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Courses InTouch - Online Grading
Training & User Guide

1.0 Introduction

Penn is launching a new online grading system in Spring 2007 that provides instructors with a flexible and
user-friendly interface for posting final course grades to student records. This system is an addition to the
Courses InTouch suite of web-based applications on U@Penn, which already includes Class Lists and
Course Problem Notices.

The CIT Online Grading (OLG) System will be used for submission of all final course grades, effective as
of the Spring 2007 term, and replaces the current hardcopy OPSCAN grading forms and paper-based
grade change forms. The Grade Change process is part of the new online application. As with the paper
forms, the online process will be routed to divisional or school offices for review and approval.

The new OLG system includes integrated workflow, status reporting and several levels of security roles to
enable submission of grades by a grading proxy. Automated email alerts will inform instructors when

classes are available for grading and remind them of associated deadlines. Grades can be entered using
the basic online screens or uploaded from an Excel spreadsheet or extracted from the Blackboard system.

School offices will have flexibility in managing and overseeing the grading process, and be able to monitor
the status of grading for their courses and students.

Instructors and grading proxies will only be able to access grading functions for course-sections for which
they have responsibility. Policies regarding security access will be on a school-by-school basis and carried
out by the CIT School Administrators. In addition to teaching faculty, other individuals may be assigned
access to the grading system as “course” or “subject” proxies.

NOTE: The User Guide for CIT Class List and Course Problem Notices is available separately on the
Registrar's Home Page http://www.upenn.edu/registrar.
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2.0 Online Grading is Easy as 1-2-3!

You are notified by email when your courses become available for Online Grading.
1 Go to Courses InTouch at http://www.upenn.edu/isc/apps/CoursesinTouch/ and login
. using your PennKey and associated password.

4 Instructor

2 Choose Select Courses or

. Course Summary from the
Online Grading menu, and
then select the specific
course-section to be graded.

Course Summary

Please click the [Select] button to display the Course Summary.

Enter Search Parameters and chck [Select]
Select Term: [2006¢ (Fall) 5] Fiteron: [y 7] Courseld:
[ o | = T —

| Sdoct |
= Class List
¥ Course Problem Notices 126t7 s e
Select Courses | [y e [ Ve W Ve Lo Y
: S AN Fuly Sibmitted  AS 3 12/07/2006  DAD4/2007 091572009
Select data from the lisy ENF o Fuly Submitted  AS 12/07/2006  01/04/2007 09/15/2009
S——— FITFTR Overdue Partaly Scbritied A5 12/07/2006  OL04/2007 09/15/2008
) Courses e | 1 Fully Submitted  AS 12/07/2006  OU04/2007 12/21/2006
InTouch Term: IW_ LT 5] Overdue Partally Submitted A5 12/07/2006  D1/D4/2007 0915/2009
: Course: URBS 254601 Fuly Submitted 45 cas 12/07/2006  OU/04/2007 09/15/2009
R ~099- 7 ; ] Fuly Sbmitted 46 12/07/2005  D1/D4/2007 09152009
ot E Papes 1
* Class List RUSS-0-48-403: Rise & Fall of Russ Emp |
¥ Gtk okioss HIST-160-201: Strategy Policy & War . trator.
> f,:;t;;:::“ Courses InTouch
z = University of Pennsylvania, Unauthorized Use Prohibited Date: 02232007
3 Enter the appropriate grade for each student and SAVE or SUBMIT.
.

- You may save at any point in time (allows for editing).
- You may partially submit at any time.
- Once submitted, only a change of grade action can alter the grade.

Online Grading Fall 2006
Class: HIST-048-403: RISE & FALL OF RUSS EMP

Instructon(s): Myl Tl

T Inst ructor

Status: Mot yel submitted
Avalable Date: 12/07 /2006

Due Date: 0104/ 2007
Auto Grading Date: IS %

r r r
Stdens, Fift EOesms oo dEseean g0 L CCCCOCCOCCRCCCCC ey
» Class List A+ A M- B+ B B-C+ C C-D+D F 5 U 1 1 NoShow
¥ Course Problem Notices Ak T o w mmse ® CCOCCCCOOCOROCOCEC
* Create Notices o - Ab A J= B+ 8 B-C4 C C:D+ D P F 5 U T NoSow
+ View Notices
Tl ! el ] e ae e  al d wed
v G Student, Fouh ey COL MISTO®AD P
S G = o a.aa-e.au-c.::-n-:F:u!ﬂm%m
e Sunsmary
Studen, Second xoms oL ey m D CDCCCCOCOonOCOOOC =
At A A B4 8 B:CeC CDED F 5 U | I NoPew
R e E R R e
Student, Sadh IEmcows BAS WESTOEM0) R
lo)i-ﬂoﬂb-ﬂ*tﬂ-t“bb‘:Uimhm
Stens, Thid s e m CCCCCCOOCOCORCOCCCCC oy
At A A B4 8 B-C+ C C-D+D P F & U 1 NoSom

E:
I
_F

submit a Change of Grade; check your grade spread/statistics; review the history of

For details on how to Upload/Download the grade sheet in Excel and Blackboard;
§%§ each transaction; and more, please refer to detailed sections of the User Guide.
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3.0 Basic Concepts

3.1

3.2

3.3

3.4

3.5

3.6

Who will have access to Grading Courses?

= Instructors and TA’s — Instructors and TAs will have the ability to use online grading for
any course sections to which they are assigned in SRS (on screen 132).

» Subject Proxy - Departmental or Program Staff. This user may be given privileges to
perform online grading for all course sections in a subject area. [Policy on the use of
this role will be set by the individual schools.]

=  Course-Section Proxies — Coordinating faculty or graders (with 0% load). This user may
be given privileges for a single course section or multiple sections within a given term.
Grading privileges may expire on dates determined by the CIT School Administrator.

