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Overview
Your ConnectCarolina Faculty Center is the central online location for accessing course
management information. Faculty Center enables you to view your teaching schedule, check class

rosters, record grades, as well as search for fellow faculty members and view course information for
University classes.

My Schedule

2016 Spring | UNC-Chapel Hill change term By Banm Sebeduls
Select display option: e Show All Classes Show Enrolled Classes Only

My Teaching Schedule > 2016 Spring > UNC-Chapel Hill

e
view Al | 2 | & First I 1.4 of 4 B 1ot

Class Class Title Enrolled CR Pic APR GR Days & Times Room Class Dates
ENGL 146-001 SCIFI/FANTASY/UTOPIA i8 a‘il Eq @ MoWeFr 12:20PM - 1:10PM  Bingham - Jan 11, 2016-
(7538) (Lecture) Rm 0301 May 6, 2016
ENGL 146-002 SCIFI/FANTASY/UTOPIA 18 fis g B [ TuthS5:00PM - 6:15PM Greenlaw - Jan 11, 2016-
(8174) (Lecture) Rm 0305 May 6, 2016
ENGL 147-001 MYSTERY FICTION (Lecture) 18 ;{;-I @ @ MoWeFr 2:30PM - 3:20PM  Bingham -  Jan 11, 2016-
(9533) Rm 0301 May 6, 2016
ENGL 149-001 NETWORKED & MULTIMODAL 18 i‘fi". Eq @ TuTh 5:00PM - 6:15PM Greenlaw -  Jan 11, 2016-
(6037) COMP (Lecture) Rm 0317 May 6, 2016
View Weekly Teaching Schedule Go to top

My Exam Schedule > 2016 Spring > UNC-Chapel Hill

You have no final exams scheduled at this time.

Access Your ConnectCarolina Faculty Center

Setting up Access to ConnectCarolina

In order to access your faculty center and class rosters/grades a faculty member must have:

1. Passed the Online FERPA quiz.

2. Request to be added to the Instructor table.
At this time you should submit a HELP ticket with the name, PID and subjects they should be
able to teach. You can direct this ticket to the CONNECTCAROLINA-CAMPUS SOLUTIONS then
Schedule of Classes/Course Catalog.

3. Request to be added to Faculty Center.
A HELP ticket should be sent by departmental scheduling officers. You can direct this ticket to
the CONNECTCAROLINA-CAMPUS SOLUTIONS then Faculty Center.

Office of the University Registrar
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Note: If your Faculty Center area does not appear please put in a remedy ticket to the Registrar-IT
group. The ticket should request access to faculty center.

Using Your Faculty Center

My Schedule

Primary Navigation: Student Administration >> My Schedule
Alternate Navigation: Main Menu > Student Admin Menu > Self Service > Faculty Center > My Schedule

Your Teaching Schedule displays the latest term for which you have been assigned as class
instructor.

e A summary of class information includes class title, class name, number of student
currently enrolled, meeting days and times and end dates. Class and grade roster icons
will also display where available.

Accessing your Teaching Schedule

1. Click on the Student
Administration menu (left
side of screen).

= Student Admin Workcenter
My Schedule -
Class Roster ConnectCarolina
Grade Roster
=1 Academic Calendar

5 9 [ @

Systems are functioning normally.

2. Click on My Schedule from
the drop down options.

I
0 Attention ePro users: Some users are g

We advise you to use Internet Explorer (
ﬁ updated 10/12/15, 5:00pm)

e

Important: In most cases, if you cannot view your schedule, your department has not yet
assigned you to the class or classes. Please contact your department’s scheduling officer.

Download Your Teaching Schedule

My Teaching Schedule > 2016 Spring > UNC-Chapel Hill

% . w Al gl ﬁ First @ 1-4 of 4 !_L] Last
Class Class Title CIle to download your teaChlng W Room Class Dates
1

ENGL 146-001 SCIFI/FANTA schedule -1:10PM Bingham -  Jan 11, 2016-

(7538) (Lecture) Rm 0301 May 6, 2016
ENGL 146-002 SCIFI/FANTASY/UTOPIA 18 =8 TuTh 5:00PM - 6:15PM Greenlaw -  Jan 11, 2016-
(8174) (Lecture) ‘fﬁ EQ Q m Rm 0305 May 6, 2016

Note: Download your Teaching Schedule to Excel by clicking the Download icon.
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Viewing Your Classes by Enroliment
To view assigned classes according to enrollment for a specific term use the Select display
option:
e Click ‘Show All Classes’ option for all classes
e Click the ‘Show Enrolled Classes Only’ option to display only classes that contain
enrolled students.

Select display option: () Show All Classes (e Show Enrolled Classes Only

cor Jer if‘ﬂ Cl Roster Roster @T‘ Grade Roster
mq To view only classes with

enroued StUdents View All | @ | ﬁ First @ 1-4 of 4 E! Last

Class Class Title Enrolled CR Pic APR GR Days & Times Room Class Dates
ENGL 146-001 SCIFI/FANTASY/UTOPIA 18 ‘{‘a [gq E MoWeFr 12:20PM - 1:10PM Bingham -  Jan 11, 2016-
(7538) (Lecture) Rm 0301 May 6, 2016
ENGL 146-002 SCIFI/FANTASY/UTOPIA 18 e [fo [ [EF] TuTh 5:00PM - 6:15PM Greenlaw - Jan 11, 2016-
(8174) (Lecture) ik B Rm 0305  May 6, 2016

Viewing Class Details

To view details of an assigned class, click on the class name.

My Teaching Schedule > 2016 Spring > UNC-Chapel Hill
W EIVS- — 1—4or4@Last

Class Clasgg Title H : . Class Dates

b Click on a class name to view the details of .
ENGL 146-001 an 11, ”
(7538) (Lectre) the class. May 6, 2016
ENGL 146-002 SCIFI/FANTASY/U Jan 11, 2016-
(8174) (Lecture) el e Rm 0305  May 6, 2016
ENGL 147-001 MYSTERY FICTION (Lecture) 18 ﬁ;ﬁ @q Q MoWeFr 2:30PM - 3:20PM  Bingham -  Jan 11, 2016-
(9533) Rm 0301 May 6, 2016
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A Class Detail screen will be
displayed.

