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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.

® Q0T

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.
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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 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

FAST (Finance, Leave, Research)
Blackboard

My HR Profile, Benefits

UNIWeb
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c. Onthe uoAccess login page:

e Type the prefix of your uOttawa email address (e.g., jsmith) in the Enter your

uoAccess ID box.
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
....I

d. In VirtuO, under the uoCampus logo, click Professors.

New SIS resources

uoCampus

e. Inthe Faculty Center section, click Faculty Center.

f. Your Faculty Center is displayed.

Faculty Center Guide for University of Ottawa Professors
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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.

b. Class Roster: The list of all the students enrolled in your class. You can communicate

with some or all students using this page.

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

al..lly Canter n

Search

oy schedule class roater geade roaker
Faculty Center
My Schedule
2016 Winter Term | University of Ottawa changs term
iam Sohadyle
Salect diaplay option: # Show All Clagnes Show [nrolled Clazses Only
fif L] L =
My Teaching Schedule > 2016 Winler Term > University of Ottawa
= il ..oz H
Class Class Tithe Encolled Days & Times R Class Dales
i EEAL730-C04 ARALYSE. ECRITURE 25 Th b D0PM - 5: BOPM =% Lauriar Jwn i1, 2006
(044 ARGUMENT I oms) 8161 Apr 11, 2004
Discusseon Group
fif ERALTI0-DOS ARMLYSE. ECRITURE. 10 Fr 21: 3088 = 100K 145 Juan-Jacs. Jan 11, 2006
T ARGUMENT 11 Lums. (LME]  Apr 11 2016
Disgustsae Group 223
Tapching Schadule Go 9 1op
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Working with My Schedule

3. To view your class schedule for another term:
a. On the My Schedule page with your schedule for the current term, click Change Term.

| Faculty Cenber 'l Eaarch |

[ ey schedube | class roater grade roater [

Faculty Center

My Schedule a

2016 Winter Term | University of Ottaw | Wi Prpngl Pt 18

My Exam Schaduly
Select display option: & Show All Classes Show Enrslled Classes Cnby
pr— e —
fll closs roster 1] Grace Reaer  £H Lt s B
vt | ) B H...:H
Class Class Tithe Enrolled Days & Times Roam Class Dates
flf TEALTI-CO4 AMALYSE ECRITURE, 1% Th 4:00P = 5:306M SSLaerir  Jan 11, 2016
[E0a%] ARGUMENT 11 [OMS) 8161 Apr12, 2018
[ Diseutdion Group)
F;:i‘u FEA 1720004 AMALYSE, ECRITURE, 10 Fr 11: 3080 = 1:0008 145 Jeaerducs, Jan 11, 2016
(6031 ARGUMENT I Leae, (LM} Apr 13, 3018
[ Discusaicn Group) i3
33 ks bag

b. Select another term.

c. Click continue

Term Institution
% Q2016 Winter Term University of Ottawa
2015 Fall Term University of Ottawa

CoONTINUE ||
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4. To change the display options:

a. Toonly 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).

Salect display oplesn: L] ihﬂ\nn Show Enrclled Classss Onby

itd 1] 2 L'-’ &

1)

b

My Teaching Schedule > 7016 Winter Term > University of Ottawa

’ ) H...:H
Class Class Tiths Enrolled Days & Times Hoom Class Dates
'Fi- FRA S720-C04 AM&LYSE, ECRITURE. 25 Th 4: D0EM - 5=3008d 55 Laurier Jan 11, 2016
W [l ARGLMENT I (DMs) B1E1  April, MiE
[Digcussion Group)
fif FRALT20-DO4 AMALYEE BIRITURE. 20 Fr 243048 - 11006M 149 Jearedacg, Jan 11, 2016
LED54) ARGUMENRT 11 Luss. [LMxy  Apr 12, 2016
[Disoussion Group) 223

5. Return to My Schedule
a. Click My Schedule on the menu bar to return to My Schedule.

Self Service + > Faculty Center v > 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

4 b ] 1 T
view Al | BV | B _FETY
I Class Class Tithe Enrolled Days & Times Room Class Dates I
Hf ERAL720-C04 ANALYSE, ECRITURE, 25 Th 4100PM = 51 200M =% Laurier Tan Il Ui
(5045} ARGLMENT 11 (DMS) 8161 Apr 12, 2016
[ Discussion Group)
ﬁf ERA 1720-D04 AMALYSE, ECRITURE, 20 Fr 11:304M - 1:000M 145 Jear-Jacg. Jan 11, 2016
£054) ARGUMENT 1l Luss, (LM}  Apr 12, 2016
[ Discussion Group) 223
Yigw Weekly Teaching Schedule Go o tep
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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.

