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Overview

The CIT Reporting function has been devel oped to provide schools and departmental offices with the ability to access
information in the Courses InTouch system for purposes of reporting and analysis of the grading process.

Thefollowing 3 reportsare now available:
e Course Grades
e Course Status
e Grade Changes

User Access to Reports

CIT Reporting has been added to the CIT system as an additional menu item entitled “View Reports.” Accessto this
reporting function is based on auser’s CIT security role, as established by the CIT School Grade Administrator. The View
Reports option will automatically appear on menus for these users (see screen below).

A new security role of “Report Viewer” has been created in conjunction with the new reporting capability. Thisrole grants
the user a“view-only” accessto information within the Online Grading/CIT system. To support thisrole, each user must be
assigned one or more subject areas.

Usersin the following roles will automatically have accessto all 3 reports:
School Grade Administrator

Division Grade Administrator

Subject Grade Proxy

Report Viewer

Usersin therole of Division Grade Change Approver will only have access to the Grade Changes Report.
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User-Based Constraints & Report Controls

Each report has pre-defined controls that filter out information for the report according to the security role and scope of a
user’s privileges. For example, usersin the role of School Grade Administrator are restricted to viewing report data for the
courses that belong to their school, the Division Grade Administrator to coursesin their Division, and the Subject Area users
to courses in their subject. Specific user-based constraints are noted separately in the section that describes each report.

Each report has an associated set of report controls that can be used to filter out information to meet specific reporting needs.
When areport type is selected from the drop-down box, the associated menu for that specific report displays.
Please refer to the screens for afull description of the nature and usage of each item in each report.
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Application Reports

Select report bo execute from group Reports (Report Viewer)

I'Chs: Grades rh-—_

== Drop-down list of reports

Class Grades
This report allows the selection of all students in a particular course and term. All fields and selections below are optional. Make
your selections and click the “Execute report” button to run the report. The report may be exported to Excel (up to 5000 rows)
by clicking the “Export as xIs” link at top of the results. Results may be ordered by dicking on the column headers.

Term equals | 2007C = Select the tenm,

Primary Section e [ Enter a portion of a course ID or a complete course ID, such as ACCT, ACCT101 or
ACCT101001. For crosshsted courses this must be the primary section, and wil
return all students registered in secondary crosshetings as wel,

Registered Section lke | Enter a portion of a course ID or a complete course ID, such as ACCT, ACCT101 of
ACCT101001. This is the spedfic saction in which the students are registered, and
wall not return all students within the course, just those registered in this section.

Student Name e | Enter & portion of the student’s name, such &5 Smithwi for Smithwack. If using first
and last, entry must be formulated wath full last name and any porton of first name,
such a5 Smithwick, Ja.

Official Grade in ] Enter & grade or comma separated list of grades, such as Aor A B+, P. This is the
grade as it wil appear on the student's transcript, e.9., B+, P (for pass), ete.

Reported Grade n | Enter a grade or comma separated kst of grades, such as Aor AB+.B. Ths is the
grade as entered by the instructor fgrader,

Auto Graded equals [calact Value = Whether the reported grade of NR or GR resulted from the auto grading process as

cpposed to being entered by the instructor,

/

When report values have been entered, and the [ Execute report] button is selected, the results are displayed as a sortable grid,
with paging. Note that filtering occurs both on the values displayed to users based on their role and assigned
school/department/subject areas, and also on the results of the query. Results can be exported to Excel for subsequent data
manipulation and analysis, for a maximum export of 5,000 rows.

Term Options

The drop-down menu may be used to select a different term or “all terms.” The“all terms” option may be helpful for
producing extracts of information for cross-term or historical analysis.

Theinitial Term setting will always default to the term that is used for the Online Grading application itself:

e For the months of October through January of the following year, the default will be for the previous FALL term:
YYYYC

e For the months of February though May, the default will be for the then current SPRING term: YYYYA
e  For the months of June through September, the default will be for the then current SUMMER term: YYYYB

3 November 16, 2007



CI

I Courses
InTouch

Class Grades Report

The Class Grades report provides the functionality of listing information about student grades. When only the term, Course
and Section numbers are entered, this report provides the same functionality as the old SRS 115 screen. In addition, this
report provides the additional function of being able to select a student by name or to query by level of grades, along with a
broad-based ability to wildcard course references.

Online Reports User Guide %Penn

Thisreport isuseful for checking whether grades have been submitted for an entire class, for just a particular section, for a
particular student, or whether no grades at all were reported and the section was auto-graded. An analysis of both reported
vs. official grades (how many students took the class as Pass/Fail), is aso possible within this report.

User-based constraintsfor the Class Gradesreport areasfollows:

School Grade Administrators are constrained by their assigned school, which must match the section-school of the
primary or registered course sections.

Division Grade Administrators are constrained by their assigned division(s), which must match the section-division
of the primary or registered course sections.

Subject Proxies & Report Viewers are constrained by assigned subject(s), which must match the subject of the
primary or registered course sections.