This information includes:

e Type of Class

e Meeting Information

e Enrollment Information
e Class Availability

e Notes

e Description

ConnectCarolina Faculty Guide

Class Detail
ENGL 146 - 001 Science Fiction/Fantasy/Utopia

UNC-Chapel Hill | 2016 Spring | Lecture
Status . Open Career Undergraduate
Class Number 7538 Dates 1/11/2016 - 5/6/2016
Session Session A Grading  Undergrad - graded
Units 3 units Location  UNC Chapel Hill
Instruction Mode Face to Face Instruction Campus UNC Chapel Hill
Class Components Lecture Required

Meeting Information

Days & Times Room Instructor Meeting Dates

| DAVID ROSS,
MoWeFr 12:20PM - 1:10PM |Bmgham - Rm 0301 ‘WRG[NIA TavLOR |01/11/2016 - 05/06/2016

Enroliment Information

Class Attributes LA- Literary Arts

Class Availability

Class Capacity 35 Wait List Capacity 5
Enrollment Total 18 Wait List Total
Available Seats 17

‘

Readings in and theories of science fiction, utopian and dystopian literatures, and fantasy fiction.

Textbook/Other Materials
Textbook Assignment Pending (assignments not shown to students)

Once you have viewed this information, click ‘Return to Faculty Center’ to return to your Teaching

Schedule.

Viewing Your Weekly Teaching Schedule
To display your Teaching Schedule in calendar format, click the ‘View Weekly Teaching

Schedule’ link.

My Teaching Schedule > 2016 Spring > UNC-Chapel Hill
View All | E—‘ | ?& First Iﬂ 1-4 of 4 hﬂ Last

Class Class Title Enrolled CR Pic APR GR Days & Times Room Class Dates

SCIFI/FANTASY/UTOPIA 18 i By B MoWeFr 12:20PM - 1:10PM Bingham -  Jan 11, 2016-

(Lecture) Rm 0301  May6, 2016
ENGL 146-002 SCIFI/FANTASY/UTOPIA 18 =5:15D0 Gresplaw. _Jan 1l 2016-
(8174) (Lecture) . . ]
ENGL 147-001 MYSTERY FICTION (Lecture) 18 3 Cth to view your Weekly 5
(9533) : : ]
ENGL 149-001 NETWORKED & MULTIMODAL 18 teaChlng SChEdU'E In a Calendar -
(6037) COMP (Lecture) fO rmat \

View Weekly Teaching Schedule Go to top
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To view another week, enter a new date in the ‘Show Week of’ field and click the
‘Refresh Calendar’ button.
Other weeks can also be viewed by clicking the ‘Previous Week’ and ‘Next Week’
button.
Use the ‘Display Options’ section to customize the view of the calendar.
This area allows you to:

O Hide/display weekends

O Hide/display Class Title

O Hide/display Instructor Role

0 Display using AM/PM

<< previous week | Week of 1/11/2016 - 1/17/2016 next week >> |
Show Week of (01/11/2016 ) Start Time [8:00AM End Time [6:00PM refresh calendar ]
Time Monday Tuesday Wednesday Thursday Friday Saturday
: Jan 11 Jan 12 Jan 13 Jan 14 Jan 15 Jan 16
8:00AM
9:00AM
10:00AM
11:00AM
12:00PM  ENGL 146 - 001 ENGL 146 - 001 ENGL 146 - 001
Lecture Lecture Lecture
12:20PM - 1:10PM 12:20PM - 1:10PM 12:20PM - 1:10PM
Bingham 0301 Bingham 0301 Bingham 0301
1:00PM
2:00PM
ENGL 147 - 001 ENGL 147 - 001 ENGL 147 - 001
Lecture Lecture Lecture
2:30PM - 3:20PM 2:30PM - 3:20PM 2:30PM - 3:20PM
Bingham 0301 Bingham 0301 Bingham 0301
3:00PM
4:00PM
ENGL 149 - 001
Lecture
5:00PM - 6:15PM
5:00PM Greenlaw 0317
ENGL 146 - 002
Lecture
6:00PM 5:00PM - 6:15PM
Display Options
Show AM/PM Monday Thursday
D Show Class Title Tuesday Friday Sunday refresh calendar
|:[ Show Instructor Role Wednesday E Saturday
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Class Roster

Primary Navigation: Student Administration menu >> Class Roster

Class rosters are available in

You may access class rosters :

for a selected term once 7] Student Admin Workcenter
= My Schedule . "
registration for that term 7= Class Roster h ConnectCarolina
i = Grade Roster
begins. = Academic Calendar Systems are functioning normal

Attention ePro users: Some uy

e
A

Click on Class Roster to view
the first class in your ‘My
Teaching Schedule’.

TIP: To view another class either click on the my schedule tab or the change class button.

Viewing a Class Roster

In addition to presenting a complete list of students by enrollment status, class rosters also
display detailed class information such as course title and number, class section and class
number, as well as class meeting details.

il

Click the Class Roster icon to view the students enrolled in your class.

Select display option: (®) Show All Classes () Show Enrolled Classes Only

foon ¢ Click to view a class roster

—
view all | & | & First B 1-4 of o I Lot

Class Class Title E CR Pic APR GR Days & Times Room Class Dates
ENGL 146-001 SCIFI/FANTASY/UTOPIA 18 iRk B2 MoWeFr 12:20PM - 1:10PM  Bingham - Rm Jan 11, 2016-
(7538) (Lecture) 0301 May 6, 2016
ENGL 146-002 SCIFI/FANTASY/UTOPIA 18 iis s B} [5 TuTh s:00PM - 6:15PM Greenlaw - Rm Jan 11, 2016-
(8174) (Lecture) ' 0305 May 6, 2016

Note: If students are enrolled in your class but your Class Roster icon does not appear as above,
your department may not have assigned you to the class in ConnectCarolina. Please contact your
department’s scheduling officer for additional assistance.
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2016 Spring | Session A | UNC-Chapel Hill | Undergraduate

= ENGL 146 - 001 (7538) change class

Science Fiction/Fantasy/Utopia (Lecture)

Enrollment Capacity 35

Select display option:

*Enroliment Status | Enrolled A4

A
d

Days and Times Room Instructor Dates
MoWeFr 12:20PM-1:10PM Bingham - Rm 0301 PR, Py 01/11/2016 -
E L= SR 05/06/2016

Enrolled 18
E View FERPA Statement .
S T Academic Progress Report
& Rost ith Pictures
(@ Link to Photos (O Include photos in list ROSIEr Wih Hcures