= CIT School Administrators — School Staff. This user will have high-level privileges and
will be responsible for managing configuration according to school policies, as well as
for ongoing oversight and local support. Configuration includes setting the timeframes
for the onset of grading and associated due dates. CIT School Administrators will also
be able to submit grades and/or grade changes for any courses owned by the school,
and approve grade changes for students within their division.

What does Online Grading mean for an Instructor or TA?

You will have the ability to:

= save grades prior to final submission

post final grades directly to the Student Records System (SRS)

submit final grades for a subset of enrolled students in a course section

submit grade changes online

import final grades from Microsoft Excel and extracts from the Blackboard system

How will you know when you may start submitting grades?

You will receive automated email notifications letting you know:

e The date courses are “available” for grading and the date that grading is “due”
e |f grading for any course is “overdue”

o When grade changes you have submitted have been “approved”

What are you able to do within Online Grading?

e Save — You may enter and save grades until you are ready for final submission to SRS.
A saved document may still be changed.

e  Submit — Prior to final submission and posting, the system will display a confirmation
screen enabling the user to review and verify the accuracy of the grading entries.

e Partial Submission - The system provides the ability to submit grades for a subset of
students enrolled in a course section.

Where can you see the Status and Due Dates for Grading?

Authorized users can see the grading status of courses for which they have grading
privileges, both at the top of the Grading screen and on the Course Summary Screen. The
available and due dates are based on parameters established by each CIT School
Administrator prior to the onset of grading for each term. Due dates are determined by the
Registrar’s Office according to guidelines set by the Provost’s Office.

When will Online Grading be available?

Effective April 3, 2007, the CIT Online Grading system will be available 7 days a week on
an ongoing basis, with about an hour’s outage daily between the hours of 1:00-5:00 AM for
background data loads and maintenance. A message will appear at the top of the screen
to alert you if the system is, or is about to become, unavailable. Additional outages may be
scheduled occasionally, as need for software upgrades and security patches.
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4.0 Selecting Courses

Enter Courses InTouch as you would normally, from the U@Penn Portal or you school’s home page. You
will need your PennKey and associated Password to complete your login.

The Courses InTouch menu has separate items for Class List, Course Problem Notices and Online
Grading, as shown below. Note that there are convenient links for Advisor InTouch and online Help at the
top of the screen.

Choose “Select Courses” from the Online Grading menu. Highlight the desired course and press
[Continue].

3 CIT Applcation - Microsoft Intemet Explorer provided by SRFS Systems Sopport = _‘LEI_EI
Be Eot Yew Fgwotes ook Heb Lris *|

l’ ._ I“'lr-h‘ et Gio :-'.! Instructor II.:

I'.';'H p o ']]"1 Select Courses

Select data from the ists below to grade or view grades:
C I I Courses . SearchCatera |
i InTouch Term [z006C (Fam) =]

Course: [ BENF-099-003: Ben Frankln Ind Study: Universities, Urban School = | =

BENF-0%59-003: Ben Franklin Ind Study: Universities, Urban School

ANTH-252-601: Cultr] Values Hodrn Amer
URES-254-601: Cultrd Values Modm Amer
URBES-300-301: Fieldwork

HIST-048-403: Rize & Fall of Russ Emp

* Class List RLIS5-048-403: Rise & Fall of Russ Emp
¥ Course Problem Mothees HIST-160-201: Strategy,Pa B War . brator.

: Er:;!r::l':ﬁﬂ Courses fnTowch

i 2 University of Pennsylvania, Unauthorized Use Prohibited Date: 02/23/2007

¥ Online Grading

* Select Courses

* Course Summary

=

Cross-listed sections will appear separately in this list, but will be combined on the Grading Screen (see
next section).

Important — Logging Out

If you access the Courses InTouch application from the U@Penn Portal, you will be automatically
provided with the convenience of a “single sign-on” capability, which will enable you to use most of
the PennKey authenticated Portal applications without having to re-enter your PennKey multiple
times.

You can end your Online Grading session by using the [Log out] function at the top of the screen, or
simply close the window at the [X]. Please be aware that you are still “logged in” to all PennKey
authenticated applications until all browser windows have been closed.

If you do not complete this process, your computer may remain logged on to your PennKey account
for up to 2 hours before it automatically disconnects, leaving other PennKey secured information
accessible on your desktop. This is particularly important if you use a public or shared computer, but
is a recommended as a best practice in general.
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5.0 Grading Screen — Overview

The Grading screen displays all students enrolled in the course/section, and provides grading “bubbles” for
each, according to the each student’s home school grading scheme.

Cross-Listed Courses: Students in all sections of cross-listed courses are combined on a single
Grading Screen, under the heading of the primary section. The “Section” column indicates the specific
section in which each student is enrolled.

No Show: This grading option is provided for situations where you have no record of a listed student
being in the class. Selecting the No Show bubble will update the student’s record with a grade of ‘GR’
(No Grade Returned) in SRS.

Available for Grading: Courses typically become available for grading approximately a week before the
end of classes. This date will appear at the top-right of the Grading screen. Note: If a course is not yet
available for grading, you can still pull up the Grading screen, but no grading “bubbles” will show until
grading becomes available for the course.

Due Date: This is the date you are expected to have your grading for the course completed, according
to Registrar and Provost guidelines. Once this date has passed, your grading becomes “Overdue” and
you will be reminded via email on a daily basis until the grading is completed.

Sorting: There are “sort” options for every column on most screens, indicated by a ¥ next to the field
name in the heading of a column. This enables you to sort by Name, PennlD, Section (useful for cross-
listed sections), by class level, etc.

Audit or Withdraw: If a student is officially registered as auditing the course, or has withdrawn from the
course, the system will display a grade of ‘AUD’ or ‘W’. These grades cannot be changed.

