Grading: The Good, The Bad
& The Beautiful
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Overview for Today:

» Grading Legend

» The difference between “U” and “F” grades

» Grades that require a last date of academic engagement
» “I” grades
» “W?” grades

» Grade Submission Procedures
» Self-Service Banner
» TRACS

» Communication Schedule for Grading Deadlines
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Grade Legend (Undergraduate)

Grade
Explanation ::rr:_'t;:::

Hour

& Excellent 4

B Good 3

C Lyerags 2

D Fassing

F Failure (Earned} 0

I exas U Failure (Unezrned) 0
N*= 0

Failure (Mever Attended)

DA Dropped, Mever Attended, Non-punitive 0
a e Incomplete 0

- - NC Mot Completed, Correspondence 0
“ “I“e rs‘tv MR Mot Reported 0
W Withdrawn Passing 0
-

G ra d I n g PR In Progress and Mon-punitive 0
CR Credit Given 0
l d RF [Developmental Course) Non-punitive, Earned 0
e g e n RU |Develoomental Coursel Nom-ounitive, Unesarnea 0
RM** [Developmental Course) Never Attended and Mon-punitive 0
R [Developmental Coursel Incomplete 0
RF [Developmental Course) In Progress and Non-punitive 0
wE Mon-degree Credit Given 0
Y* MNon-punitive 0
Al Audit 0

*any grads with an X after it is nor-degres cradit and any grads with 2 2fter it is non-punitive

**Grada no longer usad as of Fall 2014

A passing grade for & greduate level course is & C, and a passing grade for a doctoral level course is a B. For

mere infermation view academic grading policies for the Graduate College.




Difference between the Failing
Grades of “U” and “F”

“U” GRADE — UNEARNED FAILING “F” GRADE — FAILING

» Grade is awarded to students who: | » Grade is awarded to students

<+ Did not officially withdraw from the who completed the course but
course but failed to complete the failed to achieve the course

course and to achieve the course objectives.

objectives (i.e., did no_t take a final » A Last Date of Academic
exam, stopped attending, etc.). Engagement IS NOT required.

< Did officially withdraw from a
course but after the Auto W
deadline.

» A Last Date of Academic
Engagement IS required.




Grades Requiring a Last Date of
Academic Engagement

» “U” Grades (Unearned Failing)

» “I” Grades (Incomplete)

Both of these grades require that a last date of academic
engagement be provided.

For “I” grades, the system will inform you of the extension
date that will roll the “I” into an “F”. You will have until the
extension date to change the grade via the online change of
grade application.




Examples of Academic

Engagement

» Physically attending a class

» Submitting an academic assignment

» Taking an exam

» Completing an interactive tutorial

» Participating in computer-assisted learning

» Attending a study group assigned by the instructor

» Participating in an online discussion about academic matters

» Initiating a conversation with an instructor to ask a question about the

academic subject studied in the course




“I” grades: What are they? When
should they be issued?

>

An “I" grade is a temporary grade used when students fail to complete a
small portion (final examination, paper, etc.) of the course due to conditions
beyond their control.

For an “I” grade the instructor will enter the date the student last
participated in an academically-related activity, which typically will be after
the withdrawal deadline.

The “I” grade is treated as a non-punitive grade for one calendar year
(which is the default extension date).

For “I” grades, the system will inform you of the extension date that will roll
the “I” into an “F”. You will have until the extension date to change the
grade via the online change of grade application.

Thesis and Dissertation courses may not be issued an “I” grade. Contact
the Graduate College at gradcollege@txstate.edu or 512.245.2581 for a list
of other grade options.



mailto:gradcollege@txstate.edu

“W” grades: When are they given
and why?

» If a student DROPS a course BEFORE the 60% point of
the term (i.e. known as the “Auto W” Deadline), the student
automatically receives a grade of “W".

» If a student DROPS a course AFTER the 60% point of the
term (i.e. known as the “Auto W” Deadline), the student
may receive either a grade of “W” or “U” as determined by
the instructor of record.