Level

*Enroll Status ] Enrolled ~

Notify | Photo  ID Name Units| Program and Plan
1 ‘ [l IEQ e | ekl b ST 3.00 ‘3: Bai F”I:‘!lor - Freshman
[CE FT P |AS Bachelor of Arts -
2| O IIEQ e ol 300 et Scionce Junior
3 O R mosirt gromiimmidiy | 3.00 5o oA Senior
I _ ' AS Bachelor of Arts -
4| O ||Z:Q e R 3.00 Political Science/Social & Econ Justice Junior
il | | ‘Minor/Women's and Gender Studies
S| O R | weessemyy possssan i | 3.00 2 nachela o Sdence Senior
TSRy AS Bachelor -
_5 O B s ] 3.00 £y ercise and Sport Science Heshen
T I'_r—.- rer-a KF Bach Science Business Admin - =
7} AL !E,Q X - 3.00 g giness Administration/Honors Program o
- | :
- : AS Bachelor of Science -
¢ O !EQ T - 300 o St paiass Hioer Junior
i | |AS Bachelor of Science -
ol O Efz YT | S LA mee  3.00 Environmental Sciences/Geography Minor/Hispanic | Junior
| Studiae Minar
< ENGL 146 - 001 (7538) change dass |
Science Fiction/Fantasy/Utopia (Lecture}
Days and Times Room Instructor Dates
MoWeFr 12:20PM-1:10PM  Bingham - Rm 0301 BT A0 01/11/2016 -
e e 05/06/2016
The roster
8

displays a list of students

Enrollment Capacity 35

Enrolled — 1 '

dropped rosters

View enrolled, waitlist and

View FERPA Statement

currently enrolled in the

class.

Select display option: (@) Link to Photos

Enrolied Students

() Include photos in list

= n
First &

ry
1-18 of 18

Last

3,00 AS Bachelor of Arts -
""" Exercise and

Junior

' - —— Sport Science
=g t 2 Arts - [
3 O (R raososris frmmrimim iy | 3.00 25 R2chelr of e
- / AS Bachelor of Arts - -
4 0 B e e — 3.00 Political Science/Social & Econ Justice s
! Minor/Women's and Gender Studies
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Filter Your Class Roster
Use the Enrollment Status field to view enrollled, dropped and waitlisted students.

0 To view dropped students:

If the students have dropped the class since it began, switch the ‘Enrollment Status’
drop down box to ‘Dropped’.

O To view waitlist students:
To view a list of waitlisted students, switch the ‘Enroliment Status’ drop down box to
‘Waitlist’.

Sorting Class Roster Results

Bl | i < D o D

The roster displays the

MNotify |Photo | ID Name Q and Plan Level
. Jor -
enrOIIed StUdentS n 1| [0 E, 3.00 :::I?:;:rh(eaggmhemistw Minor/Honors Junior
alphabetical order by last | O (& Click on a column header Junior
then first name. Al (DRI RY Serichol JRony -
A level flinor
|1r g — TBioogy (85) |

Example: To sort the student above by student level (Senior, Junior) click on the Level header
column.

Download a Class Roster

Enrolled Students rind | B E | firse 0 1-150 of 150 1 Last
A class roster can be D e e Cevel
downloaded by clicking the |5 iy Gt
= 2 O R Click the Download lcon [ "™ Junior
Download |C0n. I M :'hfla‘;.;ﬂusic Minor/Chemistry Minor Junior
a Ty

=

| |3 [As Bachelor -
" |eiclogy (BS)

Ensure that your browser will allow pop-ups from the ConnectCarolina site to use this option.
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Select a location to save
the roster or application to
open.

The roster will download in
an .xls format. Most UNC-
CH computer systems are
configured to open this
type of file with Excel.

Go to the downloaded
roster and double click to
open.

Print a Class Roster

ConnectCarolina Faculty Guide

You have chosen to open

= | psxis
which is a: Microsoft Excel 97-2003 Worksheet
from: https://ewebd01f.sis.unc.edu:17013

~What should Firefox do with this file?

x]

 Open with IMicrosoft Excel (default)
 Save Fie
™ Do this automaticaly for files ke this from now on.

cancel |

OK

o wn e AN W w | ®e Gwwre |G -
A » ; A N} - ]
Al - Notify
A
lotity | Photo (] Name Units Program and Plan Lavel
Photo 4| SN Bachelor of SKience Nursing - Nursing | Senior
Photo IDs and Names 4] SN Bachelor of Science Nuriing - Nursing | Senior
Photo 4[SN Bachelor of Sclence Nursing - Nursing | lunior
Photo removed for 4| SN Bachelor of Science Nursing - Nursing | funior
Photo 2 45N Bachelor of Science Nursing - Nursing | lunior
Photo Secunty 4] SN Bachelor of Science Nursing - Nursing | lunior
e B ILUENISRTLA S I TS M

Class Roster

To print a class
roster click the
‘Printer Friendly
Version’ link.

¥ ENGL 146 - 001 (7538) change dass

*Enrollment Status | Enrolled b

Enrollment Capacity 35

Science Fiction/Fantasy/Utopia (Lecture)

Days and Times Room Instructor Dates
MoWeFr 12:20PM-1:10PM Bingham - Rm 0301 Bl A 01/11/2016 -
PR N 05/06/2016

Enrolled 18

@ View FERPA Statement

Academic Progress Report

. n—— nik to _ ” ” Roster with Pictures
Next C"Ck the Print Select display option: (®) Link to Phot () Indlude) C]ICk to pl'l['lt out the
) olied Stude class roster
option from your Pt s g — o o
Web browser [ 1| O [Br | ossuseos it commer | 2.00/25 Bochlor e
window 2| O By  eekie SIS mmﬂﬁﬁs’ﬁm. Junlor
! 3l O B resxs e s e | 3.00 ésmﬁ;"'*'“““‘" Senlor
= A4S Bachelor of Arts -
4 O [ER  rycepsery DRGSR 3.00 Political Science/Social & Junior
Minor/Women's and Gender
Select All  Clear All Printer Friendly Version
notify sel | notify all |
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View a Different Class Roster

Class Roster

Click to view the class

< ENGL 146 - 001 (7538) change dass
roster of another class

Sdence Fiction/Fantasy/Utopia (Lecture)

Days and Times Room Instructor Dates
MoWeFr 12:20PM-1: 10PM Bingham - Rm 0301 e il el 01/11/2016 -
HRSRE e. 05/06/2016

*Enrollment Status | Enrolled |

TO vi eW a n Ot h e r Enrollment Capacity 35 Enrolled 18
roster, click the @ View FERPA Statement it Praba Rt
’change class’ Seloct display option: (@) Link to Photos ) Include photos in list | Baster vith Pictures

button. Enrolled Students Fing | B | 2 First © 1-18 or 18 T Last

1.00 A5 Bachelor -

E AS Bachelor of Arts -
Bz reassewy  Cans st 3.00 Political Science/Social & Econ Justice Junior
Minor/Women's and Gender Studies

