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Introduction
The Grading module details the process for entering student grades.  
Grading information is highly secure data and access to it is restricted.  Only individuals identified as needing access to display, enter or change grades will have those fields visible. 
This module is going to cover the Class Roster form (SFASLST) and other related forms and procedures.
Class Roster Form
Overview

The Class Roster form (SFASLST) and the Class Attendance Roster form (SFAALST) are used to enter grades for a course for a particular term.  The primary difference between these two forms is that the SFASLST allows mid-term grades to be entered, where SFAALST allows only final grades.  Use the form that is appropriate for your school.

Grades can be changed only on the day they are initially entered.  At the end of the day, the grades are automatically rolled to Academic History and changes can no longer be made.  Only ORR can make changes at this point.
Only individuals identified as “Graders” will be able to add and view grades.  Others may be able to access this form, but the grades will not be visible.  
Class Roster Form (SFASLST)
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King, Pam [PKing@peds.umaryland.edu]
You replied on 11/16/2010 1216 PM.
Sent Tue 111672010 1213 PM

o Stenberg, Sarsh
. Fouch, Eizabeth

Sarah:

1am copying my assistant, Elizabeth Fouch, on this email. You can pick the bracelets up from Elizabeth if | am not here. Would love to
getyou involved with our Celiac Walk/Run in May - it will be out 10 anniversary. Thanks

Upasted sy 6, 2005 pam

Pam King
Page:1of7 | Wordsi503 | < | Director of Operations





	Step
	Action

	1
	In the Key Block, enter the Term and CRN then click on the Next Block icon. The ID’s and Names of the students enrolled in the course will appear.
NOTE: If the Midterm and Final Grade columns do not appear at this point, you do not have access to enter grades for this CRN.  



	2
	In either the Midterm Grade or Final Grade field, enter the appropriate grade for each student.  Only the final grade will appear on transcripts. 
NOTE: Students are in order based on how they were entered into the course.  Run the Class Roster report (SFRSLST) to put them in alphabetical order.  You do not need to print this report.  
 

	3
	Click on the Save icon.




NOTE: Grade changes can not be viewed on this form.  See Academic History for current grades. 

Class Roster Form (SFAALST)

This form does not include a column for mid-term grades and therefore may be easier to use.  
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	Step
	Action

	1
	In the Key Block, enter the Term and CRN then click on the Next Block icon. The ID’s and Names of the students enrolled in the course will appear.

NOTE: If the Final Grade column does not appear at this point, you do not have access to enter grades for this CRN.  



	2
	In the Final Grade field, enter the appropriate grade for each student. 

NOTE: Students are in order based on how they were entered into the course.  Run the Class Roster report (SFRSLST) to put them in alphabetical order.  You do not need to print this report.  

 

	3
	Click on the Save icon.




NOTE: Grade changes can not be viewed on this form.  See Academic History for current grades. 
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