Advesor InTouch | Help | - Logout P Tnstructar
Online Grading Fall 2006
Class: HIST-D48-403: RISE & FALL OF RUSS EMP Sratus: Mot yel submitted
Avalable Date: 1207 [ 2006
Due Date: 01042007
Irstructons): My, Tiisslea Autid Grading Date: INNLL HERS
g ok, Fifth ETUNED oL !su-l‘l"'t"n:‘nl‘l"r"-."q‘r":"n:‘-l"r"f"nl‘ m
A+ A A- B+ B B-C+ C C-D+ D F 5 U [ I NoShow
B
: A =-p 2 cocOocCcoOccOO OO0
Cross—_l_lsted NS WD W MG R e B R CeS BeDeD P E %D :er-amm
Sections e ‘i e e e e e
hudent, Fourth Al HISTOAR40E  FRL
| SV o Av A A= B+ B B=-C+« C C:De D F S U [ ﬂhﬁwm
Student, Second :..:.._-:icu-:smiﬂ:-:snrrﬁ'ﬁrrrﬁprr'ﬁ'ﬁrr'ﬁ‘:":r‘
= = A+ A B+ B B-C+ C C:D+ D F 5 W | rl‘ml Grading schemes
E .
Student, Soh Lwimwmlnr‘r‘-:‘“:“r‘r‘n:‘“rr‘r‘f‘::f;r‘rr; based on home
MANBERCOHE cBr D 8 u i%e==2l  school of each
Shudent, Third WIS MR HESTOMADY PR coooococoDoooooCo oo student
At A b B+ B B-C+ € C-De D PP 5 U 1 MoShow .
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6.0 Grading Screen — Save

You have the ability to input, save and edit grades until you are ready to submit them to SRS. To Save
grades, just select the [Save Grades] button at the bottom of the screen.

e YOU MUST SAVE YOUR OWN WORK: When entering or editing grades (prior to submitting them to
SRS), the system will not save your work. You must save your own work using the [Save Grades]
button at the bottom of the screen. If you accidentally exit from the screen or system without saving,
there is no way to retrieve your unsaved work -- you will have to re-enter all your input.

e Not Ready to Grade Some Students? If you are not ready to enter grades for certain students, leave
their grades blank and save or submit grades for your other students.

e History: Notice how the [History] button appears once a grade has been saved for a student.

If multiple instructors or TAs are grading a section, the History window will enable them to see who
performed particular grading functions.

e Grade Statistics: The [Grade Statistics] button at the bottom left will display a summary of grade
statistics for the course for all grades submitted and/or saved to date. You can also view this
information in a chart, select the [View as Histogram] button.

T e R - - :

Online Grading Fall 2006 Your changes have been wved.
Clvis: MIST-048-403: RISE & FALL OF RUSS EMP Status: Mot yel submitted
Avalable Date: 12/07) 2006
Dope Diate: 01/04) 2007
Instructon(s): Py, TEORES Auto Grading Date: =99 i M
ame ¥ [remnidbon V] eectio "l VG6rte ¥ |
" g e g e e e e e e e e ]
Sesient, Fifth I COL FUSSHMBNN] 5O
A+ A A-B+ B D-C+ E C:D+ D F §E U I nwmmm
ol o o O el e ol s o
5 I o ma-l y £
Pt ﬁh:ﬂMtS£A-AL!-!!-C-Ci:aﬂTFEJ:'nNamE
(I R R e
Stutent, Faurth mmamy COL HTTHEAI PR
' hAA-hll-c«cc-ufn-surummmm
Hrdei == PRBEE il o sl ol ol - o ol ol nl alfl ol ol ol ol v
SR B hqu--U“u-s“.lala-!a!!--d-\::-:aj'EU:ﬂ'anm
. ey [ o I S C A RS T Coar |
e Ae A A-Be B B-CH+C C-DeD P F 5 U 1 HoShww
e RO R CP E R E R EOR
Snudent, Thed drEPEE WE ST 3 I:ﬂ
¥ S Bt A A 84D BCeCCDsD P F 5 U 1 NoSuwm
| SersGretew | Bowns Subswionion_--
Grade Report HIST-048-403 Remember to
Fall 2006 SAVE your work!

This report only considers grades which have been saved or submitted.

[ 1s00%) | Asi(2s%) | Bs2(50%) | cs1(25%) | 0s0(0%) | Fsoo%) | other2 |

H 0 (0%) A+ 1(25%) B+ 1(25%) C+ 1(25%) D+ 0 (0%) F O (0%) Not Graded 2
A 0(0%) B 1(25%) c 0(0%) D 0(0%)
A- 0 (0%) B- 0 (0%) c- 0(0%) D- 0 (0%)
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7.0 Grading Screen — Confirmation & Submit

When you initiate the process of submitting grades by selecting the [Begin Submission] button from the
Grading screen, the system will present you with a confirmation screen that displays your grade selections
in a friendlier format.

Note: This screen will only reflect “new” grades you are submitting to SRS.

When you are satisfied that the new grades are correct, select the [Submit Grades] button to continue with
the submission. If you want to go back to the Grading screen and make additional changes, select the
[Back] button at the bottom of the screen. Once any course grades have been submitted, they cannot be
“‘undone”; they will have to go through Grade Change and approval process (Section 8.2).

e Partial Submissions: If you have not graded all students in the section, the screen will alert you by
displaying a red message, at which point you can continue with the partial submission or go back to the
grading screen by using the [Back] button. Note: This is only an alert; you are not required to do full
submissions.

e Grade Posting to SRS: Once you select the [Submit Grades] button from the confirmation screen, the
grade posting process will post official grades to the student’s record immediately, and the term-GPA
will also be updated. Note: Grades are posted to SRS in real-time and will be available on student
transcripts and Penn InTouch immediately.

e Grade Conversions: If grades need conversion, such as Pass/Fail, the reported grade will
automatically be converted during the process of posting to SRS.

e Two-Term Courses: Grades will need to be submitted each term, even if the final grade is
undetermined until the end of the second term. At the end of the second term cycle, any changes to the
final grade will need to be submitted as a grade change.

Online Grading Fall 2006

Class: HIST-048-400: RISE & FALL OF RUSS EMP Seatun @ Mot yet submitted
Irtrecion]: erpliboases, raredey Avaltse Date: 1207 2006
Do Date: 01704/ 3007

Aartn Grading Date: 9y E 2 HIDS

These statistics consides all entered grades for the course, nol just those being submitted now.