-

O (s s s lc — Undocided Freshman
I o T s AS Bachelor of Arts -
2| O Br teekees BEEs 3100150 Ciea and Sport Sance Junior
3l O B3 (s e s sy | 3.00 ‘;‘fqﬁ";hd‘“‘”““"’" Senior
O

Select All  Clear All Printer Fri: I i

notify selected | notify all stud |

View a Class Roster with Photos

) ¥ HIST 107 - 001 (5547) ch class | il
To view a class =)
Medieval History (Lecture)
roster Wlth Days and Times Room Instructor Dates
phOtOS click the MoWeFr 10:00AM-10:50AM  Manning - Rm 0209 U s i (:gﬁ:;gg:g -
‘Include Photos
in list’ in the *Enroliment Status [Enrolled 5] Click to view class roster
lselect Display Enrollment Capacity 165 Enrolled 150 th phOtos
Option, area l Eh View FERPA Statement

Select display option: " jnk to Photos @ Include photos in list

Use the blue Find | View 100 First 4] 1 of 150 b Last
control bar to scroll [ wotify
through the photos :.D Use the control bar to
ame s
or click the ‘View view your class
J— photos
. . n )
100’ link to view a
list of 100 student Program & Plan  AS Bachelor - Biology (BS)/Chemistry Minor/Honors Program/History
Level Junior
photos.
Status Enrolled Status Note
Select Al Clear All Printer Frien rsion
notify selected stud | notify all stud
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| e

**If you have a large class this may take a few minutes. The processingicon '~ displayed
in the upper right hand corner of the screen indicates the system is working on your request.

Print a Class Roster with Photos
Important: Please note that if any students in the class have invoked complete privacy under
FERPA and a class roster is available where others (not connected to the class) may see the
photographs, this may be a violation of FERPA.

Class rosters should be handled in a manner that protects the rights of any students who
have invoked complete privacy under FERPA.

1. From the Class Detail Page, click on the Roster with Pictures link.

[ Faculty Center 1( Advisor Center 1( Search ][ Learning Management 1

| my schedule || class roster ” grade roster |

Faculty Center ] ]
Click the Roster with

Class Detail Pictures link

BME] 701 - 902 BIOMED ENG-JOINT PROG(G) \
Roster with Pictures

Return to Faculty Center

2. After reading the Photo Disclaimer, click on the View Report button.

Photo Disclaimer

Photos are confidential. They are for private use of the instructor and not
for public display. The photos are not to be shared (including email) with
others, including members of the class. Printed photos must be in a
secure location, not accessible to unauthorized persons.

<4—| Click onthe View Report button
Wiew Report

The generation of this report may take up to several minutes to process. depending on
the class size. Please do not navigate away from this page, or the report will not be
generated.

QK Cancel Apply

3. When the report is finished it will appear in a separate browser window in Adobe PDF
format for you to view, print, or save.
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View an individual Student’s Photo and Details

1. Ensure that the
‘Link to Photos’
radio button is
clicked.

Click the photo

&

icon to the

Class Roster

= ENGL 146 - 001 (7538) change dass

Science Fiction/Fantasy/Utopia (Lecture)

Days and Timaes Room Instructor Dates
MoWeFr 12:20PM-1:10PM Bingham - Rm 0301 [E0Y 01/11/2016 -
SRR g 05/06/2016

Enrolled Students

Find | B #

*Enrollment Status | Enrolled e
Enrollment Capacity 35 Enrolled 18
v FERP ement
@ S RO Academic Progress Report
Roster with Pict
Select display option: (®) Link to Photos () Include photos in list SN el pures

rirst & 1-18 of 18 I Last

[ . Click the photo icon to view a
left of the : [] [fx wess | student's image and details. aunlor
il O E} TR o i X Ty Senior
student’s PID and - T
Al O B reecsery camisomass 3.00 9<|Jlﬂcal m@yas:;l;ﬁma:;mm Sunior
name. RS *
Select All  Clear all Printer Friendly Version
notify | notify all |
3. The student’s record and image will be displayed.
E-mail All Students in a Class
Class Roster
w ENGL 146 - 001 (7538) change dass
Sdience Fiction/Fantasy/Utopia (Lecture}
Days and Times Room Instructor Dates
MoWeFr 12:20PM-1:10PM  Bingham - Rm 0301 (S L 01/11/2016 -
R - 05/06/2016

Click on the
‘Notify all
Students’ button
to launch the
Send Notification

*Enroliment Status -El|-l"0|-|;d

Enrollment Capacity 35

Select display option:

Enrolled Students

B2

Enrolled

18

@ View FERPA Statement

(@ Link to Photos ) Include photos in list

Fimilpl‘ﬁt

First K 1-18 of 18 1 past

screen.

Academic Progress Report

Roster with Plctures

Notify Photo 1D Name | Units| Program and Plan Lavel
1| O By rosssess s agies Comee | 3.0p A5 Bachelor - Freshman
2 O [ s TR Click to send an Email to all |
3 0 R eeon s enrolled students Senior
A 0O B ressen caasess 3.00 @itical Science/Sodlal & Econ Justice Junior
or/Women's and Gender Studies
Select All Clear a1l Printer Friendly Version
notify selected students | notify all |

An E-mail interface is generated.
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Class Roster

Send Notification
The top portion

Type e-mail addresses in the To, CC or BCC fields using a comma as a separator.

contains the: Notification from Ll sk Sl uid
e From: From: I -mail.unc.edu_UNC
e To: To: S - :i.unc.edu_UNC [=
o CC =
e BCC: cc: ~

BCC:
Email addresses removed for
=
Subject: <From the desk of >
v
The bottom Message Text: 3(—
portion contains: Compose Message to
e Subject: Students

e Message
Text:

SEND NOTIFICATION

Return to Class Roster

Click the ‘Send Notification’ button to send the E-mail notification.

E-mail an Individual Student

Class Roster

= SPAN 350 - 002 (6221) change class

i and Ci {Lecture)
To E-mail an individual student click on Sopsndfines __ Som _____ Mestucior e o
0116 12/08/2010

the student’s name.
*Enrollment Status |Enrclled =

Enrollment Capacity 20 Enrolled 20
-
£} View FERPA Statement
cerect iy option: @ | CliCK the student's name to send
an individual E-mail

Enrolled Students Find | B First | 1-20 of 20 "/ Last
Notily| Photo | TD ame Units |Program and Plan Level
. . A4S Bachelor -
| y - E" e — 3.00| g snance Languages/Arabic Minor Sophomare
| 2| T |ER Juniar

| | Names and PIDS removed for security [t Mo

| 3| |E& — ., Junior
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A new E-mail message will launch from
your default E-mail application.

