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Faculty Center:

Accessing the Class Rosters and Entering Grades

OBJECTIVE: To explain steps taken to access the
rosters of assigned classes and how to enter final
grades.

CONTENTS:

LESSON 1: THE FACULTY CENTER

LESSON 2: ACCESSING CLASS ROSTERS

LESSON 3: ENTERING FINAL GRADES

LESSON 4: NOTIFYING STUDENTS FROM ROSTERS

NEED ADDITIONAL INFORMATION?

For further questions on this process please go to the CMS webpage at
http://www.sonoma.edu/cms/contact.html to locate the
Student Records Functional Lead.
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Lesson 1: The Faculty Center

| Navigation: Self Service > Faculty Center

Introduction:
The Faculty Center displays all of the information about classes currently assigned to faculty. Class
rosters are viewable once students are enrolled, and grade rosters once they have been generated.

The Faculty Center is accessible from the home page of MySSU. It can also be accessed by clicking
on Self-Service in the left column.

Users should click on the My Schedule link in the Faculty Center. The following section will provide
an overview of frequently used areas located within the Faculty Center.

Help
Menu =N -] Advisor Center =N -]
Search: _J?—‘“ My Advisees / Drop-ln Advisees
22 Access your advisee roster and view details including
[ My Favarites academic infarmation, class schedules, degree progress and
[ C5U S5A Baseline grades
[ SOM Customizations
[ Self Service
[> Campus Community Faculty Center 28
> Records and Enroliment
[ Curriculum Management ~. 2| My Schedule
[ Set Up SACR 27 Wiew your schedule, class and grade rosters
= E
_J?—” Home and Mailing Address _I?—” View Paycheck
Review and update your home and mailing addresses. Review current and prior paychecks.
== Compensation History _I_:“ Employee Balance Inquiry
S Review compensation histary for base, variable, and stock S Employee Absence Balance Inquiry
options
= Benefits Summary == Emergency Contacts
- Revienw a sumrmary of current, past or future benefit Hed Add or update your emergency contact information
enrallments.
| Careers
“iew jobs and manage your applications

Student Records

FACULTY - http://www.sonoma.edu/it/cms/documentation/
Last Updated: 5/12/14



SONOMA

STATE UNIVERSITY

PeopleSoft Student Records 9.0

1 Faculty Center |

2 Advisor Center

Class Search |

[ 3

4  my schedule | 6

Faculty Center

class roster

7 grade roster |

My Schedule

Select display option: @ Show All Classes

Class Q Class Title

e [EAl AMCS 200-101
e & (1035)
& |§I| A{ggg 200-101

&o [E8l AMCS 200-102
ife & 10361

written and Oral Analysis 20
(Lecture)

Written and Qral Analysis 18
(Lecture)

Written and Oral Analysis 20
(Lecture)

View Weekly Teaching Schedule

©) Show Enrolled Classes Only

FiH]

MoTuWeTh 8:00AM - 12:00PM

MoTuWeTh 8:30AM - 12:30PM

MoTuWeTh 1:00PM - 5:00PM

Summer 2012 | Sonoma State University 8 change term

My Teaching Schedule » Summer 2012 » Sonoma State University |@ﬂ

Enrclled Days & Times

r ’?I‘ Grade Roster

Room Class Dates

Ambrose Nichols May 21, 2012-
Hall 173 Jun &, 2012

Ambrose Nichels Jul 2, 2012-
Hall 173 Jul 20, 2012

Ambrose Nichols May 21, 2012-
Hall 173 Jun 7, 2012

Go to top

Ilcon

Description

Faculty Center tab

Class Schedule displays for the active teaching term
(see picture above). See Icon #8 to change terms.

Advisor Center tab

This tab can be used to advise students. For additional
tips for how to use the Advisor Center, please visit the
CMS Documentation web page.

Class Search tab

Tabs appear to Search for Classes by term, or Browse
Course Catalog to view catalog descriptions for all active
courses.

My Schedule tab

Class Schedule displays for the active teaching term
(see picture above).

Icon Legend
]

- Click on this icon next to the class to

view the class roster. Class rosters appear once
enroliment exists for a class.