[ _motow) | aitzsw) | macews | it | oserew) ] rofew) | i

HoEw) A 1 (W) B 1 ) €+ 1 9% BeoEw) Fopw tet G e 3 Submit
A oW o1 c opw o oEw Grades to
b QBN b oW £ 0w & eEw SRS

A summary of the NEW grades you are trying to subsmit ks displyed below,
Please verify that the grades which are displryed below are cormect.

Shdent, P 1 =+ Ol LA e i+
Sacieen, Frat M " Bt " B
Fusdent, Pourt - el ST ~ [ ]
Lndert, Lacond e, | oo, YA i [ L3
i | St Gamies
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Once grades have been submitted to SRS, you may return to the Grading Screen. For students with
submitted grades, the grade(s) now display in the grade column and the bubble grading options disappear.

Your only option for additional changes is using the online Grade Change function, as described in the
following section.

Students for whom grades have not been submitted will continue to display with the grade scheme bubbles.

You can continue to grade, save or submit according to your needs, or change to a different course or
function.

The example below demonstrates how the Grading Screen will look after a partial submission. Not that the
status is reflected as “Partially Submitted”, and the grading bubbles still display for the un-graded students.

Current Gy [ETTTST N
Online Grading Fall 2006 Your changes have been saved,
Chss: HIST-048-403: RISE & FALL OF RUSS EMP Status: Partially Submitted
Axalabis Date: 1207 | 2006
Drue Diate: 01 /04 ) 2007
Irestripction] 5] Tl i i AutD Grading Date: ST "
s | Coure Sy T T
ianee ¥ | Pematd [ | Section T |00 Tlorade T
Sardern, FAH L OO RUSSOABD SO Ae | Chawge | History |
Sadert, Pt ER Ve SUSEOWM] SR B+ Changn
S, For N oo HSTOBE FROB g
Shucdera, Sacord . OO METREM R e | Changn | Vistory |
F R R e
Lo SN R REEOMINY R B I O BB R LR T e =3
it e L e DD D OO OB OO0 OO0 =3
k+ & A B+ B B-CH+ C C-0= 0O F F S LU [ BoSow
E?ZE.

Remember to SAVE your work!
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8.0 Grade Changes

Any user authorized to submit grades for a course section is also authorized to submit grade change
requests for students in that course section.

Most schools currently require a process where they approve all grade changes for students in their division
during the term in which the course was taken. This approval process is reflected in the new system. Each
school/division will designate a “grade change approver,” who has the ability to approve or deny the request
for grade changes. Requests submitted by an instructor or grade proxy will require approval from the grade
change approver. No grade change will get posted to SRS until they have been “approved”. (The OLG
system has a built-in process to notify approvers that a grade change request is pending.)

The following are allowable grade changes:
e Grade changes for any student that follow the grading scheme according to their primary school.
¢ Updating a “No Show” (GR) to a valid grade.
e Updating a “No Grade Reported” (NR) to a valid grade.

IMPORTANT: Grade changes can only be done in OLG for terms in the year 2000 and forward. To submit

a grade change for a term prior to Spring 2000, you need to complete a paper Change of Grade form and
submit it to the Registrar's Office.

8.1 Requesting A Grade Change

To request a grade change, simply select the [Change] button on the Grading screen.

A Grade Change Request window will appear indicating the Original grade and displaying the
student’s grade scheme for selection of a new grade. All grade change requests require an entry of
a “Reason” for the change. Select from a drop-down list of standard grade change reasons,
including Completed Coursework, Grading Error and Other. Comments are mandatory if the
reason of “Other” is selected.

Current and New Grades Reason

Imet ructor

e oo Do Do o

+ 8 FC+ C -0+ D F F 5§ U T @& Comranty

R O i B SR o
Prirury Mo FNCE

Frmary Crempon: WH

Epoari ter et Do LRS- Ol 403

Once you have entered a new grade and a reason, select [Request Change] to proceed with the
grade change request.
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After the request is submitted, you will be returned to the Grading Screen and see the grade
“change requested” notation. History provides audit trail of this request (See Section 9.0).

Alvimor InTowed | Help L weat (e T Insk ructor =]

Online Grading Fall 20086
O HIST-048-403: RISE & FALL OF RUSS EMP

Statiss: Partialy Submitted
Awalabie Date: 12/07 2006

Due Date: 0104/ 2007

AULD Lradng Date: NN & .

=L ] P
Saden, Féfm LS oL RUSSDABAD] 50
FRudend, P P W RSSO SR
Shudders, Four®y SDECNI COUL FOSTOASA0N. FR
ok, e P LOL FORTOMF] R
e e e
Sasderd, Soth e FESTOARA0)
e hliﬁhl-llnﬂ-ﬁtﬂ-ﬂq-an!ulfﬁh E
i S aA N DO O OTOC OO0 008 3
A+ A A- B+ 8 B-C+ C D+ D F F § U 1 NoShow
| Grace Staistics | | Sows Gemben | Bogin Scfwmvmon |

8.2 Grade Change Approval & Posting

Once a Grade Change has been approved, the new grade will display on the Grading page, with a red
asterisk to indicate that a grade change has been applied. Note the reference in the column header
for Grade to inform users that an asterisk indicates a changed grade, for which they can view more

details in history.

An automated email alert will be sent to the Instructor who requested the change, and also to the
Student for whom the change was made. See Section 12.0 for more information on email alerts,

along with examples.