Fill out the E-mail and send to the
individual student.

E-mail Selected Students

1. Place a check mark in the notify
column for each student.

2. Click the ‘Notify Selected
Students’ button.

ConnectCarolina Faculty Guide

From™=

o

Cc.

Charles Smith

IT Training Coordinator

University of North Carolina at Chapel Hill
Office of the University Registrar

SASB North, Suite 2100, CB# 2100

Chapel Hill, NC 27599-2100

E-mail: charless@email. unc.edu
Phone: 919.962.5162

*Enrollment Status |Enrolled -
Enroliment Capacity 20 Enrolled &
Place a check g Vs FEREA Statement
s{ mark in the tophotes € Include phatos in list
Notify column
Notify| Photo | 1D Name ogram and Plan Level
= 300 e Lang and Lewsares Grod poe
F e |EQ 3.00 AS Doctor of Philosaghy - Grad Doc
| = | {PIDS and Names [, looctor of phiosophy - so2- —
I e Removed for = e :
| s X 4 Sensor
security -
s| E:Q L me?LLg and Litnra-ms (Ged Ooc
s ||§Q 3,00 Master of Arts - 502 - Grad Mast
Select all  Clear Al Click the 'Notify Selected jendly Version
[Crotify selected students ] notify all student Students' button
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3. Complete the Send Notification

fields.

4. Click on the send notification

button.

ConnectCarolina Faculty Guide

Class Roster

Send Notification

Type e-mail addresses in the To, CC or BCC fields using a comma as a separator.

Notification from B EEE 56 KLYy

From: I ¢ -mail.unc.edu_UNC
To: |_email,unc.edu_UNC

cc: I

.
.
BCC: j = .

Email addresses removed for

Subject: <From the desk of >

Message Text:

Compose Message to
Students

SEND NOTIFICATION

Return to Class Roster

Using Basic Class Search in Faculty Center

1. To search the schedule of classes click on the ‘Search’ tab at the top of the faculty

center screen.

i my schedule

Faculty Center

|. Facul nter

I search |

class roster grade roster |

My Schedule

2016 Spring | UNC-Chapel Hill

search/browse the schedule of

Use the Search tab to

classes

select display option: (®) Show All Classes (O) Show Enrolled Classes Only
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2. The default search screen allows you

to do a quick and general search that Enter Search Criteria
includes: Institution [unc-chapel Hil |
Term [2010 Fan =
Select at least 2 search criteria. Click Search to view your search results.
a. Course Subject
. Course Number 1 Q [+ =]
c. Check the box to the left of Show |course subject select subject | | | E
Open Classes Only if you are == [is exactly = | | EI
. ¥ show Open Cla onl
looking for classes that are open. [ show open closses ol
. age Use Additional Search Criteria to narrow your search results.
d. Click on the Additional Search lbmmm — ] El
Criteria link. This will display a
more advanced SearCh yOU Can CLEAR CRITERIA | SEARCH

add Additional Search Criteria.

3. Additional Search Criteria include:

Use Additional Search Criteria to narrow your search results.

“additional Search Criteria

e Meeting Time

Meeting Start Time greater than or equal to =

° Day Of the Week Meeting End Time less than or equal to =|
Day of Week ’m

° |nStFUCtOr Last Name Mmon TTues Twed T Thers T Fi [T sat [ Sun
Instructor Last Name  [i5 exactly =]

e Class Number Class Nor i

Course Title Keyword

e Course Title

Minimum Units Wg
[ ] Sessio n Maximum Units less than or equal to =l
Course Component | =]
e Course Attribute Session =
Mode of Instruction I—;l
Location ﬁ
To process your search click on the e e [

Search Button.

Grades

Overview
The ConnectCarolina Faculty Center enables faculty members to manage class and student-related
activities from one centralized location.

Faculty Center can also be used to manage and approve grade rosters for classes. Access to the
grade roster is restricted to:

e Primary instructor
e Secondary instructor
e Teaching Assistant
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e Proxy Access (staff member)

Access to Faculty Center is accomplished by departmental schedulers entering the faculty member’s
name on a class.

Grading Roles

Faculty members have access to the rosters of the classes that they are assigned to teach. Having
access gives the ability to review the class details, student information for those enrolled in the
class, as well as being able to communicate with selected students or even the entire class.

TA’s and staff members with proxy access will also be able to enter grades using Faculty Center.
Once the grades are entered they will be submitted for approval by the primary instructor of the
course.

Assigning a grade proxy including a TA
Important points to remember:

e No student should be granted a grading role for a course in which they are enrolled.

e Only authorized individuals, such as a graduate assistant, should be assigned TA access. The
departments will determine if TA’s should have approve or grade access for a class.

e The instructor listed on the Schedule of Classes file is ultimately responsible for all grading

issues in the course.

Grade Roster Availability

Grade rosters are generated by the Registrar’s Office and made available to you in the Faculty
Center. You must be assigned to the class as the primary instructor, secondary instructor, teacher’s
assistant (TA) or proxy (staff role) by your departmental scheduler in order for the Faculty Center
information to appear.

If a term or a class is not listed, contact your departmental scheduler.

Saving Grades

The most important tip we can convey to the user community is to Save early and Save often. There
is a 20-minute time-out period during the grading period, and any unsaved data will be lost. You
may save a roster as many times as you wish.

Access a Grade Roster
Navigation: Self Service > Faculty Center > My Schedule
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1. Click My Schedule to view the classes assigned to you in ConnectCarolina.

&3

2. Click the Grade Roster icon next to the class for which you wish to enter grades.

My Teaching Schedule > 2016 Spring > UNC-Chapel Hill

e - -
view all | &2 | g First B 1.4 or o B L6t

Class Class Title Enrolled CR Pic APR GR Days & Times Room Class Dates
ENGL 146-001 SCIFI/FANTASY/UTOPIA 18 ﬁ:'ﬂ [z‘ E_l MoWeFr 12:20PM - 1:10PM  Bingham - Rm Jan 11, 2016-
(7538) (Lecture) 0301 May 6, 2016
ENGL 146-002 SCIFI/FANTASY/UTOPIA 18 ﬁ;ﬁ E:-, = [_?f} TuTh 5:00PM - 6:15PM Greenlaw - Rm Jan 11, 2016-
(8174) (Lecture) 0305 May 6, 2016
ENGL 147-001 MYSTERY FICTION 19 ﬁ"a @- @ MoWeFr 2:30PM - 3:20PM  Bingham - Rm Jan 11, 2016-
(9533) (Lecture) 0301 May 6, 2016
ENGL 149-001 NETWORKED & 18 '-ff [E. Q TuTh 5:00PM - 6:15PM Greenlaw - Rm Jan 11, 2016-
6037 MULTIMODAL COMP v - 0317 May 6, 2016

(Lecture)
I Click to access the grade roster
iew ekly Teachin

Note: There will be a slight pause as ConnectCarolina assembles the Grade Roster.