Class Detail

FRA 1720 - C04 Analyse, écriture et argumentation IT

University of Ottawa | 2016 Winter Term | Discussion Group

Class Details

Status O closed Course ID 013511

Class Number E049 Offer Nbr 1

Session Full Session Career 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 - 5:20PM |55 Laurier (DMS) 8161 | |01.-"11.-"2016 - 04/12/2016

Enrcllment Information

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

Class Availability

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

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

Eeturn to Faculty Center
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8. To view your weekly teaching schedule

My Teaching Schedule > 3016 Winter Term > Universily of Ottawa

PLER P |

Class Clans Title Inrolled Days & Times Fagam Claxs Dates
ﬁf ER& 1720-004 AMALYSE, ECRITURE, 25 Th £:00P4 - T2 30PM 55 Lawrier Jun 35, 201E-
[£0a3) ARGUMENT II (DMs) g161  Apr 1L 26
[ Digsuggion Ginup]
ﬁr EEA 1720-D0& AMALYSE, ECRITURE, 20 Fr §8:30AM - 1:0008 145 dear-Jacy. Jen 131, DOIE-
[T ARGUMENT II Luss. (L) Apr 11 201€
[ Digsuggicn Gnup) 223

a o

a. Click View Weekly Teaching Schedule.

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.

View My Weekly Schedule

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

Show Week of [02/22/2016 [l start Time [8:008M End Time [5:00PM refresh calendar

= Monday Tuesday Wednesday Thursday Friday Saturday Sunday

S Feb 22 Feb 23 Feb 24 Feb 25 Feb 26 Feb 27 Feb 28
8:00AM
9:00AM
10:00AM
11:00AM
12:00PM

1:00PM

2:00PM

FRE 3520 - ADD
Lecture
2:20PM - 4:00PM
Morisset Hall 221

3:00PM

FRE 3520 - ADD
4:00PM ey
4:00PM - 5:30PM
Morisset Hall 221

5:00PM

6:00PM

~ Display Options

¥/ Show AM/PM ¥/ Monday ¥ Thursday

") Show Class Title ¥ Tuesday # Eriday ¥ sunday refresh calendar I

") Show Instructor Role |¥| wednesday ¥ saturday
Return to Faculty Center n I Printer Friendly Page I
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Working with your Class Roster

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. In your Faculty Center, in the My Schedule page, click the Class Roster icon to the left

of the desired class.

Search

iy Sohediibe CLEA S PO Qraads naned

Faculty Center

My Scheduls

2017 Winter Terms | University of Ottawas changs tanm

Salect diaplay aptien: & Shoaw Al Classes Sl Foen Bed Classes Omly

i £ 3 4

My Tesching Schadube > 7097 Winter Term > University of OEfaws

My Exam Schedule > 23017 Winter Term > Universily of Ollawa

Tiog bave oy Firal asarmg pohaduled ol Thay Birea

Imoulty Canter Semrch

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

Grade Basis: Grading scheme for this class

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

Faculty Center Guide for University of Ottawa Professors Page 11 of 26



: . El ] . o I
Grad
NotifyID Name B:asi: Units|Program and Plan Lewvel
I

1| — NON 0.00 Heonours E!Sc - Social Sciences - ath Year
Psychologie
Heonours B.A.-Arts -

2| U 2 — Etudes de |'environnement e e

3| @ — NON o0.00|Hen- Elache_ln_r Social Sciences - 1st Year
Science politique
Hon. Bachelor Social Sciences -

| T . = -

i — — O-00| gt int, =t langues modernes ey

s| @ MNON .00 |Hen- Elache_lur Social Sciences - 1ot Year
Service social

6 O |m— NON o.pp| Hon- Bachelor Social Sciences - 1st Year
Sociclogie

7| B MON e P e = 1st Year
Traduction

Select All  Clear All

notify selected students

notify all students I

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

Printer Friendly Version

=~ ERA 3790 - A0O (5514)

Les genres autobiographigues (Lecture)

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

Room
550 Cumberland (TBT) 327 ¢

Instructor

Dates
01/0%/2017 -

04/08/2017

b. Select the desired class by clicking on the Class Roster 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 5

