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           TO:   	Faculty & Department Chairs
     FROM:	Dr. Diane Douglas, Registrar
      DATE:	December 12, 2011
SUBJECT:	Grade Submittal for Fall 2011 Semester
Grade rosters will be available Monday, December 12th  at 9:00 a.m.
Grades must be entered by Friday, December 30th at Noon.

The final grade rosters for Fall Semester classes will be available on 12/12/10  after 9:00 a.m. for you to begin entering your grades.   

Departments must ensure an instructor is listed on all the rosters and that all adjunct instructors are aware of grading procedures and are forwarded this email. 

 Steps to Enter Grades:
 
Login into the E-Hive.  If you don’t know your User Name or password, contact the technology help desk (SWEN 1061) at 715-394-8300 or toll free at 1-800-806-2890.  

Under Self Service, click the Faculty Center, your grade rosters will be listed. Select the grade roster icon, located directly to the left of each class, to display each of your rosters. To display all rows for larger rosters, select the View All link lower left of roster. If a class is missing, contact your department’s academic associate to make sure that you have been added as faculty for the respective class. 

Enter a grade for each student on the roster using the down arrow which displays grade choices.  Do not use the NR grade.  This grade is for Registrar’s Office use only.

If you enter an “I” (Incomplete) grade.  Incompletes will automatically lapse to an F, if you do not submit a Change of Grade form prior to the end of Spring term.

XF Grade Assigned for Students who stop attending.  In place of administrative drops, faculty must submit a grade of XF with a date of 9/5/11 (this is the day before classes start) which indicates to Financial Aid that the student never attended the course.  
For students who attended the course but then stopped coming (walked away), faculty must submit a grade of XF with the date the student last attended class.  This indicates to Financial Aid that the student actually attended but walked away.  
To enter a date, click the Transcript Note tab, then to right of the student’s name click the Note link.  Here enter a date as XX/XX/2012

Change the Approval Status (located above roster) from Not Reviewed to “Approved” by selecting the down arrow and then click SAVE at the bottom of each roster.  Take a good look at the roster as you page down to ensure grades are entered for every student. 

To enter grades for another course, go back to the top of the page and click “change class” green button.

The Registrar’s Office post grades on Friday, December 30th.  When you approve your rosters, students will be able to view their grades.  

 To print a copy of the grade roster for your records, click the printer icon on your browser or click on FILE>PRINT on your browser’s menu bar.  
 
Names of faculty who do not submit grades by 12:00 noon on 12/30/11 will be reported to Dept. Chairs, and the Provost.

 Further help (with screen shots) is available:
Click on “HELP!” located directed directly under the User ID and Password on MyE-Hive Login
Click on “Faculty/Advisor Help” (left-hand menu)
Click on “Grade Rosters” link
Page down to “Entering Final Grades”
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