Advinor Inlcsch  Help © Logout

Online Grading Fall 2006

Instructoe(s): g, Tess

Shuders, it
Shudend, First

Sacders, Fourth
SRS, S

Lt = R
W ELEE0A0
NG OO, HESTOMS40Y
LOL HESTOHRAN])

o]

¥ ¥AM

Shuderd, S TR fad nDITOAe0)

Snuchpnl, Third

o MR HISTOHB40) PR

Cass: HIST-048-303; RISE & FALL OF RUSS EMP

Pesn 1d fow ] soction ¥} 71

Crrent Group: RUTIE LTI

Status: Partially Submitted
Ayrplabie Date: 12007 F 3006
Drse Date: 010472007

Aubo Grading Date: B9, T

Upload Grade Floster
as § | Change | History
A * | Change | History |
5 | Change | Histery |
4 | Change | Histary |
= TR R LR R T
A% A ArBe B B Co C C:De D P F 5 U :mm—mm
Fol R sR sX eR =R ol sl sl =B sl =X ol o ol o8 =
A+ A A B B B-CH+C C-0+ D P F S U [ HoSow =

[ Save Grades | B Submisnon
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9.0 Grading Screen — History & Audit Trail

The [History] button will always show a cumulative trail of grading activities performed for a student in a
course. For course grades that have been Saved (but not yet submitted), this window will show who made
the latest update to the initial grade and when they made it. Once courses have been submitted, this
window will show the history of all other grading activities performed for a student in the course, including
the initial submission to SRS and any grade changes.

Grading History for Student, Sixth HIST-048-403 2006C

[Current Grade

Grade: A+

Grade saved, but not

™ yet submitted to SRS

Original Grade: A+
Originally Entered in Online Grading By: MRS M EXCH
Originally Submitted To SRS From Online Grading On:
Originally Submitted To SRS From Online Grading By:

Grading History for Student, Fifth HIST-048-403 2006C

Current Grade Grade
Sate: AL Submitted to SRS
Original Entry

Original Grade: A+
Originally Entered in Online Grading By: RIGINA H Bl{S
Originally Submitted To SRS From Online Grading On: 02/23/2007 01:36:38 PM /
QOriginally Submitted To SRS From Online Grading By: EIGIAN HEILH

Grading History for Student, First HIST-048-403 2006C

Current Grade Grade Change requested,
Grade: B+ " but pending approval*
Grade Change History
New Grade: A- " = E
g‘d Graf:é B+ Grading History for Student, First HIST-048-403 2006C
equested:
Date: 02/23/2007 01:39:21 PM
By: Eemih, Wrgmas H Current Grade
Reason: Grading Error Grade: A-
Comments: -
Approved?: Not Yet
Date: New Grade: A-
By: Old Grade: B+
Comments: Requested:
Date: 02/23/2007 01:39:21 PM
By: Eemih, Lrgma H
Reason: Grading Error
Original Grade: B+ Comments:
Originally Entered in Online Grading By: B TRA H NELH Approved?: Yes

Originally Submitted To SRS From Online Grading On: 02/23/2| = Date: 02/23/2007 01:41:32 PM

Originally Submitted To SRS From Online Grading By: FibGina. i By: :‘:n:; :""'-' L

P 0o Entry

Original Grade: B+

Originally Entered in Online Grading By: BBCIRE H NTiH

Originally Submitted To SRS From Online Grading On: 02/23/2007 01:36:39 PM
Originally Submitted To SRS From Online Grading By: FlbGIRa. % KOCH

Grade Change
Submitted to SRS
(approved®)
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10.0 Course Summary

The Course Summary screen will present you with a list of courses for which you have grading
responsibility, with an indication of the grading status and important dates related to the grading process.

You can see which courses are ready for grading, which ones are completed, and any courses which may
only be partially submitted or overdue.

Selecting any course from this list will take you directly to the Grading Screen for that course.

%¥ Penn
CIT?&?.;:::

| m-r“ | m‘ I _ Log oart wﬁ* Instructor -

Course Summary

Search

Please chick the [Select] button to display the Course Summary, Parameters

Enter Search Parameters and dick [ Select]

Coect Term IM (Fall) - Filter on! |ﬂ ;i Course Id:
| Dptinaly : _
= Class List
Search Results: 1-7ef 7 Pages: 1

¥ Course Problem Nobices
* Creabe Nolioes
= Wirw Mothors

m-mmmm-m

Fully Submitted  AS 12072008 ':'I.IH'?WT 1520059

'_":::::’:::;'L Fully Submitted &S 12007/2006  01/04{2007 09/15/2000
+ Course Summary | Overdue Partaly Submitted AS 12/07/2006 uwmﬂ {9 152004
___r.m : Fully Submitted  AS 12072006  OLAH4/2007 12/21/2006

)| Overdue Parbally Submitted AS 120772006 08042007 09y 15/2009

RES-254-601 Fully Submitied 4§ =] L7006 04007 05152005

Fully Submitted  AS 12/07/2006  DLD4/2007 09152000

Fages: 1

A

Status

\/

Available & Due
Dates

Course
buttons

You can also use the “Search Parameter” area at the top of the screen to change your search parameters.
You can change the Term, set a filter to focus on courses with certain statuses (e.g., overdue, partially
graded), or enter a specific Course-ID. Note: A percent sign (%) can be used in the Course-ID field to
search using a partial string, e.g., ECON% will just display your ECON sections, ECON101% will display
only your ECON 101 sections, etc. Remember to click the [Sglect] button after you indicate your
search parameters to execute the search! \

Enter Search Parameters and click [Select]

Select Term: | 2006C (Fall) ;l Filter on: |AII ;l Course Id: |
2007A (Sprin N .
506
20068 {5ummer}
2006A
3222’& I_ I_ I_ I_ E |§:J Local intranet
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11.0 Grading Status & Dates

The following Status conditions are used in the Online Grading System, and will appear on the Grading
Screens, as well as the Course Summary.

11.1 Grading Status

Course cannot be graded yet. Based on timeframes set by each school.

Not Yet Available (Note that “Available Date” indicates when grading will begin for each course.)

Not Yet Submitted Course is available for grading, but no grades have been submitted to SRS.

Partially Submitted Course grades for some of the enrolled students have been submitted to SRS.

Fully Submitted Course grades for all of the enrolled students have been submitted to SRS.

Submission of initial course grades are waiting for approval from school office

Awaiting Approval (only used by some schools).