First n 1-20

f 20 n Last

Grad
Notify | ID Name ra_ ¢ |units Program and Plan Level
Basis
1 =1 - NON 0.00 Honours E!Sc - Social Sciences - ath Year
Pzychologie
Honours B.A-Arts -
2 = el el Etudes de I'environnemant e ie=r
| O — NON 0.00 Hl}_n. Elache_lqr Social Sciences - 1<t Yoar
| Science politique
Hon. Bachelor Social Sciences -
) TS 5 LHg
i f— oSl 0.0 Et. int. et langues modernes 1st Year
s| O NON 0,00 Hl}n.l Elache.ll}r Social Sciences - 1=t Year
Service social
6| O |mo— NON o0 Lo SachelogsociaiEe Snces 1st Year
Sociclogie
7l O NON T s i = 1st Year
Traduction
Select All  Clear All

notify selected students

notify all students

I Erinter Friendly Version Ia
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12. To download a Class Roster
a. From the Class Roster of the course selected, click the Download icon to the left of the
word First.

Enrolled Students Fing | B # First B 1-25 of 25 I Last
Motify | ID Name LT Units | Pregram and Plan Lewel
Basis <
Honours B.A.-Arts -
)
1| L GRD 2.00|c ik Studies 2nd Year
Special - Undergraduate - VRE - .
) === r
2 L Ch L Etudiant spécial( premier cyc.) Sbecel

b. Download and save the Excel file, using your web browser’s options.

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

Enrelled Students Find | B ] i First n 1-20 of 20 n Last
- Grade ;
Notify | ID MName _ Units | Program and Plan Lewel
Basis
] O — MON 0.00 Honours E!Sc - Social Sciences - 4th Year
e Psychologie
Honours B.A.-Arts -
[} ,
2 = S kel el Etudes de |'envirennement =D
3l @ — NON 0.00 Hu.n. Elache.lt?r Social Sciences - 1st Year
Science politigue
a4l O | — NON o.o0|Hen- Bachelor Social Sciences - 1<t Year
Et. int. et langues meodernes
s| O NON 0.00 Hun.. Elal:he.lnr Social Sciences - 1st Year
_ Service 5DE|E|
s O |m— NON o.o0|Hen- Elai_:helnr Social Sciences - st Year
=~ Scociclogie
Honours B.A.-Arts -
F |- MNOM 0.00 Traduction 1st Year

Select All  Clear All

=£ar = Printer Friendly Version
notify selected students ' notify all students I a
| |

b. The Send Notification page will be displayed.

c. On the 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.

Faculty Center Guide for University of Ottawa Professors Page 13 of 26



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 ‘@uottawa.ca
2~
cC:
£l
'@uuttawa.:a,. @ucttavia.ca, ~
@uottawa.ca, @uottawa.ca,
BCC: [@uottawa.ca, @uottawa.ca,
Duottava.ca i@ ucttawa.ca,
A
£
Subject: Course #10
Message Text: |Hello everyone, @

A friendly reminder to bring your books to class tomerrow.

Bast regards.

/)
I SEND NOTIFIGATION I u

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.

B, 2
Enrolled Students Find | = | EE First 4] 1-12 of 12 n Last
: Grade ;
Notify | ID Name E Units |Program and Plan Level
Basis
Honours B.A.-Arts -
] e . e .
e Ca LY Histoire/Lettres francaises ST
2| GRD | L T = ath Year

Biologie/Lettres francaises

Honours B.A.-Arts -
3 U a Sl 1l Histoire/Lettres francaizes grfileas
al @ GRD ayrp [P RS = 4th Year

Lettres francaises/Service social

7 ] Henours B.A.-Arts -
3 ¥ —— ] Sl sl e francaises/Sciences des religions S
Honours B.A.-Arts -
| 5 L .
Bl & GRD 2 Communication/Gestion il 725w
71 O GRD | 3.pp|fionours B-A--Arts - 3rd Year

DL5-Eng Speaking Students(FSL)

Select Al Clear All

=== === Erinter Friendly Version
notify selected students |Intify all students
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c. The Send Notification page will be displayed.

d. On the 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.

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
To: ‘@uottawa.ca

OC:
A
(@uottawa.ca '@uottawa.ca -
'@uottawa.ca
BCC:
hd
A
Subject:
Message Text: Hello, %

I still have your quiz no. 2. | am available during my office
hours if any of you would like to pick itup.

