = L Etudiant spécial(premier cyc.) Special

b. Download and save the Excel file, using your web browser’s options.
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Note: An error message may appear. This message “The file format and extension of
'ps.xIs' don't match. The file could be corrupted or unsafe. Unless you trust its
source, don't open it. Do you want to open it anyway?” relates to a security
update from Microsoft Office 2007 (and more recent versions) and is not a

uoCampus trust issue. The file can be trusted and thus downloaded.

13. To notify all students in a class
a. From the Class Roster of the class selected, click Notify All Students at the bottom
centre of the Class Roster page.

Enrolled Students

E oA
Fina | B | i

First n 1-20

f 20 u Last

Grad
Notify [ID Name ra_e Units | Program and Plan Level
Basis
1 NON 0.00 Honours E!Sc - Social Sciences - 4th Year
Psychalogie
Honours B.A.-Arts -
2 K2l B-00| £y ides de I'envirsnnement HeE HE=r
2 NON o.00|Hen- Elachelll:l}r Social Sciences - st Year
Science politigue
a fa— NON 0.00 I:!Dn_. Bachelor Social Sciences - 1st Year
Et. int. et langues modernes
s NON o.00|Hen Elachelll}r Social Sciences - st Year
Service social
e — NON 0.00 Hnn_. Elan_:helnr Social Sciences - 1st Year
Sociologie
7 NON pYoo | LercurelE AR b 1st Year
Traduction
Select Al Clear All

notify selected students '

notify all students I a
| |

b. The Send Notification page will be displayed.

Printer Friendly Version

c. Onthe Send Notification page, type a subject (Subject) and a message (Message
Text:)

d. Click Send Notification. All students in this class will receive an email from you in their

University of Ottawa email accounts.

Note: No record of this message is kept in uoCampus.

Faculty Center Guide for University of Ottawa Professors
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Class Roster

Send Notification

Type e-mail addresses in the To, CC or BCC fields using a comma as a separator.

Notification from

From: [@uottawa.ca

Tos JBuottawa.ca

CC:
)
'@uuttawa.ca.‘ I@ucttavia.ca, ~
@uottawa.ca, @uottawa.ca,
BCC: @ucttawa.ca, @uottawa.ca,
Bucttawa.ca b@uottawa.ca,
L
)
Subject: Course #10

Message Text: Hello everyone,

Best regards.

A friendly reminder to bring your bocks to class tomorrows.

SEND NOTIFICATION

] < N

Return to Class Roster

14. To notify one or more students in a class
a. From the Class Roster, select the checkbox in the Notify column for each student (one

or more) you want to email.

b. Click Notify Selected Students at the bottom left of the Class Roster page.

Enrolled Students Find | H | o First 4] 1-12 of 12 ™ Last
: Grade ;
Notify | ID Name . |Units|Program and Plan Level
Basis
Honours B.A.-Arts -
1 o =80 3L Histoire/Lettres francaises 4th Year
2| W GRD 3,qp | Honours BSc-Science - 4th Year
Biologie/Lettres francaises
Honours B.A.-Arts -
3 a GAE =0l Histoire/Lettres francaizes 4th Year
Honours B.A.-Arts -
Ll 3
4 S L Lettres francaises/Service social 4th Year
] ] _gp|Honeurs B.A.-Arts -
3 ¥ — ] S = Lettres francaises/Sciences des religions <=
Honours B.A.-Arts -
& U = S L Communication/Gestion 2oy
Honours B.A.-Arts -
() 3 .
7| U G 3.00| b) 5-Eng Speaking Students(FSL) el

Select All  Clear All

notify selected students I ':'tlfy all students |

c. The Send Notification page will be displayed.

Faculty Center Guide for University of Ottawa Professors
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d. Onthe Send Notification page, enter a subject (Subject) and a message (Message
Text:)

e. Click Send Notification. Students that you have selected will receive an email from you
in their University of Ottawa email accounts.
Note: No record of this message is kept in uoCampus.