Note that these statuses only reflect course availability and the status of "submitted” grades.
They do not reflect any situations where grades were input and “saved” and not submitted.

11.2 Grading Dates

Available Date Date that courses become available for Online Grading.

On this date an automated email alert will be sent out to Instructors to inform
them that they can begin the grading process for a course.

This date is determined on a school-by-school basis for each term by the
school’s CIT School Administrator. The email alert is also sent to associated
TAs and grading proxies identified for the course on SRS Screen 132. For
more information on automated alerts, see Section 12.0.

Due Date Date by which you should have your grading completed, based on timeframes
set by the Registrar and Provost’s office.

The due date is typically 2 weeks after the end of exams for Fall courses and 3
days after end of exams for Spring and Summer terms.

Note: Once this date passes, you will be sent an “overdue” reminder on a daily
basis for each course where grades are overdue.

Auto Grading Date Date that missing grades will be automatically populated with a “not graded”
indicator on SRS and the student’s transcript will be updated.

The auto-grading date is typically 3 weeks after the end of exams for any given
term, but can be adjusted on a school-by-school basis by the school’'s CIT
School Administrator.
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12.0 Automated Email Alerts

The Online Grading system will send out automated email alerts to indicate a variety of conditions, as listed
below:

One-time email to Instructors and grading proxies

Course Available for Grading on the date grading becomes available for a course.

Can be in a list format, if more than one course.

If the Due-Date has passed, this email alert will be
sent every day to Instructors and/or grading
Course Grades Overdue proxies.

Can be in a list format, if more than one course.

One-time email to individual who submitted a grade
request, confirming that the request was processed,
either as an approval or denial.

Grade Change Request Processed
Note that Grade Change “approval’ emails are also
automatically sent out to students, for whom a grade
change has been approved and submitted to SRS.

Important pre-requisites for effective use of the OLG Automated Email Alert process are:

1) A valid email address for every instructor and/or grading proxy, on the Penn Online Directory.

2) Identification of instructors and/or grading proxies on SRS Screen 132, with an associated
CIT-Code of A or G (i.e., “Dr. Staff” will not receive any natification).

3) If a specific instructor cannot be determined for the course, or if there is no associated email

address, this alert will be sent to the user in the next-highest level in the CIT security/administration
setup for the specific school.

Sample Overdue Grades Alert:

From: CITsender@admsystems.upenn.edu [mailto:CITsender@admsystems.upenn.edu]
Sent: Friday, February 16, 2007 12:43 AM

To: instructor@pobox.upenn.edu

Subject: CIT Online Grading: Course Grades Overdue

Grades for the following course(s) are overdue:
CHEM-701-003 : Spring 2007
CHEM-242-602 : Spring 2007
CHEM-541-001 : Spring 2007

Please go to https://www.apps.isc-seo.upenn.edu/cpr/jsp/fast.do to access the CIT Online
Grading system.
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13.0 Uploading Grades from Excel & Blackboard

Two buttons appear at the top of the Grading Screen that will enable you to [Download Grade Roster]
and/or [Upload Grade Roster] of students enrolled in that course. Be advised that to use these functions
effectively, you should probably be familiar with using Excel or Blackboard, and know how to store/retrieve
files on your PC, or have some technical support available to assist you.

Bubbling grades on the Grading Screen is still the simplest and most direct process, but the upload option
may provide additional convenience if you already store your final grades in Excel or Blackboard. It is
important to note that the upload only works for the “initial loading” of grades, and cannot be used to load
any “changes”.

13.1 Downloading a Grade Roster into Excel

Downloading a Grade Roster into Excel using the [Download Grade Roster] function will
create an Excel file on your computer, containing a list of students enrolled in the course, a
column for you to input the final grades, and other useful student information. Note that the
format of this file is very similar to the download from the CIT Class List screens, but it has
two additional columns for the final grade and the grade scheme.

In the process of downloading the file you will be reminded about privacy and prompted
whether to open or save the file. Save the file as you would normally. The downloaded file
contains Excel macros that map the appropriate grade scheme to each student. While not
required, we recommend that if possible you enable macros when opening the spreadsheet.
(If you are unable to enable macros, contact your Local Support Provider for assistance.) The
format of the downloaded file will look like the screen example in section 13.4 below.

Once you Download the file, you can simply enter final grades in the “Grade” column, save
the file and then perform the Upload. If you enabled macros when opening the spreadsheet
the Grade column will have a pull-down capability to select grades from the students’ grade
schemes. In the event that macros are not enabled, you can type student grades in manually.

Remember that class enroliments may change after you have downloaded a file, so you may
end up with some “mismatches” when you try to do the upload. Note that you do not need to
create your Excel file using the Online Grading system. This download is only provided as an
option, and you are welcome to use an Excel file you create yourself as long as you conform

to specific requirements as defined in section 13.2.
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13.2 Requirements for Files to be Uploaded to OLG

The required format and characteristics of files for uploading to OLG are listed on the upload
screen itself, and also provided below with additional notes:

¢ Final grades may be uploaded in either an Excel file (.xIs) or a comma delimited file (.csv).
For Excel files with multiple worksheets, grade information must be stored in the first sheet.

e The file will need to contain the student’s PennID and final grade, and you will be prompted
to identify which columns these are. The PennID and final grades need to be in separate
and distinct columns, but the columns may be in any position in the file and you can have
as many other columns of additional information as you want. Only the PennID and final
grades will be used in the uploading. Once you begin the upload process you will be
prompted to identify (and “set”) the PennID and final grade columns.

e Asingle row of column headings must be the first row in the file, followed immediately by
rows of data. The headings can be anything you like, but they must be there and only in a
single row. The OLG upload process will always ignore the first row in an upload file, with
the assumption that it contains column headers. Blackboard extracts may have additional
data in the PennID column, but the grading system will interpret the PennlID as the first 8-
digits of this column during the load.

e The process of creating extracts from the Blackboard system is described in the next section.
When creating the extract to include the PennlD, Blackboard may add extra data to the
PennlD field, such as the student’s name. There is no need for you to remove it. The
upload process will always only read the first 8-digits of the PennID column and will ignore
any/all additional characters.

e Grades cannot be uploaded for students who already have a grade in SRS, or who are not
enrolled in the course. Also, the upload only works for the “initial loading” of grades, and
cannot be used to load any “changes”, this includes changes to grades you already
entered, as well as any that have been submitted to SRS.

