Campus Solutions
Entering Spring Semester Grades

To enter spring semester grades:

1. On the Registrar's web page, click the HWS n
PeopleSoft Website link !#g HOBART AND WILLIAM SMITH

ACADEMICS ABOUT HWS

ADMISSIONS ATHLETICS STUDENT LIFE HWS

OFFICE OF THE REGISTRAR

Office of the Provost

chsity Students are encouraged to visit
Etration, drop/add, view class
5, course descriptions, student

schedule, check final g‘ladu

account Information, financial aid and a schedule of dasses Reglﬁlcr
— for the semester,
Whe W Are for classes
. Faculty can use this site ar any time to view faculty -
R g schedules, dass ists, contact advisees, advising information, On,llne
Sarvices course enrollments, and post final grades. Currently

supported browsers for the HWS PeopleSoft website are

FERPA - HWS Guide to Internat Explorer, Firefox, and Safar.
z g otidacs

2. Log in with your user ID and password (which is

the same as your HWS Network ID and password) HOBART AND WILLI

Admissions | Abot
Personalize Wed, Oct 19, 11 212PM

Password:

Sign In

HODART

WILLIAM SMITH
O ES

LEGES

3. Click on Self Service

Personalize Content | Layout

[: Iy Favorite

 Self Senice |

[ Campus Community

[ Records and Enrollment
[» Curriculum Management

4. Click on Faculty Center (Menu @
Search:

[» My Favorites

EdSelf Senvice

[» Campus Personal Information
b|Faculty Center
[ Aavisor Center

[» Search

. = -
5. Click on My Schedule E—
®

I My Favorites
I Self Senice
[» Campus Personal Information

Grade Roster
Gradebook
Assignments
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6. Be sure you are viewing the

current term (Change the term, ‘( Faculty Center W Advisor Center W Search W Learning Management \I
|f necessary) | my schedule || class roster || grade roster |

Faculty Center

My Schedule

Spring 2016 | Hobart and William Smith change term | View Personal Data Summary
7. On the ClaSS to grade, Cl ICk the Select display option: ® Show All Classes ) Show Enrolled Classes Only
Grade Roster button & = = 5 B
My Teaching Schedule > Fall 2014 > Hobart and William Smith
-,'\e‘.‘,:|||| H L 15075 L
Class Class Title Enrolled | Days & Times Room Class Dates
Intro Topics: (Lacture) 37 MoweFr 10:10aM - 11:05aM (D Ser 1. 2014-
- Dec 12, 2014
e & O TuTh 8:43AM - 10:10AM @ oo o204
- Dec 12, 2014
i ' . 3 3 We 1:30PM - 5:00PM TBA Sep 1, 2014-
(Laboratory) Dec 12, 2014
s r A 8 Th 1:30PM - 5:00PM TEA Sep 1, 2014-
(Laboratory) Dec 12, 2014
ie B Independent Study 1 TBA TeA Sep 1, 2014-
(Lacture) Dec 12, 2014
8. Confirm the Grade Roster type is
Display Options: Grade Roster Action:

Final Grade “aoprovaistatus  [NorReversd ] save |

O Display Unassigned Roster Grade Only

9. Confirm the Approval Status is Not

Reviewed

Grade all seniors first.

10.0n the student to grade, click an
entry in the Roster Grade Roster [offical larade |, 0r, Level

Grade |Grade |Basis
column

Name
O] e [ e | |

&

L]
If issuing grades of |, D, D-, D+, F or
NC, click "Transcript Note" to C1] =| —|— = eme E Senier
provide a reason. -—

‘— - GRD | = icr

11.Click the Transcript Note tab

12. On the applicable student, click
Roster Grade |Official Grade

the Note link [0

—
O —— —

O > fo— — v it
O — | — - ote
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13.Look up the Note ID that
P . Transcript Note

corresponds with the grade by

clicking the magnifying glass icon ID 1012
Term Spring 2011
Subject ARCH Catalog Nbr 450
Class Nbr 3515 Section o1
Description Independent Study
MNote ID |:|

14.Select the Note ID

Look Up Note ID

SetiD: HW301

Transcript Note ID: begins with
Description: begins with -

LookUp| Clear | Cancel |EasicLookug

Search Results

View 100 First | 1-4of 4 | Last
Transcript Note ID|De scription

o D Grades

E F Grade

| | Grade - Incomplete
NC MNC Grade

15.Enter the desired information into the

Transcript Note field NeteID |1 |Q IGrade- Incomplete

Transcript Note

The Note ID will be filled in by default. sequence Number [ 1] =
Enter the text in the designated area. Transcript Note
(You are limited to 254 characters. Add &2

any additional notes/text by adding
new rows using the + sign.)

16.Save the note by clicking OK

OK Cancel
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17.Continue until all seniors
have a grade

Note: It is possible to enter a
partial list of grades (which you
must save in order to retain
your efforts.)

18.Click Save

Note: If you forget to include a
note for a grade of I, D, D-, D+,
F, NC, or DCR a message will
appear when you click Save.

Display Options: Grade Roster Action:

*Grade Roster Type  Final Grade - *Approval Status Mot Reviewed - save |
Display Unassigned Roster Grade Only
iD |Name Roster Grade |Official Grade
1 | L] 1 - Note
2 | [ ] A v Note
3 |— B v Note
J— | c— Ty Note
View all | E | Download Rows 1 - 15 of 15
Select All  Clear All Printer Friendly Version
- <- add this grade to selected students I

notify selected students I notify all students

w
>
m

All students with 1 D F ar MC grades must have reasons for grades

Students with an |,D,D- D+, FMNC, or DCR grade must have a reason entered under the Transcript Mote tab for that student. The
grade roster cannot be saved until all reasons forthese grades are entered.

OK |

To officially post grades you have saved, the Registrar will run an overnight process (during the
grading period) to post all grades saved. Once grades are posted they appear in the Official
Grade column and students can view grades in self service via the PeopleSoft Student Center.

For the purposes of this tutorial, senior grades are now posted.

If you have additional students
grade, return to the Student
Grade tab to grade them,
following the previous steps.

19.When grading is complete for
all students, click Save

Hobart and William Smith Colleges -

Display Options: Grade Roster Action:
*Grade Roster Type Final Grade - *Approval Status Not Reviewsd - save I
Display Unassigned Roster Grade Only
ID |Name Roster Grade |Official Grade
1 | L. ] 1 v Note
z | [ ] A ¥ Note
: | o— — B v Note
J— | co— Bl Note
Wiew all | E | Dovmload Rows 1 - 15 of 15
Select All Clear All Erinter Friendly Vearsion
- <- add this grade to selected students |
notify selected students I notify all students I
SAVE
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20.When grading is complete for
all students, change the
Approval Status to Approved

21.Click Save

Display Options: Grade Roster Action:

*Grade Roster Type Final Grade - *Approval Status Approved - I save ”

Display Unassigned Roster Grade Only

To officially post grades you have saved, the Registrar will run an overnight process (during the
grading period) to post all graces saved. Once grades are posted they appear in the Official
Grade column and students can view grades in Self Service via the PeopleSoft Student Center.
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