I%‘ Grade Roster

- Click on this icon next to the class to

view the Grade roster. Grade rosters appear once they
have been generated, typically the week prior to finals.
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6 | Class Roster tab Do not use this tab. To access the class roster, click on
the #5 icon. Additional information about the class roster
is available in Lesson 2 of this document.

7 | Grade Roster tab Do not use this tab. To access the grade roster, click on
the corresponding #5 icon. Additional information about
the grade roster is available in Lesson 3 of this

document.
8 | Change Term button | Click this button to change to a different term.
9 | Class link Will display all class details including meeting pattern,

availability, and description.
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Lesson 2: Accessing Class Rosters

Navigation: Self Service > Faculty Center > Class Roster icon (Fﬁ’]) next to the class

Introduction: Faculty members have access to the rosters of the classes that they are assigned to
teach. Having access gives the ability to review the class details and the student information, as well
as being able to notify selected students or even the entire class. The following information will
demonstrate how to access the rosters and use them.

Note: The names and IDs of students have been removed to protect privacy.

Step Directions

Screenshot

1 From the Faculty
Center, click on the
Class Roster icon

(fﬁ’] ) to open the
class roster.

R B = R =
] Class Roster m;;:—:-:::e' @— anagement
My Teaching Schedule > Fall 2012 > Sonoma State University | g
Class Class Title Enrolled |Days & Times Room Class Dates
i;:‘; AMCS 1604-001 Humanities Learning B85 Tu 1:00PM - 2:50PM Rachel Carson Aug 21, 2012-
181 3656 Community (Lecture) Hall 68 Dec 14, 2012
f;:“. AMCS 200-001 Written and Oral Analysis 42 We 9:00AM - 11:40AM Rachel Carson Aug 21, 2012-
Wdae04) {Lecture) Hall 63 Dec 14, 2012
F:‘c\ MCS 200-002 Written and Oral Analysis 46 Mo 9:00AM - 11:40AM Rachel Carson Aug 21, 2012-
8" P5306 (Lecture) Hall 63 Dec 14, 2012
f;f AMCS 225-001 How Racism Works: Amer 42 Mo 2:00PM - 5:40PM Salazar Hall 2020 Aug 21, 2012~
8\ (3805) in B&W (Lecture) Dec 14, 2012
e oun sns 4 bicel Thinl L, 4 ES ots  s.conom N sl

2 The class roster will
provide course
details, enrollment
levels, student
contact information
(email link), and other
details.

Class Roster

=¥ AMCS 200 - 001 (3804 change class |

Written and Oral Analysis (Lecture)

Days and Times Room Instructor Dates
We 9:00AM-11:404M Rachel Carson Hall 68 Michael Ezra 08/21/2012 -
12/14/2012

*Enrollment Status Enrelled -
Enrollment Capacity 46 Enrolled 42

Enrolled Students

First n 1-42 |

Find |view anl | )] 2

Grade Academic

Notify | ID Name = | units| Program - Plan - Subplan Add Dt
Basis Level
et T Undergraduate -
1| | Graded | 3.00 Crim & Crim Justice Stdies(BA) Junior 04/23/2012
Undergraduate -
2| @ Graded | 3.00| gociciony (BA) Senior 04/23/2012
Undergraduate - R
3| B Graded | 3.00 Saciology (BA) Senior 04/25/2012
Undergraduate - .
4 E Graded | 3.00 o 900 O ot idies (84) Senior 04/24/2012
Undergraduate -
5| @ Graded | 3.00 Saciology (BA) Sophomore (04/23/2012
s B Graded | 3.00|Yndergraduate - ) Senior 04/25/2012
"~ | womens and Gender Studies (BA)
7l B Graded | 3.00| Yndergraduate - Senior 04/25/2012

Communication Studies (BA)
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3 The roster will
default to Enrolled
students. Choose
an alternative from
the drop down menu
next to Enrollment

=~ AMCS 200 - 001 (3804 change class

Written and Oral Analysis (Lecture)

Days and Times Room Instructor Dates
Ra 08/21/2012 -
12/14/2012

We 9:00AM-11:40AM chel Carson Hall 68

Status.
1| B unior
Status Definition

Enrolled Displays students who are enrolled in the class.