Class Roster

Send Notification

Type e-mail addresses in the To, CC or BCC fields using a comma as a separator.

[Notifcation from =~
From: Buecttawa.ca
To: ‘Buocttawa.ca
OC;
'@uottawa.ca 'Buottawa.ca
i@uottawa.ca
BCC:
v
Subject:
Message Text: | Hello, &”'V-
I still have your quiz no. 2. | am available during my office
hours if any of you would like to pick it up.
Best regards.
A

SeEND NOTIFICATION | u

Return to Class Roster

Display and print your Grade Roster

You will have a Grade Roster page for each class that you teach. Using the Grade Roster, you
can enter grades and submit them to your faculty, department or school.

15. To view your Grade Roster
a. From your Faculty Center, on the My Schedule page, click the Grade Roster icon to
the left of the desired class.

Note: The Grade Roster is only available at the end of each term, after the last day to drop
classes has passed.
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Faculty Center | Search

I I iy Schbdile Il class rosier Drade roaler

Faculty Center

My Schedule

2017 Winter Term | University of Ottawa _ change term | Vigw Bgryonal Daks Semmpry
L i Schecul
Select display opton: ® Show All Classes Shaw Enrallad Classes Only
W T ]
it £ i} . 4 : Lar =]
wir att 150 | Bl M.
Clazs Clans Title Enrolled Days & Times Raam Clags Dales
ERA 373200 LES GENRES iz Mo I: 309 = 5 30PM =0 Jan & 2017-
=14} AUTCRIOGRAPMIQUES Cumbedand  ApF B 2017
- < [Lacturs) (TET) 327
. H FRA §704-200 LITTERATURE DU XVIH 0 Th 2:30FM = 5: J0PM 120 Urdvarsity Jan % 2017
. . L3534 SIECLE (Seminar) [E5S) 4014  Apr B, 2017
- L]
- L]
e .
! e nnnnnnn sl Taaching Schedyls Go to bop
My Exam Schedule > 204T Winter Term > University of Otlawa
Yeu have no final sxams scheduled at this timas.
'.:i- to ESp

b. The Grade Roster for the selected class is displayed. It provides the list of the students
enrolled in this class, and the following information about the student and grade:

Checkbox column (first column): To enter the same grade for multiple students

ID: Student number

Name: Student name

Roster Grade: List to select the grade for one student

Official Grade: Official grade the student has received

Grading Basis: Grading scheme for this class: Graded (A+, A, A-, etc.), AUD, etc.

Program and Plan: Program and plan in which the student is enrolled

Level: Student’s progress in program.

c. Todisplay all students, click View All, at the bottom left of the list.

d. To display the Grade Roster for another class, click Change Class and select the
desired class.
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< FRA 3790 - A00 (5514)_

Les genres autobiographiques (Lecture)

Days and Times
Mo 2:30PM-5:30PM

Display Options:

*Grade Roster Type

Room
550 Cumberland (TBT) 327 |

Final Grade M

Display Unassigned Roster Grade Only

Student Grade

Transcript Note

Instructor

Dates

01/09/2017 -
04/08/2017

Grade Roster Action:

Upload to Grade Roster

*Approval Status Mot Reviewed v save |

C

16. Print the Grade Roster
a. From the Grade Roster, click Printer Friendly Version at the bottom right of the page
and print using your web browser options.