Best regards.

SeEnp NOTIFICATION | a

Return to Class Rester
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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 available at the end of each term, when you can enter final
grades.

Faculty Center | Search

| I my schedule I | clans roster prade roster

Faculty Center

My Schedule

2017 Winter Term | University of Ottawa changs term ] Vi Bgrgonal Daks Semmary
Exarm Se Cl
Select display option: # Show All Classes Show Enrolled Classes Only
I £ 5 Lt =

L FETEY
Class Tithe Enrolled Days & Times Raam Class Dates
¥0-A00 LES GEMRES 12 Mg I:30PM - 5:30PK 550 lan 8, 2017-
AUTORIOGRAPHIGQUES Cumberiand Apr B, 2017
[Ldctiare | TBT) 3I7
A ET04-400 LITTERATURE DU ¥vIT 0 Th 2: 30084 - 5; 30PM 120 Urivargity Jan % 3017
ki SIECLE (Saminar) [F55) 4014  Apr B 2017
Teaching Schedyls Go to tog
My Exam Schedule > 20T Winter Term > University of Ottawa
You have no final exams scheduled at this tims.
Go bo top

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:

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

e |D: Student number

e Name: Student name

¢ Roster Grade: List to select the grade for one student

e Official Grade: Official grade the student has received

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

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

e Level: Student’s progress in program.
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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 class

you want.

< FRA 3790 - ADD (5514)! change class i I

Les genres autebiographigues (Lecture)

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

Display Options:

*Grade Roster Type

Room
550 Cumberland (TBT) 327 |

Final Grade

Display Unassigned Roster Grade Only

Student Grade

Transcript Note B

Instructor

Dates

01/05/2017 -
04/08/2017

Grade Roster Action:

Upload to Grade Roster

*Approval Status Mot Reviewed A save |

C

Faculty Center Guide for University of Ottawa Professors

Roster |Official |Grading
N P d Pl Level
ame | - rogram and Plan ave
Honours B.A.-Arts -
¥
d EaE Histoire/Lettres francaizes Fourth Year
Henours BSc-Science -
A
= Cas Biologie/Lettres francaises Reards =
Honours B.A.-Arts -
v
g RO Histoire/Lettres francaises pourireay
Honours B.A.-Arts -
v
< o Lettres francaises/Service social o 2=
Henours B.A.-Arts -
A
2 CR Lettres francaises/Sciences des religions pouttfijiea;
Heonours B.A.-Arts -
v
3 £ Communication/Gestion By
Honours B.A.-Arts - .
v
v RO DLS-Eng Speaking Students(FSL) e
8 v GRD Ea{ch{elur of Arts Gen. - Arts - Second Year
Général
I View nlll @ | Download ) Rox 120f12
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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.

Select All

notify selected students I

Clear All

notify all students

i Name 2:::;: g:i:I:I g;as:lslng Program and Plan Lewvel
Honours B.A.-Arts -
(]
d & S Histoire/Lettres frangaises Eonihireay
Henours BSc-Science -
[ -
= S ShlE Biclogie/Lettres francaises e iz=r
Honours B.A.-Arts -
o
< = CEb Histoire/Lettres francaises o =y
Honours B.A.-Arts -
[
= E L Lettres francaises/Service social Fourth Year
Honours B.A.-Arts -
I~
2 5 ey Lettres francaises/Sciences des religions Eonzthirear
Honours B.A.-Arts -
J
& oy el Communication/Gestian 2z /20
Honours B.A.-Arts - .
L
Y c E8E DLS-Eng Speaking Students(F5L) Third Year
'm s a GRD Ba'cf!elnr of Arts Gen. - Arts - Second Year
Général
Honours B.A.-Arts -
I~
2 = Eae Lettres francaises P V=
Honours B.A.-Arts -
J
4 dy CES Lettres francaises/Service social i =
Honours B.A.-Arts -
|1 c+ GRD Lettres frangaises/Rédaction prof. et Fourth Year
édition
] 12 c GRD Hen. Bachelor Secial Sciences - Third Year
Lettres francaises/Sociclogie
View All | @ | Dewnload Rows 1 -12 of 12

I Printer Friendly Version I a
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Enter grades

There are three ways to enter your final grades:

e Enter grades directly into the Grade Roster of your Faculty Center.

e Download grade rosters from the Faculty Center or Blackboard Learn, save them as
Excel files, enter your grades in the Excel files and submit them to your faculty,
department or school

e Upload an Excel file containing grades for a course to the Grade Roster in your Faculty
Center.

