in Faculty Center

Accessing PeopleSoft Faculty Center
Log in to MyU.umn.edu with your Internet ID and password.

Click on the Teaching tab to view
your classes. Use the arrows to m
navigate to another term.

) Fall 2014 &

To get to the Faculty Center, click on

the Grade Rosters link by a class.

Grade Rosters are generated near the end of the term. You must be given grade access on the class section (as
primary instructor, secondary instructor, teaching assistant, or proxy) by your departmental scheduler in order for the

grade roster to appear in your Schedule or under the grade roster sub tab.
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Entering Grades

Use the Grade Upload
button to upload grades
from a .txt or .csv file.

1. Select Final

Grade from
the Grade *Grade Roster Type Final Grade *Approval Status  Not Reviewed 3. While the Approva|
Roster Type Status is set to Not

dropdown. Reviewed, grades
may be entered and

Saved (You do not

2. Select the

Roster
Grade

student’s have to enter all
grade from grades to Save).

the Roster 4. Once all grades are
Grade drop- entered and ready for

submission, change
the Approval Status
to Approved and click

down menu.

h
\l/Jisein:II link Save. Grades will be
to display all posted nightly.

students at
once. Or use the
arrow buttons

Note: Use the Approval

Status of Ready for Review
if a primary instructor
needs to review the grades

to navigate to and then submit them.
additional rows. If a grade of F or N is entered,
the Last Date of Participation
Use the <- add this grade to selected field will automatically open, and
students button to add the same grade a date must be entered.

to selected students, or all students.

5. A confirmation message will display. Click OK.

Message

Grades have been submitted to the registrar. (28000,1118)

Grades will be available to students online in 24 hours.

6. To enter grades for another class, click the  change class | button to return to the My Schedule tab. Then, click
the [Ef grade roster icon by the class.
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