Faculty Center Guide for University of Ottawa Professors

Rost Official |Gradi
D Name G::d:r Gralsl: B:i;"g Program and Plan Level
Heonours B.A.-Arts -
v
f R Histoire/Lettres francaises R V=
Honours BSc-Science -
\
2 Ea Biologie/Lettres francaises P i7z=r
Henours B.A.-Arts -
3 GRD Histoire/Lettres francaizes Fourth Year
Honours B.A.-Arts -
v
< =l Lettres francaises/Service social Fourth Year
Honours B.A.-Arts -
\
g CRD Lettres francaises/Sciences des religions ourihijieay
Honours B.A.-Arts -
\
& e Communication/Gestion Second Year
Honours B.A.-Arts - -
¥
Z CoD DLS-Eng Speaking Students(FSL) hiireag
8 v GRD Ba}:h}elnr of Artz Gen. - Arts - Second Year
Genéral
| View nIII @ | Download { 20612 I ¥

Page 17 of 28



Roster |Official |Grading
D Name Grade Crade o Program and Plan Lewvel
Honours B.A.-Arts -
d = Eat Histoire/Lettres francaises Bouzhjreay
Heonours BSc-Science -
e & Eas Biologie/Lettres francaises o =T
Honours B.A.-Arts -
& & ey Histoire/Lettres francaises pocrileay
Honours B.A.-Arts -
= = sl Lettres francaises/Service social o =y
Honours B.A.-Arts -
2 5iF Y Lettres francaises/Sciences des religions POt iEay
. Honours B.A.-Arts -
3 s e Communication/Gestion =zl =D
Hongurs B.A.-Arts - -
Y ® e DLS-Eng Speaking Students(FSL) Wit | e=r
8 A GRD Ba'ch’elnr of Arts Gen. - Arts - Second Year
Genéral
9 B GRD Honours B.A-Arts - Fourth Year
Lettres francaises
Honours B.A.-Arts -
49 B S Lettres francaises/Service social e z=r
Hongurs B.A.-Arts -
11 c+ GRD Lettres francaises/Rédaction prof. et Fourth Year
dition
Hon. Bachelor Social Sciences - .
&= € = Lettres francaises/Sociclogie T T
View All | @ | Download Rows 1 - 12 of 12

Select Al Clear All I Printer Friendly Version I a
notify selected students I notify all students

Enter grades

There are three ways to submit your final grades:

Enter grades directly into the Grade Roster of your Faculty Center. (Sections 17-18)
Upload an electronic file containing grades for a class to the Grade Roster in your
Faculty Center. (Sections 20-21) This file can originate from the Faculty Center (Class
List-section 12 or Grade Roster-section 19) or Brightspace.

Submit an electronic file to your faculty, department or school. This file can originate
from the Faculty Center (Class List-section 12 or Grade Roster-section 19) or
Brightspace.

Your faculty may have specific requirements for grade submission.

17. To enter grades directly into the Grade Roster of your Faculty Center

a.

From My Schedule in your Faculty Center, click the Grade Roster icon to the left of
the desired class.

My Teaching Schedule > 2047 Winter Term > University of Oliawa

viene &l | L8 | il | FETH
Clazs Clans Tiths Enrolled Days & Times Rooim Clags Dates
A FR& 3750-200 LES GEMRES 12 Mo 203080 - 53 J0FM 550 Jan ¥, 2017
=514} AUTOBIOGRAPMIQUES Cumberdand  Apr B 2017
- [Lactira) (TETY 327
. . ERA $704-200 LITTERATURE DU XvID © Th 2:30PM = S0 30PM 120 Univarsity Jan &, 2017
. . L3524} SIECLE (Saminar) (F55) 4014  Apr 8. 2017
. u
. "
= .
. nnennssas il Teaching Schedyly Biko big
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b. Inthe Roster Grade column, select the appropriate grade for the student from the list.

c. Repeat step b for each student in the list.

d. Grade Roster Action
e If you are not entering all the grades at this time, select Not Reviewed in the
Approval Status list and click Save. (After selecting this option, you will be able to
change grades for this class.)
e If you have entered all the grades and will not make additional changes, select
Ready for Review from the Approval Status list and click Save. (After selecting this
option, you will not be able to change grades for this class.)