Sample of an Excel spreadsheet, with proper formatting, i.e., a single row of column headings, and

the PennlD and final Grade in separate and distinct columns:
PennID Grades

Microsoft Excel - HIST048403-2006C-2007-02-26-grading[1].xls
IEJ File Edit Wew Insert Format Tools Data Window Help

5 H R VE SRR 908 =3k a0% o

GT7 » X &/ A& 33333333

| A | B | C | D [ E | F LG | Hyf
1 |Name Classif | Email Address  Primary Major Primary Division Registered Section |[Penn ID Grade | Grade Scheme
2 |Student, Fifth S0 fithi@sas upenn.iUNDC coL RUSS048403 bh555555 A+ uc J
3 |Student, First SR first@wharton.up FNCE WH RUSS048403 11111111 A- uD
4 | Student. Fourth FR fourth@sas.upen UNDC coL HIST048403 44444444 B uc
Single row Student, Sgcund SR sgcond@sas.upe HIST CoL HIST048403 22222222 C+ uc
Student. Sixth  JR sixth@seas uper CSE EAS HIST048403 66666666 A+ D
ﬁ‘;gg:‘;g‘ Student, Third  FR third@nursing up NURS NUR HIST048403 uD
» M|\ grading | 1 | | LIJ_‘
Ediit p
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13.3 Creating a Blackboard Extract

In order to use Penn’s online grade submission tool, you'll need to make several changes to
the Blackboard configuration. Note that you can make these configuration changes at any
point, so you need not have set up your grade book before having made entries into it. Below
are instructions for setting up your grade book and downloading it to your computer.
Instructions are grouped into three tasks:

Task-1: Configure Grade Book to Display Student PennID’s

a) Login to Blackboard and access your course grade book through the Control Panel. You
should be viewing your grade book in spreadsheet view.

b) Click Gradebook Settings, which is in the toolbar along the top of the grade book, then
click the Spreadsheet Settings link on the subsequent page.

¢) Under Options, check box labeled Student ID. Click Submit, then click sequence of OK
prompts until you’ve returned to your grade book’s spreadsheet view.

At this point, you should see an additional column, labeled Student ID, to the right of your
students’ names. Note: students missing a Penn ID may be using non-PennKey (“bb- Login”)
accounts. In such a case, if the student is officially registered for the course, s/he should
obtain a PennKey account. When a valid PennKey exists for an enrolled student, s/he will
automatically get added to the Blackboard course site.

Task-2: Change Display Option for Grade Book Total Column

The next task is to change the Display Option for the column labeled Total. To do this:

a) Click Total column heading, then Item Information on the
subsequent page.

b) Select Letter from drop-down menu to the right of Display As,
Click Submit and OK till back to spreadsheet view. Grades
under the Total column should now display as letter grades.

The unweighted surm of all gr

aded  Coygg &g
(Exemating iterms that have mot hee,

fLetter |

Completefincomplete

unavajl Percentage

[NOTE: if grades beneath Total either do not display as letters or Percentage
display an incorrect grade, don’t worry—you can edit any data after es ‘“lgcore
you've downloaded your grade book, which is explained next.] o

Task-3: Download Blackboard Grade Book

Use the following steps to download a copy of your grade book data from Blackboard to your

computer:

a) Starting from the spreadsheet view of your grade book, click Download Grades, which
you'll find in the toolbar along the top of the page;

b) Select Comma as the Delimiter Type and click Submit;

c) Right-click on Download and select “Save Link As ...” (Firefox) or “Save Target As ...”
(Internet Explorer);

d) Select a file location on your computer and give the grade book a meaningful name,
especially if you will be downloading grade books from other Blackboard sites. Be sure to
retain the “.csv” file extension, so that the appropriate application will launch when you
double-click the file.

If you need to edit your grade book data and your computer is configured to launch the
appropriate application (e.g. Excel), double-click on the file to open it. If your computer is not
configured to launch a default application for.csv files, you can use any spreadsheet application
to open it. The data you’'d need to modify will be either under “Last Name, First Name
(Username) | Student Id” or the Total column.

Need HELP with Blackboard? If you experience problems with the procedure outlined above
for extracting your final grades from your Blackboard system, please contact your Courseware
Systems & Resources contact or Library Liaison.
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13.4 Uploading a Grade Roster

Once you have created and saved your grading file, in either Excel format or as a Blackboard
extract, as described above) you will be ready to do the upload. Simply click on [Upload Grade
Roster] on the Online Grading page and follow the instructions on the screen.

Instructor

Final Grade Uploads Fall 2006

« Final grades may be uploaded in either an Excel fie {.xIs) or a comma delimited file (.csv).

« The file wil need to contain PennID and final grades, and you wil be prompted to identify which columns these are.

s Blackboard extracts may have additional data in the PennID column, but the grading system wil interpret the PennID as
the first 8-digits of this column during the load.

s A single row of column headings must be the first row in the file, followed immediately by rows of data.

Grades cannot be uploaded for students who already have a grade in SRS, or who are not enrolled in the course.

Select the file to upload by clicking the "Browse" button.

Once you click "Upload File”, you will be asked to identify the PennID and Final Grade columns.

e

/

To indicate which file to upload, click the [Browse] button and navigate to the directory where you
have the file stored. This may be on your desktop, or you may have stored it somewhere else.
When you find the file, you can either double-click on the filename or click [Open]. You can then
proceed to select [Upload File] or [Cancel] out of the process.

