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Instructor Self-Service Grade Entry

Recording Final Grades

The SOAR Portal enables instructors to post grades
remotely via the Internet. All grades must be

submitted online. Faxed, hand-carried or e-mailed
copies of grade rosters will not be accepted.

Grades should be posted no later than 14 days after
the last class meeting.

1.  From the main www.nu.edu page, click on the
Login hyperlink and then select the SOAR
Faculty Portal option. Login to the Portal using
your NU User ID and Password.

3 National University

Signon

User ID:

Password:

Sign In |

2. Once you have logged in, Select Record
Grades in the Learning Management section.

Learning Management

Management
Review your class schedule information, wiews your class

rosters and enter grade information.
Wiew Wy Class Schedule
Wiew by Weekly Schedule

Fecord Grades |

]

3. Alisting of all terms in which you have taught
or are scheduled to teach will appear. Select
the term for which you wish to post grades.

Record Grades

Your name here

Select the Term farwhich yau wish to view a roster.

Grade Rosters

2006 - February
2006 - January

4.  Alisting of all classes for the selected term in
which you are scheduled as the primary
instructor will appear. Select the class for
which you wish to enter grades.

Select Grade Roster

Your name here T
Selectthe Course Title of the roster you wish to view.
Course Title Subject Catalog Nbr Section Class Nbr Institution
PRINCIPLES OF MICROECO ECO 203 oo 20573 Mational University
PRINCIPLES OF MICROECO ECO 203 A06 23310 Mational University
PRINCIPLES OF MICROECO ECO 203 510 2335 Mational University

Select a Different Tetm

5.  Enter each student’s FINAL grade into the
“Roster Grade” column.

Grade Roster

ECO 103 Sectione 510 National Universily
PRINCIPLES OF MICROECO Undergraduate 2005 - March
Class Niw: nns Lecture Reguiar Acadenic Session

Finsl Grade Final Grade L] Display Unis shard Roster Grades Oy
“Approval Stabus: ol Reviewsd = Benuesl Geadi Chinos
Roster 1 ificial
Kame Grade rade
DUBROARRT | M<Connall Shard [ Q) Graded | Panding Undergrag | [atal |ote

Salgct 3 Diferant Clgss

6.  After entering all grades, change the Status
from “Not Received” to “Approved” and click

ﬁ Sawe

Grade Roster

ECO 203 Secthone 510 Mationad Undversity

PRINCIPLES OF MICROECO Unadorgraduate 2006 - March
Claws Nba: NS Lecwre Fegular Azademic Session

L] Display Unassigned Roster Grades Only

Grading Final Rester
Rasis Slatus

UOLEUSEET  McConnellShent Ce+ Graded Pending Undergrad | Detall Mote

“Hpp sl Stabus: Agproved

Setect 3 [eferent Clage

% The roster must be set to a status of

“Approved” in order for the grades to be
posted by the Office of the Registrar. (A status
of “Ready for Review” represents an “unofficial”
grade which cannot be posted to the student’s
record.)
In order to set a grade roster to Approved
status, a grade must be entered for every
student on the roster. Partial posts are not
accepted.
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*INCOMPLETE GRADES**

Please refer to the University catalog to ensure that
any “I" grade assigned to a student meets the
qualifying criteria. In short, the student must have
completed at least two-thirds of the class sessions
and be unable to complete the remaining
requirements due to unforseen and uncontrollable
circumstances.

In order to ensure that an “I" grade will lapse to the
appropriate “F” or “U” grade if the student does not
complete the coursework in the allotted timeframe
(default is 185 days), additional information must be
entered to assist the grading staff in maintaining
these records.

The following policy for recording “I” grades
became effective March 1, 2006 and must be
followed for “1” grades to be processed correctly.

7. Foreach “I” grade entered in the Roster Grade
column, click on the corresponding Note

hyperlink.
Roster Official |Grading Final Roster
Grade Grade |Basis Status Career

| g Graded Fending Undergrad Detai

8.  You will then be taken to the Grade Roster
Notes page. From here, click on the
Incomplete Detail button.

Grade Roster Note

Mame: Meconnell, Sheryl D: 00BE0SSET

Incomplete Detail

Term: 2008 - March
Subject: ECO Catalog Nbr: 203
Class Nbr: 23315 Sect: 310

Description: PRINCIPLES OF MICROECO

Mote ID: Q)
First [ 1.0t 1 [} Last
Transcript Note Transcript Note Sequence Nbr EI
ok ]

% Previously, any notes related to the “I” grade
were entered on this page in the Transcript Note
section. Beginning March 2006 you should no longer
enter data into the Transcript Note field.

9. Enter any comments related to the student's
Incomplete grade (missing requirements, etc.)
in the comment box. Every “I” grade given
must have a comment associated with it.
In addition, if you wish to shorten or extend the
timeframe for completion, the new deadline
date must be entered as part of the comment.

égi If you do not provide the completion deadline,
the student’s grade will lapse to an “F” (or “U”) in 185
days after the last class meeting.

Student Incomplete
%rm: 2005 - Septemher
Class Nbr: G0687 PROD. & OPER. MMGT. | MGT 451
ID: 006712269 Perez,Roberto

Grade IniOfficial: | ! |

Lapse Status: Incomplete

Lapse Deadline: 0312802006 Lapse To Grade: F

Comment: Student must complete X+ to earn grade.

Ok Cancel

%%Please note that ALL information entered into
this comment box will be extracted exactly as it is
written and merged into a letter that will be sent to
the student. The letter will serve as a courtesy
reminder that they have been given an Incomplete
grade and have X amount of time to complete the
requirements.

In the past, some faculty have placed phone numbers
and additional personal contact information in the
Incomplete notes section. Under this new process,
ALL data on this page will be extracted and provided
to students as part of the letter generation process.