Review the Grade Roster

The Grade Roster is divided into 2 sections.

e The top section includes meeting information, display options and the roster status.

Grade Roster

2016 Spring | Session A | UNC-Chapel Hill | Undergraduat

e

= ENGL 146 - 002 (8174) change dass

Science Fiction/Fantasy/Utopia (Lecture)

Days and Times Room Instructor Dates
TuTh 5:00PM-6:15PM Greenlaw - Rm 0305 VIRGINIA TAYLOR 01/11/2016 -
05/06/2016
Display Options: Grade Roster Action:
*Grade Roster Type Final Grade v *Approval Status Not Reviewed W Ssave

[l Display Unassigned Roster Grade Only
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e The bottom section displays the students enrolled in the class in alphabetical order.

Student Grade 1 Transciipt Note Il
Roster |Official | Gradi
L 1D Ciade. |cada Basisng Program and Plan .Level
y AS Bachelor -
OO 1| s GR1 Undecided Freshman
i - 3 AS Bachelor of Arts - .
O 2| ke i N o GRL | ercise and Sport Science Junior
- - - an an AS Bachelor of Arts - z
[1] 3|=pesesapas e ik SRl English S
. AS Bachelor of Arts -
| 4 reesces P e p— GR1 Political Science/Social & Econ Justice Junior
Minor/Women's and Gender Studies
TET IS = AS Bachelor of Science - =
0| 5| vedadd ——— GR1 Computer Science/Linguistics ke
Top Section of Grade Roster
The top section of the grade roster can be used to do the following actions.
1. Class Header
Grade Roster
2010 Fall | Session A | UNC-Chapel Hill | Undergraduate
Class Header
7 CHWA 401 - 001 (15618) change class I
Elementary Chichewa I (Lecture)
Days and Times Room Instructor Dates
TBA TBA CHRISTOPHER DERICKSON 08/24/2010 -
12/17/2010
Display Options: Grade Roster Action:
*Grade Roster Type Final Grade - *Approval Status Not Reviewed - save |
O Display Unassigned Roster Grade Only

a. Click the Class title to view the class detail page.
Class detail includes course summary information, enrollment and meeting information,

seating details and the course description.

b. Click the Change Class button change class | 14 return to My Class Schedule to view

another roster for this term or to change the term and view more classes that you are

assigned to teach.
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2. Display Options
a. Grade Roster Type
Displays Final Grade or
Mid-term grades.

b. Display Unassigned
Roster Grades Only
Check this box to view
only the students who
have not been assigned
a grade.

ConnectCarolina Faculty Guide

Grade Roster

% CHWA 401 - 001 (15618) change class

Elementary Chichewa 1 (Lecture)

Instructor Dates
[ICKSON 08/24/2010 -

12/17/2010

Days and Times Room
TBA TBA

/

*Grade Roster Type  Final Grade s

Display Option

Display Options: Grade Roster Action:

*Approval Status Not Reviewed -  save

Display Unassigned Roster Grade Only

***This feature is helpful when grading large classes***

3. Grade Roster Action

The Approval Status displays
the approval status of the
roster’s grades.

There are 3 possible values:

Grade Roster

% CHWA 401 - 001 (15618) change class

Elementary Chichewa I {Lecture)

Instructor Dates

CHRISTOPHER DERICKSON 08/24/2010 -
12/17/2010

Days an
TBA Grade Roster Action

Display Options: Grade Roster Action:

*Grade Roster Type  Final Grade - *Approval Status Mot Reviewed - save ]

Display Unassigned Roster Grade Only

¢ Not Reviewed is the preliminary roster status where grades can be entered and

updated.

e Ready for Review all students have been graded and no changes can be made.

If you have Approve access, and need to make changes in the grades, you can

change the status back to Not Reviewed and do the work needed.

e Approved means that the roster is in its final status, ready to be posted.

Once set to Approved, the Registrar’s Office can post these grades to a student’s
record, so please be certain that you are ready to submit your grades before choosing

Approved.

Bottom Section of Grade Roster

How to View Students

The students are listed in alphabetical order on the roster.

To change how the students are displayed click any column title to sort the list by that field. Click

the title twice to sort in descending order by that field.
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Best Practice: Please sort the grade roster by PID (/D).

ID Sort the grade roster by clicking on the ID column header Level

Operative Dentistry Masters

Only the first 20 students will display in the grade roster.

Student Grade ote =D

To view or assign grades to additional students use the links below the last name in the list to view
the rest of the grade roster.

N { I_L’ ' AS Bachelor - EroErenah
View 20 or 100 student r
I records ata time. [ =]|| Selectthe next group of - Junior
students to view and nor
r | | assign grades Junior
View 20 | Download Rows 1 - 100 of 291 [’_’r’_‘

Assigning Student Grades
Note: There is a 60-minute time-out period during the grading period, and any unsaved data will be
lost. Locate the student to assign a grade to.

1. Click the Grade Roster icon L. , which is located next to the linked Class Roster icon for each
course.

2. Select the student’s grade from the Roster Grade drop down menu.
Click the Save button located at the bottom or top of the grade roster. You can save a Grade
Roster as many times as necessary.

Note: Move slowly through the process as it is easy to enter an incorrect grade.

Student Grade | Requireém n | T Note (=D
| Roster |Official |
[ D Name Gade lcaas Program and Plan :LEUEI
AS Bachelor -
| 1 B+ = History/Music Minor/Art History Sophomore
Minor
- = h
LI 2 |__l\ Click the drop down menu to | |S°Pnomere
| s - assign a Grade Sophomcrs
AS Bachelor -
| 4 I LI v cidad Sophomore
AS Bachelor -
Il s I - Phamacy Freshman

It is recommended that you save early and save often.

The grades that can be entered are based on the student’s status (undergraduate, graduate, etc.).
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Please reference the University grading policies as needed. The full grading policy can be found at:
http://registrar.unc.edu/academic-services/policies-procedures/university-policy-
memorandums/upm-24-the-grading-system/

Click the drop-down arrow to select a valid value. Only valid values can be accepted in the roster

grade box.

The selected value will be displayed as the official grade after the roster has been posted.
Changing Grades

Best Practice: It is recommended that each time you enter a grade, you should save your work.