» Instructors may NOT issue a grade of “W" if the student did
not drop the course.




Grade Submission:

Self-Service Banner ;.




Step #1: Select Faculty Services Tab,
click Final Grades

Personal Information MW

Search |Bo) RETURN TO MENU SITE MAP MELP EXIT

Faculty and Advisors

Student Information Menu

Term Selection

CRN Selection Note: The “Final Grades” link will not be active
Faculty Detaidl Schedule Y e i

Wbk Bt 2 Olice until the appropriate time to post grades for
Detall Class List your classes. Until such time, clicking on this link
Summary Class List P )

R Riat will display an error message that reads:
Incomplete Grades Summary “The Final Grade Worksheet is unavailable.”
Look Up Classes

Advisor Menu

View # student's transcript; View » student’'s gredes: Display your security setup,
Active Assignments

Assignment History

Class Schedule

Course Catalog

Syllabus Information

Office Hours

Advisee Grade Summary

Facuity Grade Summary

Degree Audit

Review a student’s academic progress
RELEASE: 8.3




Step #2: Select a Term from the drop
down Menu and Click Submit

Persanal Information mm

Samich Ga RETURN TO MENU  SITE MAP HELP EXIT

e Lira R. Apostolo
Select Term Aug 12, 2011 01:02 pm

Select a Termi Fal 2011 ~ C—

RELEASE: 8.1




Step #3: Choose a course to view
from the drop down menu and Click
Submit

RETURN TO MENLI  SITE M&P  HELF EXIT

s Liza R. & talo
Select a CRN i
Aug 12, 2011 01:04 pm
CRN: BIO 1131 013: ORGANISMAL BIQ LAE, 18514 {14) %—
[ Submit

[ Enter CRN Directly ]

RELEASE: B.3

Note: You may enter the CRN directly by clicking [Enter
CRN Directly] below.




Step #4:
For each
student,
choose the
appropriate
grade from
the drop
down
menu.

Click
Submit.

Final Grades . Lza R Apostole

Fal 2011

Aug 12, 2011 01:51 pm

¥ Enter final grades and last attendance date and hours. If Confidential appears next to a student’s name, the personal information s to be kept confidential,

Course Information

ORGANISMAL BIO LAB - BIO 1131 013
CRN: 18514
Students Registered: 14

. Please submit the grades often. There ks 2 15 minute time limit starting at 01:51 pm on Aug 12, 2011 for this page.

Final Grades

Record Student Name 0 Credits Registration Status Grade Rolled Last Attend Attend Hours Registration

Number Date 0-999.99 Number

- MM/DD/YYYY

1 - 1.000 Registered ol -~ 11
Aug 14, 2011

2 . _ 1.000 Registered-Web C - N s
Apr 26, 2011

3 - . - 1.000 Registered A B N 12
Aug 16, 2011

Rl -a - 1.000 Registered-web A . N 7
Jun 14, 2011

s - - B 1.000  Registered-Web A - N 9
Jun 17, 2011

6 .- . . J - 1.000 Registered-Web 8 - N 3
Apr 20, 2011

7 — . - 1.000 Registered-Web c ~ N 2

- Apr 14, 2011

] -e-w SR 1.000  Registered E - N 15
Aug 24, 2011

9 - - - 1.000 Registered-Web A - N B
Jun 15, 2011

10 - - - - 1.000 Registered A - N 16
AUg 24, 2011

11 . - - - S 1,000  Registered-Web c - N A
Apr 25, 2011

12 ¢ o . BN 1,000  Registered F - N 10
Aug 11, 2011

13 ¢ - _— w1000 Withdrawal Officad Aft Not N 17
Consus Gradable
Sep 19, 2011

14 . - W 1.000 Registered D - N 14
Aug 14, 2011

_Submit | Jreset

. Please submit the grades often, There is a 15 minute time limit starting ot 01:51 pm on Aug 12, 2011 for this page.