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 class you want.

My Teaching Schedule > 2017 Winter Term > University of Oltawa
T - —

Class Class Tithe Enrolled Days & Times Raom Class Dates

i FRA JT90-A0) LES GEMRES 12 Blo i J0PM - 5: 30PM 530 Jan & 2017-
=514 AUTORBIOGRAPMIGUES Cumberdand  Apr B 2017

----.---x Lacture) TN Ay
u oA ]

-ACD LITTERATURE DU XVITT © Th 223008 - 5: 30PM 120 Usivarsity Jan % 2017

- — - — e
- — = izgatl SIECLE ([ SZaminar] F55) 4014 Apr B, 2017
= — n
- [ ]
u [
= [l

&y Teaching Schadyle Go to top

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. 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 selected class.)
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Display Options:

Student Grade Transcript Note
e e e R

*Grade Roster Type

| Display Unassigned Roster Grade Only

Final Grade v

Grade Roster Action:

*Approval Status

Mot Reviewed

Upload to Grade Roster

'-

Rost Official |Gradi
D Name G::dir GraI:I: B;E:-.ismg Program and Plan Lewvel
> Honours B.A.-Arts -
]
s = FI R Histoire/Lettres francaizes FeirEn vz=r
s
Honours BSc-Science -
L o
3 1 EEE Biclogie/Lettres francaises Fourth Year
10 Honours B.A.-Arts -
]
S 100 EaE Histoire/Lettres francaises Fourth Year
11
Honours B.A.-Arts -
L]
. = 12 CEE Lettres francaises/Service social Fourth Year
13
Honours B.A.-Arts -
L 14
2 15 GRE Lettres francaises/Sciences des religions Fourth Year
16 Honours B.A.-Arts -
LJ
. e 17 o Communication/Gestion FzEindl zer
18 Honours B.A.-Arts -
' A .
Z 19 CRE DLS-Eng Speaking Students(FSL) hudireay
2
Of s 20 GRD Esgizlr ol frs G = Mo - Second Year
- General
=1 g 22 GRD Honours B.A.-Arks - Fourth Year
23 Lettres francaises
29 NS Honours B.A.-Arts -
(]
[ &Y Lettres francaises/Service social [Fracid fz=r
Honours B.A.-Arts -
] 11 - v GRD Lettres francaizes/Rédaction prof. =t Fourth Year
1 edition
o | 12 v GRD Hon. Elachelnr. Social Sﬂenf:es = Third Year
Lettres francaises/Sociclegie

Select All

notify selected students I

View All | @ | Download

Clear All

Rows 1 -12 of 12

¥ =- add this grade to selected students

notify all students

e.

Printer Friendly Wersion

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.)
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18. Tip: Entering the same grade for multiple students

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

change grades for this class.)

Display Options: Grade Roster Action:

*Grade Roster Type Final Grade T
Display Unassigned Roster Grade Only

*Approval Status

Upload to Grade Roster

Not Reviewed b n

ade — =L
Rost Official |Gradi
D Namea G::dzr Gralflf B;asismg Program and Plan Lewvel
7 1 v GRD B. A. Joint Honours - Alrts = Third Year
Comm. et lettres francaises
Heonours B.A-Arts -
L 2 v GRD Communication/Professional Writing and Fourth Year
Edit.
Heonours BA -Integrated -
v
< S Geographie/Lettres francaises-inteégre Formh Te=r
Hongurs B.A.-Arts -
v
4 i i Communication/Rédaction prof. et édition | ~2Urth Year
Hongurs B.A.-Arts -
v
bl S Linguistique/Rédaction prof. et édition o TeET
[1C
Honours B.A.-Arts -
v
g; SEE Comimunication/Rédaction prof. et édition P TEET
CTN v GRO Honours EI.A.-_Arts = Third Yaar
o Lettres francaises
D+ Honours B.A.-Arts -
v
DFR ! S Communication/ Rédaction prof. et édition Frur iz=r
I DN
Gen. B.A. (3 years)-Arts -
v
ER GRE Ecriture et style Eecnndivesy
EIN f= GRD Hon. Bachelnr_ Social ScienFes = Third Year
F Lettres francaises/ Sociologie
FF Honours B.A.-Arts -
v .
H £ Communication/ Ecriture et style potEniteag
[ 8T
NC l | Dowinload Rows 1-110of11
MMNR.
NS - | Slear all Erinter Friendly Version
P
v I <- add this grade to selected students I
notify selected students notify all students |
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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.