Please refer to the screens for a full description of the nature and usage of each report constraint.

| AdviornTouch | ele | isasut

Application Reports
l(huﬁ-u-dl:s *
This repart allow the scbection of all students in 3 particular coaree and Lerm. Al Biclds and aclections bebow are optisnal Hske your
sebertions and chck the “Execute pepoat”™ butbon bo run the report. The report may be exported Bo Excel {up bo SO0 rows) by clscicng the
"xport o xh” Ink ot topof the results, Resplits may be ordened by chicking on the codumn headers,
T Eeporis
« Vhw Repoits Term equals [aaara .i Select the term.
o Adrmin Corsabe Primaairy Section Erber a porbon of & oourse [0 or & oomplebe course 00, suchas ACCT, ACCTL0H o
i ACCTI0100L. For crosshied courses shis must be e primany secton, and wil resum al
SRt Fpene 1 edirlry nsislites i wel.
Reghitered Section s HIST 210401 Enber a porbon of a course [D o a complete course 10, suchias ACCT, ACCT 104 or
ACCTI0100 . This ks the specifc section in which the students are negstered, and vl not
reburn ol s8ulenty within S ourse, Jaat thode regatened In thi sectian,
Studdenl Rame bm o [T Eeber apadion of the hadents name, st a3 Seithod for Sristice. Ifuieg frid andint,
by et b forem ity bl with S0 341 mawne and ay parton af frgk name, Sudh 5e
Lmithwrick, Ja,
Oilficial Grade n Erter a grade & comma separated Bt of orades, such ad Aor AB4,P. This & the orecde ad it
vl pptar o the sbudient’s rareool, €.6.. B4, P (%r pass), i,
Reported Grade L Enber & grade of Comemy sepirated Bt of grades, suth s Ao AB B, This i the orede &5
enfered by e inatrucion fgrader,
Auto Graded et [Select value =] Vihether the reporfed gradie of MR o GR resultied Fom the suto orsding prooess 26 oonosed B
ey efiined by S irdteunier,
Lstings: 1-6016
Classgrades Lrpordas xh
_----@ ) e A I e
id SeChion m
P -\.'qu.-l. o L] R HISTZI0301 LRBSZIOS0  200TA Mo
el L R A C:JL Fa HISTI AR .:.'; _ LOBEYSA3I ot
ey, Cempry il ETHD B+ B+ e R HISTILOS0Y A5 . .
P et tmes g 8 o o memmoo: A A link for exporting report data
R, TR | RS B B oo x HISTZ A0 AL H
e T oy to Excel appears in the header
of each report.

Notes on Cross-Listed Cour ses:

If the Primary Section is entered as avalue, the report will also include studentsin all secondary sections.
Subject Proxies & Report Viewers must use the “ Registered Section” option to view grades for studentsif their
course-section is a secondary cross-listing. These two roles will not be able to view grades for studentsin an
associated primary unless they have authorization for the primary subject.
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Course Status Report

The Course Status report provides a point-in-time snapshot of grading status. The user also has the ability to do analysis of
the timeliness of grading

Thisreport isuseful for checking whether the course/section is available for grading yet: the due date islisted in one of the
columns of the “Available?’ report. Once acourse/section is available, areport can be run to tell whether a course/section
has been partially or fully graded, or has yet to be graded; and whether the grades for a course/section were submitted late or
on time, or whether they are overdue. Note: The due date for the grades is posted in the top right-hand corner of every
classlist.

User-based constraintsfor the Course Statusreport are as follow:
e School Grade Administrators are constrained by their assigned school, which must match the section-school of the
primary or registered sections.

e Division Grade Administrators are constrained by their assigned division(s), which must match the section-division
of the primary or registered sections.

e Subject Proxies & Report Viewers are constrained by assigned subject(s), which must match the subject of the
primary or registered course sections.

Please refer to the screens for a full description of the nature and usage of each report constraint.

Select report to execute from group Reports (Penn Administrator)
Course Status -

This report shows information regarding the stabus of courses. All fields and sclections below are optional. Make your
sebections and dick the "Execute report™ button to run the report. The report may be exported to Bxcel (up bo SO00 rows)
by clicking the "Export as sds” link at top of the results. Results may be ordered by clicking on the column headers. Hote that
[or cross-listed courses, only the primary section will appear in the results below; the status of the primary section applies
te all secondary partrers,

Term eoatts [aoore =] The teres in which the courge book place.

Section School  ecqusis [Celeck Value =l The section schodl of the course,

Section Division | e3uss [Select Valuc =] The section dvision of the course.

Subject eus [FINANCE =l The subject arca of the course,

Course 1D e ,7 [Enter a portion of a course ID or & complebe course
1D, such a5 ACCT, ACCT100 or ACCT101001.

This MUST be the primary crossisting of the
course. Leave this field blank in onder to retum al
courses that you have permissions bo view.

Available eouts [eolectvalae =] Whether the course is cLrrenty svalable for
Gradng.

Status e [Select Value | Chaose the statis of the course.