Dropped Displays students who have dropped the class.
(Only displays when students have dropped the
class).

All Displays all enrollment statuses.

4 The roster will
display fields as they
relate to the student.

Note: The fields
display depending
on the selected
Enroliment Status.

Enrolled Students

Notify| ID Name

First “ 1-70 of 70 n (-1

Find | view anl | (5| #

Grade Academic

Units| Program - Plan - Subplan Add Dt Grade Dt

Undergraduate

10 Graded | 3.00 Cn;n&CnmJu;t\cE Stdies(BA) Junior 04/23/2012
Field Definition

Notify Allows email to be sent to the student.
For more information reference Lesson 4.

ID Student ID number.

Name Student’s name.

Grade Basis The defaulted or student selected grading
basis: Graded, Credit/No Credit, or ADM
(used for withdrawal or administrative
action)

Units Number of assigned units.

Program — Plan- The students program, major, and if

Subplan applicable, sub-plan.

Academic Level

Class level of the student at the start of
the term.

Status Notes Waiting, Enrolled, or Dropped.
Status Note Notes waitlist position if applicable.

Add Dt When the student added to the class.
Grade Dt The date the official grade was submitted.
Drop Dt When the student dropped the class.
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5 To export the roster

Class Roster
to an excel
spreadsheet click on v s 200001 (004) NS
" Wiritten and Oral Analysis (Lecture)
the E&X button. Days and Times Room snstructor
We 9:00AM-11:40AM Rachsl Carson Hall 68 Michael Ezra 08/21/2013 -
12/14/2012
Note Pop_ups must “Enrollment Status  Enrolled - \
Enrollment Capacity 46 Enrolled 42
be enabled to
olled de A iy = 4
download |nt0 excel Notify| 1D Name E'Bda Units|Program - Plan - Subplan ‘L‘:::I'""i( Add Dt
See HOW to Enable il B | Graded | 3.00 g’r‘idr;?'srgfi'::i;maStdi“(m) Junier 04/23/2012
n n - 2l B v Graded | 3.00 ;ggf’ d;’;‘:‘?' Senior 04/23/2012
POD UDS In MOSt 3l @ |v Graded | 3.00 ggg‘ E‘;‘A? Senior 04/25/2012
Browsers 18] Order to a @ |v Graded | 3.00 ;:3‘ ental Studics (BA) Senior 04/24/2012
_ s| B |s Graded | 3.00 ;"d EJE?A?- Sophamare 04/23/2012
turn off your pop-up o2 G Sacog 21
raded | 3.00| e e S (] Senior 04/25/2012
bIOCker' 7| B |- i Graded | 3.00 g’;fffﬁi‘;;ﬁ"smd‘gmm Senior 04/25/2012
6 If you would like to
Faories - | Main Moo~ + Saff Senice = » Faculty Caals = 3 My Sicheduls
|00k up a phone - Vome | Wondsl | WCrmelComos | AdimFandss | Signod
SONOMA
-
number for a student, —
click on the Related o R e | o s
Y sckeediule o8 rede rowter
Content link. Clos Bt
© RGO 494 - DOZ [I00]  hange sl
Soaca Tosies I Lesomics - Cyasttatvs Haseng (Samined]
[ -
Moe Hal 326 Stwrean Coalar OUININE
e

7 Select Phone Nbr
Look-up from the
drop down menu.

Related Content

W

Phaone Mbr Look-up
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8 Your screen will split
in two. You can use
the fo”oWlng Sym bOI | Facuty Umer Awsar Cester b Ulsss Search

Cass roster grade rosier

"""" (lass Roster O
tO make the |0wel‘ v Related Content Phoae b Look4p =
part Of your screen §SU_CC_PHONE_NER_LOOKUP
bigger or smaller. )

Tem

View Resuils

9 Enter in the ID of the
student and the ID:

current term. IDs can Term: Q
be located on the
class roster. Use the
magnifying glass to
search for the term
you would like to use.