® @ P0CRPROEPRPRA®@

[ Term Selection | CRN Selection | Class List | Faculty Detail Schedule | Incomplete Grades Summary | Student Menu | Summary Class List |
DEIFACF R 2




Step 5: Final Notes

» If necessary, click Reset to clear your changes and begin again.

Census Gradable =
Sep 19, 2011

14 . .o , W 1.000 Registered D . N 14 @
Aug 14, 2011

ez

! Please submit the grades often. There is o 15 minute time limit starting at 01:51 pm on Aug 12, 2011 for this page.

[ Term Selection | CRN Selection | Class List | Faculty Detail Schedule | Incomplete Grades Summary | Student Menu | Summary Class List ]
LRELEASE: 8.3

» The screen will refresh, then scroll to the top of the roster you will see the

following confirmation : 1"'/‘Thi.a changes you made were saved successfully.

» To post grades for another class, click CRN SELECTION from the menu across
the bottom of the screen to return to the course selection screen.

IR

13 - W 1.000  Withdrawal Offici ARt Not N 17 ®
Census Gradable
Sep 19, 2011

14 . . MR 1.000  Registered p + N 14 ®
Aug 14, 2011

|§9g¢mt Reset

1. Please submit the grades often. There is a 15 minute time limit starting at 01:51 pm on Aug 12, 2011 for this page.

[ Term Selection | CRN Selection § Class List | Faculty Detail Schedule | Incomplete Grades Summary | Student Menu | Summary Class List |

» Follow the same steps previously noted.




Entering Last Date of Academic
Engagement for “U” and “I” grades

If you do not enter a last date of academic engagement for a “U” or “I” grade
when you hit the submit button, the system will give an error message.

To correct this, simply enter a date in the field and click Submit again.

Course Information

FUNCTIONAL BI10O LAD - BIO 1130 L56

CRN: 54315

© You have arors on the page. Comect the amors to submit 3l grades for this recond set,

Final Grades "

Record Student 10 Credits Registration  Grade Rolled Last Attend  Attend Hours Registration  Errors

Number Name Status Date 0-999.99 Number

MM/DD/YYYY

1 RN 1,000  Registered- o - N : 1 Last date of attendance @)
Web required for this grade,
Mar 29, 2013

2 - Wi 1000 Regstered-  (O) N [T a Last date of attandance @)

" — - Web required for this grade.

Apr 03, 2013

Submit | | Reset

Note if you enter a date outside the start and end date of the term, the system
will also give an error message.

Simply correct the date, and click submit again.




Entering Last Date of Academic

Engagement for “U” and “I” grades
(CONTINUED)

For an “I” grade, the system will inform you of the extension date that will roll

the “I” into an “F”. You have until the extension date to change the grade via the
online change of grade application.

Incomplete Final Grades ADO6S670 Liza R, Apostolo

Summer 2013
Oct 21, 2013 12:24 pm

¥ Raview and mantan, when allowed, ncomplate final grades and axtension dates for Incompiete gradaes.

Course Information
FTUNCTIONAL B10 LAB - BIO 1130 LS6

CRN: 54315
© The extension date defaull is Aug 00, 2014, The extension date may have constraints according to level.
Incompiete Final Grades ;
Record Number Student Name 1D Grade Rolled Incompiete Final Grade Extension Date Ext n Date Constralnts
MM/DD/YYYY
1 > ¢ meamen o] N B 08/03/2014 On or befare default date.

& ACance! ‘- Reset

Note: You may change the extension date to any date that is within the grading
deadline and the extension default date.