If you have selected to proceed with the upload, the system will examine your file and give you a
“preview” of the data. From this preview will need to identify the exact location of the PennID and
Final Grade columns, and then click [Set Columns].

[iestructar y 4 .

Final Grade Uploads Fall 2006

= Identfy the colams which contain pennid and final grade.

= Chck "Set Coumns™ to contnue, The final graces will then be parsed and you wil be presen with the resuls,

Crenid  Crenid 7 Ferid 1 pervid " pennid 1 Penrid L ™ pennad -

 FralGrade | FralGrade © Final Grade Crraltade O Frateade O FralGrade Pl Grade | ¥ FralGeade Pl Grace

Suders, Ay 50 [ T —— wec oo BUSE40] = ue
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P o

Once you have completed the [Set Column] process, the system will proceed to validate your
records for upload to the Grading Screen. If the file is good, you will be taken back to the Grading
Screen, where the grades you just uploaded will appear in the grading bubbles. You can then
make additional changes on this screen, and save your work or submit the grades to SRS.

If errors were encountered during the validation process, you will be presented with a screen
summarizing any errors (see more about error below). You can then either decide to [Cancel] out
of the process, fix your spreadsheet and [Restart Upload] or [Accept and Proceed to Grading].

Once you have uploaded grades you can make any additional changes directly on the Grading
Screen.
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13.5 Error & Warning Messages

IMPORTANT: The Upload process does not have any validation to insure that the file you are
uploading matches the course into which you are doing the upload. This is your responsibility. If
there is a mismatch between the upload and the course, it will not work and you will receive error
messages.

A number of error/mismatch conditions are possible during an upload. See below for a summary of
the potential messages.

These errors should be considered as “warnings”. You can either edit your spreadsheet and re-try
the load, or proceed with [Upload Grade Roster] and then make any final changes/corrections on
the Grading Screen directly

| Message ” Interpretation
Smith,John/12345678 was found in Online You did not have a record for this student in your
Grading but does not exist in the upload file. uploaded file.

Pennld 99999999 was found in the spreadsheet ||You had a student in your spreadsheet who does
but does not exist in the database. not appear to be enrolled in this course, and this

record will be ignored.

The grade for Jones, Tom/22222222 has already |[|This student already had a grade on the Online
been recorded. The value from the upload file will ||Grading system, and this new record will be

be ignored. ignored.
The grade X for Franklin,Ben/87654321 is not a ||The grade you are submitting is not valid for this
valid grade within the student's grade scheme. student and will be ignored.

A grade for Wilson,Woodrow/3333333333 was Your file did not include a grade for this student
not found in the upload file.
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14.0 HELP !

14.1 Online Help

e Online Help is available on the Online Grading Screens at a screen level, by accessing the

Help link at the top of the screen.

; CIT Applcation - Microsoft Intemet Explorer provided by SRFS Sys* s Sopport

=101 x|

Be Edt Yew Favortes Took  teb Lrks *|

| AdvisorInTouch | Hewp | - logout CerrentGroup: [ETTTIaT =]
[mman]
I’.;! Pe]‘]r]_ Select Courses

Select data from the ists below to grade or view grades:
C I A . SearchCatera |
i InTouch Term: [z006C (Fam) =]

. Course: [ BENF-099-003: Ben Frankln Ind Study: Universities, Urban School = | =

P BENF-095-003: Ben Franklin Ind Study: Universities, Urban School
- ANTH-252-601: Cultrd Values Modrm Amer @

URES-254-501: Cultrl Values Modm Amer
URBS-300-301: Fieldwork

. HIST-048-400: Rise & Fall of Russ Emp

* Class List RUSS-048-403: Rise & Fall of Russ Emp

¥ Course Problem Nobices HIST-160-201: Strateqy,Policy & War trator.
* Create Notices
« View Notices Courses fnTowch

University of Pennsyhania, Unauthorized Use Prohibited Date: 02/23/2007
¥ Online Grading

* Select Courses

* Course Summary

=l

e Help text on the Grading Screen includes a link to a [Grades Legend] which provides de-

coding for grading schemes which may not be familiar to instructors. This may be helpful
for instructors grading students from different schools.

14.2 CIT School & Divisional Administrators

A list of CIT School and Divisional Contacts is available on the Registrar's Home Page at
http://www.upenn.edu/registrar

If you have any problems or issues with the system, such as the items listed below, and need
assistance, please contact your CIT School or Divisional Administrator directly:
You cannot logon to the system
One or more of your courses do not come up on your list for grading
e You need assistance with the import/upload process from Excel
e You have a question about how things work

If you are unable to reach your CIT Administrator or need additional assistance, contact the
Registrar’s Office support team for Courses InTouch at coursesintouch@lists.upenn.edu.

14.3  Help with Blackboard extracts

If you experience problems with the procedure for extracting your final grades from your

Blackboard system, please contact your Courseware Systems & Resources contact or
Library Liaison
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Courses InTouch

ONLINE GRADING - QUICK OVERVIEW

You are notified by email when your courses become available for Online Grading.
Go to Courses InTouch at http://www.upenn.edu/isc/apps/CoursesinTouch/ and login

using your PennKey and associated password.

Choose Select Courses or
Course Summary from the
Online Grading menu, and
then select the specific
course-section to be graded.

Course Summary

3 Instructor

Please click the [Select] button to display the Course Summary,
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Enter the appropriate grade for each student and SAVE or SUBMIT.
- You may save at any point in time (allows for editing).
- You may partially submit at any time.

- Once submitted, only a change of grade action can alter the grade.

Lo 0wt et G LTI

Online Grading Fall 2006

Class: HIST-048-403: RISE & FALL OF RUSS EMP Status: Not yet submitted
Aovalable Date: 12/07 /2006

Due Date: 01/04/2007

Instructor(s): My, Vs Auto Gradng Date: BSySLIT e
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submit a Change of Grade; check your grade spread/statistics; review the history of

ll For details on how to Upload/Download the grade sheet in Excel and Blackboard;

each transaction; and more, please refer to detailed sections of this User Guide.