Roster |Official |Grading
i) N P d Pl L 1
ame s F—— — rogram and Plan eve
Honours B.A.-Arts -
& = cie Histoire/Lettres francaises (e e
Henours BSc-Science -
= A i Biologie/Lettres francaises R =T
Honours B.A.-Arts -
= g Sh Histoire/Lettres francaises (R E
Honours B.A.-Arts -
< E Skl Lettres francaizes/Service social R 2=
Honours B.A.-Arts -
= 5 S Lettres francaises/Sciences des religions pouEhiyeas
Honours B.A.-Arts -
I 5 = Communication/Gestion Fzal e
Honours B.A.-Arts - =
i < e DLS-Eng Speaking Students(FSL) T =T
s A GRD Ela'ch'elur of Arts Gen. - Arts - Second Year
Général
El B GRD oo =RATS Fourth Year
Lettres francaises
Honours B.A.-Arts -
4u dy EiE Lettres francaises/Service social o eEr
Henours B.A.-Arts -
i1 Ct GRD Lettres francaises/Rédaction prof. et Fourth Year
édition
Hon. Bachelor Social Sciences - .
= c = Lettres francaises/Sociologie Wil e
View All | ﬁI| Downlead I vs1-12of 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.
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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
course you have selected in your Faculty Center. The Excel file can be one you’ve used during
the term, downloaded from Blackboard Learn or downloaded from a Grade Roster in your
Faculty Center.

Before you start:

e Rename the Excel file with the extension .xIsx. For example, if your Excel filename is
class4000.xls, rename it class4000.xIsx.

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
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)

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

i

[ = M .22 I8
Class Tithe Enrolled Days & Times Raam Class Dates
) LES GEMRES 12 Mg 11 300M = 5: J0PH 550 Jsn @, 2017
AUTORIGGRAPHIGUES Cumbedand  ApF B 1017
(Lactare) TBT) 327
LITTERATURE DU XV © Th 2: 3004 = 5 30PM 120 Usivargity Jan % 2017
SIECLE (Seminar) FS5) 4014 Apr B, 2017
Go to tog
b. Under Grade Roster Action, click Upload to Grade Roster.
Grade Roster
= FRA 2732 - ADD !6031 ) change class |
Initiation aux approches critiques (Lecturs)
Days and Times Room Instructor Dates
Tu 5:20PM-7:00PM &5 University (MRT) 211 05/07/ 2016 -
12/07/ 2016
Th 5:20PM-7:00PM €5 University (MRT) 211 09/07/ 2016 -
12/07/2016
Display Options: Grade Roster Action:
*Grade Roster Type | Final Grade A *Approval Status Not Reviewed v save |

Display Unassigned Roster Grade Only
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c. Onthe Upload to Grade Roster page, click Browse.

Upload to Grade Roster

I Browse | Attached File I

File Mapping

EMPLID column number:

GRADE column number:

Load

d. Click Choose File, select the Excel spreadsheet for this class and click Upload.

File Attachment b
Help

Choose File | Mo file chosen
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 FRAZ7I2.xlsx a

File Mapping

EMPLID column number: 1

GRADE column number: 3
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Grade Load

The grades are now uploaded to the Grade Roster. The Grade Roster displays the

following information:
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

Empl ID Full Name

Grade
Input

Convert

To

Grade

Official
Grade

Grading
Basis

Status

[ B - Y I O I

o
@
-

m 1= I

GRD
GRD
GRD
GRD
GRD
GRD
GRD
GRD

Success
Success
Success
Success
Success
Success
Success

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 will still indicate Success. If necessary, select the grade from the list.

Grade Convert Official |Gradin
Empl ID Full Name Input 'Gl'(:ade Geade e — 9 |status
3 T 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.

Convert . 4
Empl ID Full Name i To R Erai_ilng Status
Input Grade Basis
Grade
14 (m v | | GRD Error: B-
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i. Click Submit to Grade Roster at the bottom of the page. Click OK. If an error message

is displayed, repeat step g or h.

Message

CK

Success (22011,10)

Cancel

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