Grade Submission:




Step #1: In the TRACS Gradebook,
select Tools from the drop-down
menu

Reset Course Name & Term: Gradebook 2

File - Edit = View = | Togls ~| Help

1 J;S—:?uwnluad Mew Item Template

Grade Items %[ || Student Name
J Gradebook Hiibu ¢ Bxport Course Grade
] Name # fmpart Sategory | || B (88.26%)
a i Gradebo: & Bean Final Grades Submission ~ B [Eﬂ_ﬂﬂ%}
a Quizze o View Submission Receipt 00 /100 B [55}[!%}
Quiz 1| ¢ AddPoints 34 B [83_}’2%}
Quiz 2 198 33 B (81.36%)
Quiz 3 198 33 || B (80.73%)
a ] Dal_ly 40 100/100 C (73.71%)
Daily 1 8.4 21 11 5 (36.54%)
Daily 2 10.4 26 ||l ¢ (79.88%)
Daily 3 32 8 '
Daily 4 18 45 ||| A©1:69%)
R ian IR0




Step #2: Select Begin Final
Grade Submission

[ Reset Course Name & Term: Gradebook 2

File ~ Edit = View ~ | Tools = | Help

Grade Ttems g Download Mew Item Template «H [ student Name
J Gradebook || Atwibd —# EPT Course Grade
] Name # Import Category B (88.26%)
s {1 Gradeboi # Begin Fﬁ Grades Submission ~ B (86.00%)
a 'i.[,.j Quizze » View Submission Receipt 00/ 100 B [EE.?D%}
Quiz 1| Le Add Points 34 B [83_?2%}
Quiz 2 19.8 33 B (81.36%)
GUIIE 19.8 33 B (80.73%)
a Dal_l}' 40 100/100 C (73.71%)
Da!hf 1 8.4 21 |l g (86.54%)
DH!WE 104 26 C (79.88%)
Daily 3 3.2 8 '
Daily 4 18 45 A (91.69%)
R (AN 359%)




Step #3: Verify grades are
correct and click Yes to continue

Begin Final Grades Submission Confirmation ¥

Please verify that final grades are correct and any grade overrides
have been performed.

Final course grades will be submitted to the Registrar for this
course.

You will be able to change and resubmit grades until the
Registrar's due date.

| Yes | | Mo |




Step #4: Select the checkbox of the
roster to submit grades for and click
the Submit Grades button

Select sections to submit:

(-

201410.A51110.001

3:7 Onby sections vou are elligible to submit grades for will appear above.

}7 Grades for students not officially enrolled in the selected section(s) will not be submitted.

Cancel || Suhnfu] Grades
LAy




Step 5: Enter Last Date of Academic
Engagement for “U” and “I” grades
and click the Submit button

Additional info required: (7]

Some of the grades submitted require that you specify dates associated with the
grade. Please review the dates below and adjust them as necessary:

Student Name Here (A00000000 / NetlDY U

Last Date Attended: 0911/2013 =

Student Name Here (AD0000000D / MetiD)

Last Date Attended: 09/11/2013 =

Incomplete Extension: 12112/2014 E'K

L




Grades Are Submitted

If a student’s grade could not be submitted successfully a
reason will be provided underneath the student’s name.

Grades for the students with a red X next to their name could not be submitted. You will need to fix the
error listed under their name and resubmit your grades. [fyou need help, click on the question mark at
the top right of the screen.




After grades have been submitted you may
click Return to Gradebook button to quit or
make grade corrections for resubmission.

Submitting grades:

@

22 Grades Successfully Submitted

4 Grades Could Not Be Submitted

Show Successful

Name Section Grade
201410.A 51110.001 -
Letter grade is required for this student.

201410.A 51110.001 -
Letter grade is required for this student.

201410.A 51110.001 -
Letter grade is required for this student.

201410.A S1110.001 =
An appropriate Standard Letter grade is required for this student.

=

® X %X X

?7 To fix problem(s) listed above, correct the grades in the gradebook and resubmit the section(s).
For more detailed help with problem(s) above, click here.

[ Return To Gradebook ] [ View Submission Receipt l

You may also click View Submission Receipt button to view
all submitted grades.




To Override or change a course grade,

enter the appropriate grade in the Grade
Override field.

