Faculty Center Grading Quick Guide

1. Login to myCoyote.
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2. From the myCoyote Portal navigate to the Faculty Center tile.

ﬂ myCoyote

Student Email

Access your tcoyote csusb.edu email

FIND YOUR PACK!

COYOTE CONNECTION 5

Coyote Connection
‘Check out the Coyote Connection events happening all year long, featuring the
brand-new Coyote Hour.

Canvas
Canvas Learning Management System

Need Academic Help? Personal Messages
Get academic help with our live chat available Mon - Thu, Directly access your personal messages.
8AM - 5PM

My Financials
Make a Payment, My Financial Activity, OneCard Balance
and CSUSB Scholarship Site

Academic Intervention Response (AIR)
Submit academic concemns for support intervention and
progress menitoring

Faculty and Staff Email
Office 365 includes a suite of tools, such as Email,
Calendar, OneDrive, and more

Student Center
Access student related self services

Faculty Center
Manage items such as your class roster, class schedule,
and grading

My Academics
Student Center, Faculty Center, Advisor Center, Navigate,
and related student, faculty, and staff services




3. If the current term is not displayed, select the change term button and proceed to Step 4. If the
current term is displayed, proceed to Step 5.
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4. Select the radio button to the left of the current term and select Continue.

Faculty Center Advisor Center Search

My Schedule | Class Roster | Grade Roster

Iy Schedule
ﬁ View FERPA Statement

Continue D

Select a term then select Continue.

Term
() Spring 2024 C3U San Bernardino
() Fall 2023 C35U San Bernardino
—p | (@ Summer 2023 C5SU San Bernardino
i) Spring 2023 C35U San Bernardino



5. Select the Grade Roster icon to the left of the course to be graded. If you do not see the Grade
Roster icon, contact Melissa McCammack in the Records Office at (909) 537-3311 or by email
at melissa.mccammack@csusb.edu.
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6. Grades can be entered a few different ways.
a. By selecting the grade from the drop-down menu under the Roster Grade column.
b. By typing in the grade.
c. Using the Grade Roster Upload process.
Note: It is recommended that you save often when entering grades in case you are logged out.

7. Once all grades have been entered, review the roster grades and select Save at the bottom of
the page.
¢ A message will display stating that the grade roster is not complete until the status has
been changed from Not Reviewed to Approved. Select OK and proceed to Step 8.
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8. Change the Approval Status from Not Reviewed to Approved.

Grade Roster Action
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Import Grades from File
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9. Select Save.
Grade Roster Action

*Approval Status | Approved v Save

Import Grades from File

10. A congratulatory message stating grades have been successfully posted will display. The final
grade posting process will be completed in the Office of the Registrar.

Message

Congratulations! You have successiully completed grading this class. (30500,1)

The grades for this class have been submitted to the Office of the Registrar and will be posted within 24 business hours. Once grades are posted, all changes require a Change of
Grade Request. Please contact the Office of the Registrar at 909-537-5200, option 2, with any questions.

OK

===

Note: Grade Rosters are posted daily by the Records Office. Once grades are posted, the
Roster Grade will be reflected in the Official Grade column. At that point, students will also be
able to see their grades through their myCoyote Student Center. All grade changes must be
online through the Grade Roster via the Faculty Center. Please contact the Office of the

Registrar at (909) 537-5200, option 2 with any questions.