10 Click on the view
results button. View Results

11 Your reSUItS for the §5U_CC_PHONE_NBR_LOOKUP
student will display. =

Term: 2147

View Resulls

Download resultsin: Excet SpreadStiest CSvTeatFile JMLFie (1 kb)

1 Last First Kame Phone

12 If no results display
then it means the
student’s ID is wrong
or the student is not
active in the term you
entered.

|
Student Records

FACULTY - http://www.sonoma.edu/it/cms/documentation/
Last Updated: 5/12/14



SONOMA

STATE UNIVERSITY

PeopleSoft Student Records 9.0

Lesson 3: Entering Final Grades

Navigation: Self Service > Faculty Center > Grade Roster icon (Eﬂ) next to the class

Introduction: Faculty members have access to the rosters of the classes that they are assigned to
teach. The following lesson will walk through the steps necessary to enter final grades into the
system. Grade rosters are only available for entry at the end of the semester, typically one week
before finals.

Note: The names and IDs of students have been removed to protect privacy.

Grade Roster will
contain the class
details. Click the

change class | button
to go to a grade
roster for another
class.

Click the Display
Unassigned Roster
Grades and click
Save to view only
those students with
no grade assigned.

Step Directions Screenshot
1 From the Faculty
Center, click on the i = e
Grade Roster icon
(&) to open the class | | # mEeemmemm o e e san
roster. iif 50 13804)  (Lecture) Hall 68 Dec 14, 2012
2 The top part of the

I Faculty Center | Advisor Center ‘ Class Search ‘

| my schedule | class roster ‘ grade roster ‘

Grade Roster

AMCS 200 - 001 (3804) change class

Written and Oral Analysis (Lecture)

Days and Times Room Instructor Dates
We 9:00AM-11:40AM Rachel Carson Hall 68 08/21/2012 -
12/14/2012

Display Options: Grade Roster Action:
*Grade Roster Type Final Grade - *Approval Status Not Reviewed - save
isplay Unassigned Roster Grade Only [}

Note: It is recommended that faculty click the save
button frequently, even if data entry is not complete.
This will ensure that no data is lost.
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3 The bottom part of
the Grade Roster will
provide a data entry
field for each student.
Individual grades can
be submitted by using
the drop down.

Alternatively, grades
can be entered in
groups by following
Step 4.

Student Grade =»
i) Name Bl o e N Tars
Grade |Grade |Basis
Undergraduate -
0| GRD | Crim & Crim Justice
Stdies(BA)
A Undergraduate -
O| 2 v A GRD | inesiology (BS)
)
o Undergraduate -
B s 5 GRD | sociology (BA)
c Undergraduate -
0| 4 c+ GRD | Crim & Crim Justice
c- Stdies(BA)
D
D+
B| s E' GRD
1
P
B s WU GRD
Bz - GRD

T
ind | view a1 | B |

Level Grading Basis

Junior Graded

Junior Graded

Senior Graded

Sophomore Graded

Junior Graded

Senior Graded

Senior Graded

Note: If WU is selected, a field will display for faculty
to enter the last known date of attendance after the

grade roster is saved.

4 Grades can also be
assigned in groups
which can be helpful
for large capacity
courses. Check the
boxes for all students
to be assigned the
same grade. Atthe
bottom of the roster,

Undergraduate -
Political Science (B4)
Undergraduate -

= M GHE] Kinesiology (BS)
Undergraduate -

69 - GRD |Human Development
(BA)
Undergraduate -

Psychology (BA)

View All | E | Download Rows 1 - 70 of 70
Select Al Clear Al
- <- add this grade to selected students ./ |

elected students notify all students _© |

Senior Graded
Graded
Junior Graded

Sophomore | Graded

is clicked, a reminder
to approve the grade
roster will appear.

Note: The same
message will appear
if all grades are not
entered.

CI iCk the ter Advisor Center Class Search
|<- add this grade to selected students | _Class foster Grade Roster
Click Save.

5 Once the Save button _—

@is Grade Roster is not complete (SDSDD,ED

Registrar's Office.