You can return to the grade roster to add more grades and change erroneous grades. This can be
done as long as the grade roster is in Not Reviewed status.

If you plan on entering grades in multiple sessions, you may find it convenient to check the Display
Unassigned Roster Grades Only box. This way, you only are presented with students without grades
assigned.

Grade Roster

¥ CHWA 401 - 001 (15618) _ change dass

Element. Ll

Days an Place a check to display students tor Dates

TBA without assigned grades. IOPHER DERICKSON 08/24/2010 -
12/17/2010

Display Options: Grade Roster Action:
*Grade er Type  Final Grade - *Approval Status Not Reviewed - save

Display Unassigned Roster Grade Only

Setting the Approval Status of the Grade Roster

When the grade roster is first Grade Roster
generated, the approval status is ;
set to Not Reviewed. ¥ CHWA 401 - 001 (15618) _change class |
Set the approval status

Elementary Chichewa I (Lecture)

Days and Times Room Instructor Dates

TEA TBA CHRISTOPHER DERICKSON 08/24,/2010 -

12/17/2010
Display Options: Grade Roster Action:
*Grade Roster Type  Final Grade - *Approval Status -Readv-%rx.ﬁevl.ew Ti save
Display Unassigned Roster Grade Only Approved
Mot Reviewed
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Once all of the grades have been entered, the approval status can either be set to Ready for
Review or Approved.

If you do not approve grades, set Seade Rostar Action:

the status to Ready for Review. *Approval Status v __save |

The setting Ready for Review indicates to the Primary Instructor/Approver that grades have
been entered and the grade roster is ready for final review. The drop-down boxes for choosing
grades will disappear when this setting is selected.

If you need to change a grade, you must set the approval status back to Not Reviewed.

If you do approve grades, you will Grade Roster Action:

have the option of setting the *Approval Status [T v save

approval status to Approved.

Important: Only set the approval status to Approved when the grades are ready to become
official. Once you change the status to Approved, the drop-down boxes for changing grades will
disappear.

The Registrar’s office will run a “post” process nightly to detect Grade Rosters that have been
set to Approved. Once the official grades are posted, you will not be able to change the
approval status or change grades through the Faculty Center.

Once grades are posted, any changes would have to be handled by submitting an approved
Grade Change Form to the Registrar’s Office.
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Follow these Steps to Approve a Grade Roster:

When finished entering grades for all student on the roster, select the appropriate approval
status:

a. For Teaching Assistants, Proxies and Secondary Instructors, select Ready for
Review
b. For Primary Instructors, select Approved.

c. Click the Save ﬂe—l button.

Verify that Grades were Successfully Submitted

When the grade roster has been posted the Official Grade column will be populated with the grade

you submitted.

Student Grade | Requirement Designation | Transcript Note [N[EED)
— 7 ' i T
| Roster |Official |
:[D :Name \Grade |Grade Program and Plan :Levei
H SD Master of Science - Graduate
Operative Dentistry Masters
AS Bachelor of Arts -
B- Sociology/African & Afro-Amer Stud Junior
Minor

Student Grades Availability

The grades will be available for students when the Registrar's Office runs their process to post
approved grades to student records. For questions regarding the grade posting schedule, please
contact the Records area of the Registrar's Office.

Grading Tips

All roster grade boxes must be populated (all students have a valid grade) before you can
change the roster status to approved.

No Blank Grades: All students must be graded in order for the grade roster to be set to
Approved status which then allows posting of the grades.

In most cases, only the primary instructor may approve the grade roster.

Only approved grade rosters will be posted by the Registrar’s Office.

SAVE Often! — If your session is inactive for more than 20 minutes, it will timeout and any
grades entered but not saved will be lost. If you only have time to enter some but not all of
your grades, you can save the partial roster and return to it later.

Approve and Submit to Registrar - Once all grades have been entered and saved, they will
not be submitted until you click the Approve button.

During the grading period approved rosters are posted overnight to students' academic
records.

To verify that grades were successfully posted — Once the grades are successfully posted, a
message will appear at the top of the roster that says, “Posted”.

Office of the University Registrar



ConnectCarolina Faculty Guide

e For roster questions or questions about final grade entry - Contact the Records area of the
Registrar’s Office.
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Grading Frequently Asked Questions

The questions below can be used to help resolve common questions concerning Entering and
Approving grades in ConnectCarolina. If you still have questions after using this list please contact
the Records area of the Registrar's Office

How can | determine if | have Access to enter grades?

Security roles for grading have already been attached to all faculty and staff profiles; if you have
passed the online FERPA quiz (required to access student information in ConnectCarolina) and can
see class rosters in the ConnectCarolina Faculty Center, you will be able to enter grades, as long as
you are assigned to the class and your department scheduler has listed your grading access as either
“Grade” or “Approve.”

When can | begin to enter grades in my class roster?

Grade rosters will be available through Faculty Center in ConnectCarolina beginning Dec. 9, 2010
What is the deadline to enter grades in my class roster?

Final grades are due no later than 72 hours after a class’s scheduled final exam.

Why can’t | see a grade roster for the class | teach in Faculty Center?

Contact your departmental scheduler or the Records area of the Registrar’s office to determine if
you have the proper access to view the grade roster.

Where is Faculty Center?
Self Service > Faculty Center
Who has access to enter grades?

e Faculty assigned as Primary Instructors and Secondary Instructors
e Teaching Assistants
e Approved staff members with proxy access

Who is responsible for approving the grade roster?

The primary instructor listed on the schedule of classes file is ultimately responsible for all grading
issues in the course.

Who is responsible for generating the grade rosters?

The Records area of the Registrar's Office.
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Where can | find additional information on grading?

Please reference the University grading policies as needed. The full grading policy can be found at:
http://registrar.unc.edu/academic-services/policies-procedures/university-policy-memorandums/upm-24-

the-grading-system/

| set the grade roster to ready for review but detected an error in an entered grade. How can |
change a student grade once the grade roster has been set to ready for review?

Go back to the Grade Roster Action area and set the Grade Roster to not reviewed.
When will the students' grades be posted?

With web submission of grades, students' grades will be posted to their records on a nightly basis,
so students will be able to view their grades the next day. Grades submitted on the weekend can be
viewed the next day. This means that students may be seeing grades "trickle" in, instead of seeing
all or most of their grades on one specified date.

Is there assistance available if | need help?

e |f you cannot view a class roster through the Faculty Center, contact your departmental
scheduler.

e For questions regarding how to use ConnectCarolina, contact your student services manager
or the Records area of the Registrar’s Office at either 962-0495 or its listserv at

e For technical support, contact the Help Desk (help.unc.edu or 962-HELP).
e For questions about final grade entry, contact the Records area of the Registrar's Office

Can my Teaching Assistant (TA) enter final grades for a course?