Student Name Search By Full Name lﬂd Clear || All Sections w

Course Grade Total Paints

Show Weighted = Show Inactive

Grade Override Test ch1 [100pts] Altendance [100pts] Final exam [100pts]
B (86.56%) | 2037.5/23... 93.5 84 a0
A (override...  1910.5/22... | A 92 78 68
A(92.20%)...  2112.0/22... 100 90

72

» You may also click View Submission Receipt button to view all
submitted grades.




Entering a grade for a dropped
student requiring a grade.

Student Mame Search By Full Name v | Find Clear || All Sections v | Show WEightE'd
Course Grade Total Points Grade Override Test ch1 [100pts] Attendance [100pts] Final exam [TU0p

B (86.56%) | 2037.5/23... 93.5 84 90
A(93.34... 1946.5/22... 100 88 86
A(92.20... 2112.0/22... 100 90 72

Click the Show Inactive button to display the
dropped students in your gradebook.




Dropped students will appear
in gray with a slash through
their name.

Student Name Search By Full Mame v | Find Clear | All Sections

omalls, Derek | B (86.56%) | 2037.5/23...
St. Hubbins... | B (89.90%)...  1910.5/22...

Tufnel, Nigel | A(92.20%)... 2112.0/22...

Enter the appropriate grade in the Grade Override
field and begin final grade submission once again.




Communication Schedule &
Grading Deadlines




Grading Communication Schedule

Faculty, Department Chairs and Administrative Assistants receive the following
email reminder notifications about grading deadlines:

» On the First Day of Classes for Fall, Spring & Summer

» Two Weeks prior to Grading Deadline

» Two Days prior to Grading Deadline

» Email to Faculty/Department Chairs/Administrative Assistants

» One Day prior to Grading Deadline

» Email to Faculty/Department Chairs/Administrative Assistants

» Day of Grading Deadline
» Email to Faculty/Department Chairs/Administrative Assistants

» Phone calls to Faculty/Department Chairs/Administrative Assistants

Once a faculty member submits their grades they automatically are removed from the
email list (i.e. if you are still receiving emails, there is an issue — Contact our Office).




Grading Deadlines
FALL & SPRING TERMS (LONG TERMS)

» Grades are due the Monday immediately following the last final exam day.

SUMMER & OTHER PARTS OF TERM

» Grades are due two business days after the last class day/final exam day.

Specific grading deadlines for each term are posted on the Office of the University
Registrar’'s website under Faculty/Staff, Departmental Resources tab, then scroll to
Grading Deadlines.

Enrollment Management and Marketing

About | Our Services = Registration | Student Resources | Faculty & Staff Info | V

Office of the University Registrar

Grading Deadlines

About = Our Services = Registration = Student Resources WEENWVEBSEALIGM Veterans Affairs | Athletic Certification

| Departmental Resources |
Texas State » Enrollmer Fall 2016 P
Room Reservation
Schedule Production Spring 2017 h

Degree Audit Information

Banner: Student Records
l Information

Register for Classes with Bo uilder

Answers @ Texas State for
Faculty




Common Pitfalls o —

\




Common Pitfalls

» NOT KNOWING THE GRADING DEADLINE FOR EACH COURSE

The grading deadline for each course for which you are the instructor of record may be

different. Example: You could be teaching a 3-week, 5-week & 8-week courses at the
same time and each would have a different grading deadline.

» ASSIGNING A “W” GRADE FOR ASTUDENT WHO DID NOT DROP COURSE
“W” grades can only be assigned if the student actually drops the course.

» NOT ENTERING A LAST DATE OF ACADEMIC ENGAGEMENT FOR “I" & “U”
GRADES

All “” & “U” grades require a last date of attendance

» MISSING A GRADE(S) ON AROSTER

Check the inactive tab on TRACS for students who have dropped/withdrawn after the
auto W deadline.

If you have submitted your grades but are still receiving email notifications from our
office about grading, this typically means you have a missing grade on a roster.




Questions O