Display Options:

*Grade Roster Type
Display Unassigned Roster Grade Only

D

Final Grade v

*Approval Status

Grade Roster Action:

Mot Reviewed

Upload to Grade Roster

hd save I

Roster JOfficial |Grading
M P d Pl L 1
ame Grade rade — rFogram an an eve
Honours B.A.-Arts -
e Fl R Histoire/Lettres francaises Feumdn izEr
2 o GED H.DnDI.IIFSIESE'SEIE-nEE - Fourth Year
1 Biclegie/ Lettres frangaises
10 Honours B.A.-Arts -
2 100 =iy Histoire/Lettres francaises Rewidh e=r
11
Honours B.A.-Arts -
& 12 EL Lettres francaizes/Service social Framdi z=r
13
5 14 GRD LonouES E'"°‘".’°"'tf, " - Fourth Year
is Lettres francaises/Sciences des religions
16 Honours B.A.-Arts -
g 17 S Communication/Gestion TEEIE EEr
1e Honours B.A.-Arts - .
7 15 EEE DLS-Eng Speaking Students(F5L) Third Year
2
g 20 GRD Esdidler o A6 Eam = 405 = Second Year
21 Général
9 22 GRD B s Fourth Year
23 Lettres francaises
24 T Honours B.A.-Arts -
4y =L Lettres francaises/Service social REwEs VzEr
Honours B.A.-Arts -
11 v GRD Lettres francaises/Rédaction prof. et Fourth Year
edition
Hon. Bacheler Social Sciences - .
v
= Sl Lettres francaises/Sociclogie Wi T
View All | @ | Download Rows 1 -12 of 12
Select 21l Clear All Printer Friendly Version
v

notify selected students I

<- add this grade to selected students

notify all students
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18. Tip: Entering the same grade for multiple students

a. Inthe list, select the checkboxes to the left of the names of the students to whom you
want to assign the same grade.

b. Select the appropriate grade from the list to the left of the Add This Grade to Selected
Students button.

c. Click the Add This Grade to Selected Students button.

d. Grade Roster Action
e If you are not entering all the grades at this time, select Not Reviewed in the
Approval Status list and click Save. (After selecting this option, you will be able to

change grades for this class.)

e If you have entered all the grades and will not make additional changes, select
Ready for Review from the Approval Status list and click Save. (After selecting this
option, you will not be able to change grades for this class.)

Display Options:

Grade Roster Action:

Mot Reviewed v n

*Grade Roster Type Final Grade v *Approval Status
Display Unassigned Roster Grade Only
Upload to Grade Roster
-
Roster |Official |Grading
ID N P d Pl Ls I
ame Crade Crade — rogram an an ave
7 1 v SRO B. A. Joint Hongurs - A.rts = Third Year
Comm. et lettres francaises
Honours B.A.-Arts -
b 2 v GRD Communication/ Professional Writing and Fourth Year
Edit.
Honours BA -Integrated -
v
= Sl Géographie/Lettres francaises-intégré o T
Honours B.A.-Arts -
v
< | Sl Communication/Rédaction prof. et &dition FaTEn EET
Honours B.A.-Arts -
v
‘W GHE Linguistique/Rédaction prof. et édition Frardn z=r
Honours B.A.-Arts -
v
EhL Communication/ Rédaction prof. et édition Frar rz=r
- GRO Honours EI.A.-.Arts = Third Year
Lettres francaises
Honours B.A.-Arts -
v
! EbL Communication/Rédaction prof. et édition Frar =y
v GRD Gelj. B.A. (3 years)-Arts - Second Year
Ecriture et style
Hon. Bachelor Social Sciences - .
v
EE Lettres francaises/Sociologie EEy
Honours B.A.-Arts -
v £
EhLE Communication/ Ecriture et style FoariEh er
a | Dovinload Rows 1 -11 of 11
Clear all Printer Friendly Version

v I <- add this grade to selected students

notify selected students

notify all students

I
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19. Download grades from your Grade Roster to an Excel spreadsheet

a. Inthe Class Roster, after selecting the class to display, click Download at the bottom
left of the Grade Roster.