5

When all grades have been assigned please remember to set the Approval
Status field to Approved and click save far your grades to be submitted to the
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6 Once all grades have
been entered for the
class, return to the
top of the roster page
and select Approved
from the Approval
Status. Click Save.

Display Options: Grade Roster Action:

*Grade Roster Type save l

Mot Reviewed -

Approved %
Not Reviewed |

Final Grade - *Approval Status

B Display Unassigned Roster Grade Only

7 A confirmation
message will appear
once the class is set
to Approved and all

Gnu have successfully completed Grading for this class (30500,1) )

The grades for this class have been submitted to the Reqistrar's Office and will

look up a phone
number for a student,
click on the Related
Content link.

grades have been . Remart. Fissss comiact e Regitrars e oL 862776 with any quostons.
saved. N
Note: To go back and change grades before they are
officially posted by the Registrar, change the
Approval Status (Step 6) to Not Reviewed.
8 If you would like to

Faortes~ | Main Mecu= = Salf Serice =+ Faculty Canter = = My Sthedubt

S e
SONOMA

“rade Rstes Ty | gt G

9 Select Phone Nbr
Look-up from the
drop down menu.

Related Content

W

Phaone Mbr Look-up

Student Records
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10 Your screen will split
in two. You can use
the following symbol

to make the lower
part of your screen
bigger or smaller.

aculty Center Advisar Center

Grade Roster

Phioe Nbv Look-up

§5U_CC_PHONE_NER_LOOKUP

[ 14
Term

Ve Hesuls

11 Enter in the ID of the
student and the
current term. IDs can
be located on the
grade roster. Use the
magnifying glass to
search for the term
you would like to use.

Term: &'}

12 Click on the view
results button.

View Results

13 Your results for the
student will display.

$5U_CC_PHONE_NBR_LOOKUP

I 001643283
Term: 2147
View Result

Download results in - Excel SpreadShest CSVTatFle MULFIe (1KD)

14 If no results display
then it means the
student’s ID is wrong
or the student is not
active in the term you
entered.
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Lesson 4: Notifying Students from the Rosters

Navigation: Self Service > Faculty Center > Roster (either the Class or Grade Roster)

Introduction: Faculty members are able to notify students via email from the class or grade roster.
Emails can be sent to individually selected students, or the entire class. For purposes of
demonstration, screen shots from the class roster are shown below. The functionality is the same if
sending notifications via the grade roster.

Note: The names and IDs of students have been removed to protect privacy.

Step Directions Screenshot

1 Click on either the
class or grade @8 classroster B craceroster B Learning Management
roster icon for the
desired class. B0 Ao ISAEE rreieieoa 65 T soew T

'[ ! (3696) Community (Lecture) Hall 68 Dec 14, 2012

2 To notify one
student, click the Notify| 1D Name orace | units
name of the_ . i @ Sonoma, Sally |Graded | 3.00
student. This link iz
will connect directly 3
to the email
program.

13
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3 To notify multiple
students, click the
’ . Grade :
boxes next to each Notify| 10 Nome Basis |"™
individual. 1 1Sonoma, Sally|Graded | 3.00
2 k} 2%onoma, Sally Graded | 3.00
Then, click the =~ :
button losated at & o | o R
the bottom of the Select Al Clear Al
rOStel' notify selected students | notify all students
Skip to Step 5.
4 To notify the entire —
. Undergraduate -
class, click the | O Graded | 3.00 i Clony (52)
| notify all students | at the \
bottom of the roster. sezcthl Cleacsl
notify selected students | notify all students
5 An email box within 1
. Class Roster
MySSU will appear
W|th the emall Send Notification
add resses Of the Type e-mail addresses in the To, CC or BCC fields using 2 comma as a separator.
Notification from Michael Ezra
students populated d
. . From: @sonoma.edu
in the BCC: field. oty gsonoms.sds
This will keep the
students addresses
hldden from Other Clsonoma@snnoma.edu, 250nnma@snnoma.edu>
recipients.
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6 Enter the subject

and message text In Subject: [<From the desk of faculty=
the approprlate Message Text: f Enter message text here.
boxes.

Once the message
is entered clicked
on the Send

SEND NOTIFICATION

s

Notification button.
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