Is Qverdue euss [Sclect Value = fhms ot compietely graded, whether it

O e Of e,

Was Late equds [select value = lFﬂ:mnmﬂukwyvodtd whether it was

Listings: 1- 150“5
= ﬁ----@-
Fieal¥] el Subeitted
L BT msmur. a:-o:a oq.oz.'zm;' o:ro:'m? Yes
mu.rrn:-: Mot Submitted [Cverdue) 2007 WM 08/13/2007 m'a tes
BERINE Py Sbmiticd MWW WH evE GR02207  OTRINT Mo Yes
P RS Fuly Subeitted 007 WH EVE D220 0322007 Mo Yes |

Notes on Cross-Listed Cour ses:

e For cross-listed courses, only the primary section will appear in the results of thisreport. The status of the primary
section will apply to al secondary partners.

e Subject Proxies & Report Viewers can only view the statusif they have access to the subject areal/s of the primary
cross-listed course. They will not be able to access information for secondary cross-listings that are outside their
assigned subject areals.

e Even though grading for a course may have been completed on time, late additions or grading of students may cause
a course to record with the “was late” criteria
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Grade Change Report

The Grade Change report provides users ability to search/filter information regarding grade changes.

Thisreport isuseful for checking whether a change of grade has been processed or is still pending, who requested it, and
whether it was approved or not and by whom. The “approver” isusually adivision or school-based designee. Itisaso
possible to run areport on the dates requests were made. For example: were the requests made immediately grades were
posted or in subsequent terms. The report can be run for a particular student or for a course/section where it is known that
several changes of grade were requested.

User constraintsfor the Grade Change Report are asfollow:

e School Grade Administrators are constrained by their assigned school, which must match the section-school of the
primary or registered course sections.

e Division Grade Administrators are constrained by their assigned division(s), which must match the primary division
of the student in the term the course taken

e Division Grade Change Approvers are constrained by their assigned division(s), which must match the primary
division of the student in the term the course taken

e Subject Proxies & Report Viewers are constrained by assigned subject(s), which must match the subject of the
primary or registered course sections.

Please refer to the screens for a full description of the nature and usage of each report constraint.

Select report toexecite from group Reports (Penn Adminktrator)

|Grade Changes =

Grade Changes
This report allows the viewing of data associated with grade change history items. All fields and selections befow are optional, Hake your selections
and click the “Execute report” button to run the repert. The regort may be exported o Bxcel {up to S000 rows) by elicking the TExport 3 xbe™ link at
top of the results. Results may be ordered by clicking on the ¢olumn headers,

Term aquals SHATA v Salact the thrm.

Student Hame e [ Enrapoesonefthe shutendename, such s Smithii foe Smitfoidk. [funing first
and last, entry must be formuiated wath Rl List name and any porton of first name,
sxchas Smithwick, Ja.

Student PennID eaquals | Enter the perntd of the student,

Approver e ! Eriter & poeion of the appeover’s name, such a5 Senithw] fioe Smithrasicke. [ using first
s e, énitry must be formulated with Al List name and sy porbon of frst name,
such as Smithwick, Ja.

Requestor Hee | Enter a portion of Bhe requesto’s name, such a5 Smilthwi for Smithice. ifusing fisst
aevd laat, enitry ezt be formulated with Al lst name and any parben of first name,
such as Srilthwick, Jo.

Registered Section ke ’ﬂ;ml‘sj Eritér & portion of & courss I er & complate courss 19, such &5 ACCT, ACCT101 &
ACCTLI01001. Ths is the section inwhidh the student &5 achualy registered,

o Primary Crosslist ke [ Entrapoetoacfacouse Do acomplele course ID, such o ACCT, ACCT101 o

ACCT101001. memdmmnib:ﬂwprmmwﬁ and the resulis
wll refumn both primary and secendany soctons
Approved aquily lSdccﬂl'aIm: ¥ Wintthar the changs was sovrevad daniad, «ﬂsﬂmnq.

Requested Date greaber than o cousl i3 | T Eriter e date that the chanoe was requested aa, i the farmat mmfdd vy,
Requested Date kess than o equil 1o [ ot theie that the chang was requasted on, nihe format mmfddfyyyy

Listings: 1daf4

Faanl, & SoEAE COL F B ECONINIOOL Spppel Yes 0/ 19/2007 M Other l:f.-:t reake Up exam AL ECONIZ1001 20074
]
i, demm iiHRE WH C4 B ECONII00L Snippe, Y5 1L 007 'ﬂau-ql. l:r:l'snr tf.ec Recorsideraton A% A% ECONIII001 074
il Cerrmenis) of weight of
each exas
Mgrmge. SC04EN COL C+ A= ECONILO0L m;-‘ Yes 051472007 B Gradng A5 A5 ECONZ31001 20074
L e Ervor
Fraofe. Rl Q0L C+ B ECONIIONL ‘.'-n-;;i- Pendng Qiher (See Reconsideration AS A5 ECONIII001 20074
e & L= Camments) ﬂ‘i;\t@!t of
wach exas
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