Note: An error message may appear. This message “The file format and extension of
'ps.xlIs' don't match. The file could be corrupted or unsafe. Unless you trust its
source, don't open it. Do you want to open it anyway?” relates to a security
update from Microsoft Office 2007 (and more recent versions) and is not a
uoCampus trust issue. The file can be trusted and thus downloaded.

Roster |Official |Grading
D Name —— F—— — Program and Plan Level
Honours B.A.-Arts -
d E EaE Histoire/Lettres francaises poucthreay
Heonours BSc-Science -
2 -
- & EoE Biclogie/Lettres francaises Forizi vz=r
Honours B.A.-Arts -
= = Cab Histoire/Lettres francaises (e ey
4 E GRD CEETER BT > ! Fourth Year
Lettres francaises/Service social
5 B+ GRD Mool L Fourth Year
Lettres frangaises/Sciences des religions
6 : B+ GRD Honours B-A.-Arts - Second Year
Communication/Gestion
Honours B.A.-Arts - .
v € CRb DLS-Eng Speaking Students(FSL) Third Year
e A GRD Ela'ch'elor of Arts Gen. - Arts - Second Year
General
s B GRD Henours B.A.-Arts - Fourth Year
Lettres francaises
10 A+ GRD Honosle = ) Fourth Year
Lettres francaises/Service social
Henours B.A.-Arts -
11 c+ GRD Lettres francaises/Rédaction prof. et Fourth Year
édition
12 c GRD Hon. Elachelor. Social SclenFes = Third Year
Lettres francaises/Sociologie
View All | ﬁI| Download I s 1-12 of 12

b. Using your web browser options, save the Excel spreadsheet to your computer.

c. On the Excel spreadsheet, enter your final grades and follow the process in place to
submit them to your faculty, department or school.

20. Upload grades from an Excel spreadsheet to the Grade Roster

If you have entered your grades in Excel, you can upload them directly to the Grade Roster of a
class you have selected in your Faculty Center. The Excel file can be one you've used during
the term.

Before you start:

e Save the Excel file with the extension .xIsx.

e The column for your grade cannot contain formulas. Simply use “paste special — values”
to transfer the value to another column.

e Decimals cannot be used. Set the format to O decimals.

¢ Remove summary lines from your file.

e Grades with white spaces can cause errors. Remove any white spaces if errors occur in
the upload.

o Do not use DFR, NNR, or DR as grades. The grade can be left blank.

e Make note of the columns in your Excel file where you've entered student numbers and
student grades. For example, if the column containing student numbers is the first
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column and the one containing student grades is the third one, you will need to enter
numbers 1 and 3 when importing your Excel file (see step e. for details)
Note: Hidden columns are counted as columns. Make sure to unhide all columns.

a. From My Schedule in your Faculty Center, click the Grade Roster icon next to the
desired class.

My Teaching Schedule > 2047 Winter Term > Univeraily aof Ollawa

viwwr &l | 2 | il " FEYES
Class Claas Title Emralled Days & Tinses Roadn Class Dates
el | ere 3750200 Les cenmes 12 Mo 2:300M - 5:30PM 5= Jan 9. 2017
[T AUTORIOGRAPHIGUES Cumbedand  ApF B 2017
LLactera) {TeT) 327
. ;
. = FRA $704-A00 LITTERATURE DU XvIT © Th 2:30PM = J:30PM 120 Urivarsity Jan %, 2017-
N . (3524} EIECLE (Saminar) [FS5) 4014  Apr B, 2017
: %ﬂl ’
L] L]
- [
] - Wiess WY "!E !5 ;E:\.
GEEEEEEEEENED

b. Under Grade Roster Action, click Upload to Grade Roster.