Yes, if your TA is entered into the ConnectCarolina instructor table with the proper settings he or
she can enter and submit the final grades. You can also have your TA assigned as a "proxy" for a
course and then he or she can enter and submit the grades.

Can | designate someone else to enter grades?
Yes, the web-grading system has proxy access.

This means that someone else can be given rights to access your class roster, and submit the grades
via the web. Proxy access must be established prior to entering grades in order for the proxy to be
able to access the system. The departmental scheduling coordinator sets up proxy access.

Note: The primary instructor will still need to approve all entered grades.
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Will | see the grading basis for the students in my classes?

Grading basis is not displayed for their courses, and therefore it will not.
Once the grades are entered and submitted, can | make changes?

No, once your grade roster has “posted”you cannot change the grades. If you submitted a grade in
error or discover an error in calculating a student's grade, please contact the records area of the
Registrar’s office.

Will the system let me know if | am missing any student grades?

Yes, the web grading system will not allow you to submit a partially completed grade roster to the
registrar. Also, the system will notify you if there is a problem with the grading file you are
uploading.

Can | submit a partially completed grade roster?

No. You must enter a grade for each student on your grade roster before the system will permit you
to submit your grades.

What are the browser requirements for using the web grading system?
The web grading system works best in Internet Explorer.
If | complete only some of the grade roster, will the system automatically save my submissions?

No. You must save your work. When you click on the "save" button on the grade roster your work
will be saved in the web grading system, not your computer. When you return to complete your
grading or if something happens to break your connection to the web grading system, you can
resume entering grades at the point of your last save. It is recommended that you save your work
regularly.

What if | don't want the instructor or TA entering the grades for the course?
Your departmental scheduling coordinator can set up this feature.
What if there is no grade roster icon displayed for a class on my teaching schedule?

If a grade roster does not appear to be available for a course, there are a few common issues to look
for:

First, verify that the correct term is displaying on your Faculty Center.
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If you are indeed viewing the correct term, verify that you are within the dates for the grading
period. Grade Rosters are not generated until the beginning of the grading period. Please contact
the Registrar's Office if you need details on the grading period dates.

If your course has multiple components (i.e., multiple pieces that must be taken together as in a
lecture/lab course), a grade will only be assigned to one portion of that course. If you do not see a
grade roster for one piece of a multiple-component course, check the corresponding part of the
course to verify that a roster is available there.

Note: If another portion of the course is assigned to a different instructor, you can check with that
instructor or your academic department to verify which portion of the class is the graded portion.

Finally, it's possible that you have not been given access to grade. Your grading access for each class
is based upon information your department enters into the schedule of classes. Contact your
departmental scheduler to verify the level of grading access you've been given.
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Grading Scenarios

Grade Roster is missing

Access the class roster through Faculty Center. If your class roster is missing, then you have
not been assigned to the class as an instructor. Contact your departmental scheduler.

If you can access your class roster but not the grade roster for a specific class, please have
your departmental scheduler confirm that you have either Grade or Approve access on the
class meetings page of the class. If you have Grade or ‘Approve’ access and you still cannot
see the grade roster, the grade roster may not have been generated by the Office of the
Registrar. Please contact the Office of the Registrar for assistance.

Student is missing on Grade Roster

The student may have dropped the class. This can be verified by checking the drop-down on the

class roster page. Contact the Records area of the Registrar’s Office for assistance.

Grade basis displayed on the roster is incorrect

If a student’s grade basis is incorrect, contact the Records area of the Registrar’s Office for

assistance. You will only be able to select a valid value as determined by the grading basis defined

during enrollment for that student

The Grade Roster icon is not present in Faculty Center

If a grade roster does not appear to be available for a course, there are a few common issues to look

for:

First, verify that the correct term is displaying on your Faculty Center.

If you are indeed viewing the correct term, verify that you are within the dates for the
grading period.

Grade Rosters are not generated until the beginning of the grading period. Contact the
Records area of the Registrar’s Office for assistance if you need details on the grading period
dates.

Finally, it's possible that you have not been given access to grade. Your grading access for
each class is based upon information your department enters into the schedule of classes.
Contact your departmental scheduler or the Records area of the Registrar’s Office for
assistance to verify the level of grading access you've been given.
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I've entered my grades but the students cannot view them. What's going on?

Your grades can only be viewed on the student end once they've been posted by the Registrar's
Office. If your grades have not been posted yet, you will need to wait until the next scheduled
posting date for your grades to be posted Contact the Records area of the Registrar’s Office for
further details regarding the grade posting schedule.

I entered my grades before the last scheduled posting date but they are still not showing up for
the students. What's going on?

When grades are being posted, the process only looks for rosters where the Approval Status value
has been set to "Approved". If you left you roster in "Not Reviewed" status, it would have been
skipped by the post process. You can return to your roster, change the Approval Status to
"Approved" and the grades will be posted when the next process is run.

I've entered grades already and now I want to make a change. What should | do?

The procedure for changing grades depends upon whether or not grades have been posted. If your
grades have been posted (i.e., the Official Grade column is populated and "Posted" appears to the
right of the Approval Status field), you will need to submit any grade changes to the Registrar's
Office on paper. Contact the Records area of the Registrar’s Office for details on this process.

If your grades have not yet been posted, you can change your grades online. If the Approval Status
of your roster still says Not Reviewed, you can simply re-open the roster and edit as necessary. If
your roster's Approval Status says Approved, you will need to change this value back to Not
Reviewed before you can edit the roster. (Remember to change your roster's Approval Status to
Approved and save your data when finished.)

The grading deadline has passed and | can no longer enter grades online. What can | do?

Once the grading period has ended, you will need to submit any outstanding grades to the Records
area of the Registrar’s Office on paper. Contact the Records area of the Registrar’s Office for details
on this process.
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Appendix A — Grading Process Flow
The chart below shows the process for entering and approving grades in ConnectCarolina.

Grading Period Opens

Registrar’s Office Generates

Grade Rosters

Faculty, TA’s and approved Save early and often
staff enter grades

Review and Save Grades

Set Grade Roster to Ready to Review
Graders Set the Grade Roster

Set Grade Roster to Approve

Primary Instructor Sets Grade

Roster
\
Approved Grade Roster
Registrar’s Office Runs Grade Post Students can view grades
Process nightly during grading period in self service

Registrar’s Office Post Paper and Late
Grades Directly on Create Grade Page
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