How to grade your courses in myPSC

Log into myPSC at www.peru.edu by clicking on “myPSC” under the Faculty & Staff tab
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This will bring you to your home page that looks similar to this:
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http://www.peru.edu/

Click on “Faculty” in the top menu bar and then click on “Rosters”.
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This will bring you to a list of all of the courses you are teaching that need grades entered. Click on “Grade
Input Allowed” in the Final Grade column for the course that you want to grade.
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This will bring you to the area in which you enter the grades per the instructions below:
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Be sure the Grade Roster Type is set to Final Grade as shown above. Disregard the Display
Unassigned Roster Grade Only checkbox.

The Grade Roster Action remains in the Approval Status of Not Reviewed until you have entered
all the grades.

Assigning Grades: The drop-down “Roster Grade” box includes all appropriate grades used in the
final grading process for your course. Select each grade from the “Roster Grade” drop down box
beside each student’s name. Click Save often during the grading process. Click Approved when
finished and Save (see below).

Withdrawals: As you can see in the example above, if a student has officially Withdrawn from the course, the
“W” grade (or “F” if past the withdrawal date) will already be posted in the “Official Grade” column of the
grade roster and cannot be changed. Withdrawal grades appear on the grade roster when they are entered on
the student’s record through a separate withdrawal process. We know there may be students with a pending
status in the ‘withdrawal from school’ process. If the “W” (or “F”) is not already marked in the system but you
think the student will have an official withdrawal you should still give the student the appropriate grade
they’ve earned up to this point in case the student fails to follow through to finalize the withdrawal process.



F Grades

For Financial Aid purposes, if a student receives an “F” or “NC” grade, you will be prompted to
include the students’ attendance status: Attended &/or Completed Final, Never Attended or
Stopped Attending. If the student “Stopped Attending”, you will be asked for a last day of

attendance. As the instructor, you will need to determine if a student has “Attended &/or Completed
Final" or Stopped Attending”.
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Incomplete Grades: Incomplete grades should only be assigned when serious illness, hardship,
death in the immediate family, or military service during the semester prevents a student from
completing course requirements. The student must have substantially completed most of the
course’s major requirements. Additionally, incomplete grades should NOT be assigned to

llI”

students who have applied for graduation in the current semester. If an “I” is granted, the

student must complete remaining course requirements by the agreed upon date per the
incomplete grade completion contract or the end of the subsequent semester or it will be
changed to an “F” by Student Records.

Additional Features: There are some additional features at the bottom of the grade roster page
as shown below. You may want to click View All to see your entire roster on one continuous
page or make sure you navigate to each page until you reach the last page. You have the option
to select specific students by clicking the box in the first column in front of their NUID or you
have the option to select all students at the bottom of the page. “Add this grade to selected
students” is an efficient way to record the same grade for a select group of students or for an
entire class. You also have the option to notify selected students or notify all students to send an
email communication.
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Approve & Save: When all grades are entered and you do not anticipate any will need to be changed, click
Approved in the Approval Status drop-down at the top of the grade roster page and Save (see below). This
locks the grades in and the roster is ready to be posted by the Student Records Office. If you find a need to
make a grade change after the roster has been approved and posted you would follow the same process that
we have always used to submit a grade change form. You can either contact your Dean’s Office or the Student
Records Office for additional information on the grade change process.
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You must select Approved and click Save to finish the grading process for each class. Otherwise, the
roster cannot be posted and the grades will not be entered on the students’ records. Posting of the grades is a
batch process done by the Student Records Office, so grades will not be visible to the students immediately.
Once the grades have been posted, students will be able to view their grades using myPSC. Feel free to
contact the Student Records Office, if you have any questions regarding your final grade roster or the process
to enter final grades.

Questions?

Contact:

registrar@peru.edu or call 402-872-2356
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