Grade Roster

2016 Fall Term | Full Session | University of Ottawa | Undergraduate

< FRA 2732 - ADD (6081) change class |

Initiation aux approches critiques (Lecturs)

Days and Times Room Instructor Dates
Tu 5:30PM-7:00PM 65 University (MRT) 211 0%/07/ 2016 -
12/07/2016
Th 5:20PM-7:00PM €5 University (MRT) 211 08/07/2016 -
12/07/2016
Display Options: Grade Roster Action:
*Grade Roster Type | Final Grade v *Approval Status | Not Revieed Y| sawe |

|| pisplay Unassigned Roster Grade Only Unload to Grade Rast B
pload to Grade Roster

c. Onthe Upload to Grade Roster page, click Browse.

Upload to Grade Roster

Browse I Attached File

File Mapping

EMPLID column number:

GRADE column number:

Load |
d. Click Choose File, select the Excel spreadsheet for this class and click Upload.
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File Attachment ™
Help

i Choose File | No file chosen ‘ n

Upload Cancel

e. Inthe File Mapping section:
e Type the column number containing your student numbers (e.g., 1) in the EMPLID
column number field.
e Type the column number containing your student grades (e.g., 3) in the GRADE
column number field.
e When done, click Load.

Upload to Grade Roster

Browse | Attached File FRA27T32.xlsx a

File Mapping

EMPLID column number: 1

GRADE column number: 3

f. The grades are now uploaded to the Grade Roster. The Grade Roster displays the
following information:
e Empl ID: Student number

Full Name: Student name

Grade Input: Grade entry list

Convert To Grade: Grade converted to Alpha grade (if applicable)

Official Grade: Official grade after final approval

Grading Basis: Grading scheme for this class

Status: Either Success or Error
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Grade Load

Convert
Empl ID Full Name fnr::te To :::I; Lal E;a;::ng Status
Grade
1 =R E GRD Success
2 87 Y| A GRD Success
] g2 ¥ | A GRD Success
- 72T B GRD Success
3 AT GRD Success
& AT GRD Success
7 AT GRD Success
] AT GRD Success

g. Make sure that there is a grade entered for every student. If your Excel spreadsheet
does not have a grade for a student, no grade will be uploaded for this student; however
the status of the grade import will still indicate Success. If necessary, select the grade
from the dropdown list.

Notes:
e Do not use DFR, NNR, or DR as grades. The grade can be left blank.
o Students will only see their grade once the final approval process has been done
by the academic unit.
e Students will only see the letter grade (entered or converted).

Conwvert
Official |Gradi
Empl ID Full Name To e ra_ "0 status
Grade Basis
Grade
3 GRD Success

h. If there is an error, Error will be displayed in the Status column. You will need to select
the grade from the list.

Dfficial |Grading
Grade Basis

GRD Error: B-

Empl ID Full Name Status

14

i. Grade Roster Action (top right of page)

e |f you are not entering all the grades at this time, select Not Reviewed in the
Approval Status list and click Save. (After selecting this option, you will be able to
change grades for this class.)

e |f you have entered all the grades and will not make additional changes, select
Ready for Review from the Approval Status list and click Save. (After selecting this

option, you will not be able to change grades for this class.)
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*Approval Status

Grade Roster Action:

Mot Reviewed

"

Uplead to Grade Roster

21. Upload grades from an .csv file to the Grade Roster

If you have saved your grades in a .csv file, you can upload them directly to the Grade Roster

of a class you have selected in your Faculty Center.

Before you start:

Faculty Center Guide for University of Ottawa Professors

The only list separator accepted by uoCampus in CSV files are commas (,).

Decimals cannot be used for grades.
Do not use DFR, NNR, or DR as grades. The grade can be left blank.
Make note of the order in your file where you've entered student numbers and student
grades, separated by commas. For example, if the column containing student numbers
is the first column and the one containing student grades is the third one, you will need

to enter numbers 1 and 3 when importing your file (see step e. for details)

Note: All commas will be used as a column delineation.

From My Schedule in your Faculty Center, click the Grade Roster icon next to the

desired class.

of Term > Univeraily of Ollawa

FRA &70& A
CoR

Clans Titls

00 LES GENRES .

AUTCRIOGRAPMIQUES
[Lactura)

LITTERATURE U XTI ©
SIECLE {Seminar]

Under Grade Roster Action, click Upload t

Ermnrolled Days & Tinves

Bl 2300 ~ 3: 30

Th 2:3088 = J:30PM

o Grade Roster.

Roddm

530 Jan §. 2017
fumberdand Apr B, 2017

(veT) 327
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Grade Roster

2016 Fall Term | Full Session | University of Ottawa | Undergraduate

< FRA 2732 - ADO (6081) change class |

Initiation aux approches critiques (Lecture)

Days and Times Room Instructor Dates
Tu 5:30PM-7:00PM 65 University (MRT) 211 05/07/ 2016 -
12/07/2016
Th 5:30PM-7:00FM 65 University (MRT) 211 05/07/2016 -
12/07/2016
Display Options: Grade Roster Action:
*Grade Roster Type | Final Grade v *pApproval Status | Mot Reviewed Y| save |

|| pisplay Unassigned Roster Grade Only T —— B
ploa o Lrade Roster

c. Onthe Upload to Grade Roster page, click Browse.

Upload to Grade Roster

Browse I Attached File

File Mapping

EMPLID column numbear:

GRADE column number: I_
d. Click Choose File, select the document for this class and click Upload.

File Attachment X
Help

i Choose File | Mo file chesen
Upload Cancel

e. Inthe File Mapping section:
e Type the column number containing your student numbers (e.g., 1) in the EMPLID
column number field.
e Type the column number containing your student grades (e.g., 3) in the GRADE
column number field.
e When done, click Load.
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Upload to Grade Roster
Browse I Angehad Filg CMHZ130.cov u

File Mapping

EMPLID column number: t

GRADE column number: 2

Load I

f. The grades are now uploaded to the Grade Roster. The Grade Roster displays the
following information:

Grade Load

Empl ID: Student number

Full Name: Student name

Grade Input: Grade entry list

Convert To Grade: Grade converted to Alpha grade (if applicable)
Official Grade: Official grade after final approval

Grading Basis: Grading scheme for this class

Status: Either Success or Error

Convert
Empl ID Full Name ;;nr::: Te g:‘::i:l E;a;:sing Status
Grade
1 3T F GRD Success
2 g7 Y| A GRD Success
3 g2 v | A GRD Success
4 iz T B GRD Success
5 AT GRD Success
& AT GRD Success
7 LR GRD Success
g AT GRD Success

g. Make sure that there is a grade entered for every student. If your spreadsheet does not
have a grade for a student, no grade will be uploaded for this student; however the
status of the grade import will still indicate Success. If necessary, select the grade from
the dropdown list.

Notes:

o Do not use DFR, NNR, or DR as grades. The grade can be left blank.

¢ Students will only see their grade once the final approval process has been done
by the academic unit.

e Students will only see the letter grade (entered or converted).
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Empl ID Full Name

Official |Grading
Grade Basis

Status

GRD

Success

h. If there is an error, Error will be displayed in the Status column. You will need to select

the grade from the list.

iEmpIID Full Name

Dfficial |(Grading
Grade Basis

Status

14

GRD

i. Grade Roster Action (top right of page)

e If you are not entering all the grades at this time, select Not Reviewed in the
Approval Status list and click Save. (After selecting this option, you will be able to

change grades for this class.)

e |f you have entered all the grades and will not make additional changes, select
Ready for Review from the Approval Status list and click Save. (After selecting this
option, you will not be able to change grades for this class.)

Grade Roster Action:

*Approval Status Mot Reviewed v

Upload to Grade Roster

For assistance, contact the Service Desk at 613-562-5800, extension 6555.
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