Please enter your comments carefully.

A grade of “I” should NEVER be issued to a student
that has not attended classes or does not meet the
specific criteria outlined in the University catalog.

**IN PROGRESS GRADES**

The In Progress “IP” grade is a designation typically
used for project courses that allow up to six months
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or more for completion. If students in a class
complete the requirements at different times,
recording final grades for some students and “IP”
grades for the remaining students allows instructors
to Approve the roster so that the grades can be
posted to all student records.

No grade points are assigned for the “IP” grade and
no credit is awarded until the class is completed and
a permanent grade replaces the “IP” grade. Using an
“IP" grade is not considered a partial post.

A grade of “IP” should NEVER be issued to a student
that has not attended classes.

Since an “IP” grade is unique to long-term classes,
only those classes will have an “IP” grade option
available on the roster. If you do not see “IP” as an
option, the class for which you are entering grades is
not eligible for “IP” grading.

A grade of “IP” is valid for one year from the date of
the first class meeting. If the student has not
completed the outstanding coursework and a grade
change request not been received by the Grades
Department within the 365-day timeframe, the grade
of “IP” will automatically lapse to an “F” or a “U”
depending upon the grading structure of the class.

*CHANGING GRADES**

A process runs nightly that selects the “Approved”
status grades and posts them to the student’s official
record. If you just have finished entering your term
grades and realize that you have mistakenly given a
student the incorrect grade, you have access to
correct this error if the change is made on the same

calendar day.
Simply revert the Status to Not Received, make the

necessary changes, and return the status to
Approved and SAVE your changes.

Once grades have been posted via the scheduled
process, this option will no longer be available and a
Change of Grade form must be submitted to the
Registrar’s Office.

pronval STats:
Officied |Grading inal Roster
Grade |Basis Status Tareer

0066020087 McConnell, Shend C Graded Posted indergrad | Detall Mote

N—"

*ATTENDANCE **

In accordance with University Policy, all students
must be officially registered for a class in order to
attend it and receive a grade. This means that the
course must be added to the student’s schedule prior
to the ninth (9”‘) day of the session. In addition,
registered students are expected to attend all class
meetings of a course.

It is ultimately the student's responsibility to
withdraw from the class by the published
deadlines. Failure to do so may result in an “F”
grade being assigned to their record.

In the event that a student never attends a class
meeting, the nighly attendance processed by the
Center Assistants should drop the student from the
class after the ninth (9”‘) day—and s/he will not
appear on the final grade roster when it is generated.

An instructor may choose to withdraw a student from
class if the student has more than two absences. To
do so, the instructor should notify the appropriate
center assistant and/or admissions advisor and
request that the student be dropped for excessive
absences.

For students who have more than three absences,
and who are not withdrawn, a letter grade of “F”
should be issued. The student should be notified
that, due to excessive absences, a passing grade
cannot be issued for the class. The student’s
attendance has rendered him/her ineligible for a
passing grade.

If the student wishes to dispute the “F” grade,
attendance-related grade disputes must be
addressed in writing to the Registrar’'s Office within
90 days of the grade posting date.

“% Grades of “I” or “IP” should NEVER be issued
to a student that has not attended classes, has
excessive absences, or does not otherwise meet the
criteria outlined in the University catalog.
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P*TRACKING CLASSES**

“%Effective 5/18/2007 and beginning with the
2007-May (0705) term, all classes designated as
“tracking classes” will no longer require a grade
to be submitted for the class.

Only those courses listed below have been
designated as tracking classes and will not require
grade submission:

Subject Area Catalog Nbr Campus Course ID Description

CRI 1 (blank) 012840 CREDENTIAL SEMINAR

ORI 2 (blank) 012841 LEARNING DIS. CRED. SEN.
oRI 2 (blank) 012842  ADMIN. CRED. SEMINAR
ORI 4 (blank) 012843 PPS SEMINAR

ORI 5 (blank) 012644 STUDENMT TEACHING SEMINAR
ORI _& (blank) 012845 |NT. STUDENT ORIENTATION
ORI 7 (blank) 012846 OPTIONAL PRAC TRN TRACK
ORI 8 (blank) 014535 FAUGRED TRACKING CLASS
ORI g (blank) 014536 FA GRAD TRACKING CLASS
ORI _10 (blank) 017331 NURSING ORIENTATION
PSY 500 {blank) 012790 MAC TRACKING

Please note: As shown below, a grade roster will
still be generated for these classes; however, no
option of grade look-up or entry will be available and
the Grading Basis column will clearly reflect “Non-
Graded” to indicate that this is a tracking class.

ses > Use > Grade Roster

Term: 2007-Apf Class Nbr: 26895 MAMAGEMENT INFO SYSTEMS  Sect 1

Session: Regular Catglog:  CI% 01 seqior: 1

Final Grade Final Grade [ pisplay Unassigned Roster Grades Only
Approval Status: Mot Restewsd

oficial | short Groding | Fi1al Roster
Grade Basis S atus
= I
1/008s22422  |andersonTrevor uncergraa | % |pfnaing Detail |blate
2/005537402 | Barber.Sabrina C ungergrad | [Hom nding Detail |ate
s  —— 9020 | |Graged 0 :
3020163232 Marbeck: Mike Undergrad L‘fgﬂea phnding Datail |Mate
4008576258 [NewhirkRandy undergrad | (W7 |pfnding Detail Mot

Graded

D save) ([ QRatun to Semch ] (2 Refrash |
Grade Roster Tupe | Grade Roster \

Lookup Rostar Grade

ZellD NATLI
Grading Scheme: NUG
Grading Basis: NOM
Grade Input:

Cescription:

[ Lookup | [ Clear | [ Cancel | BasicLookup

< Mo matching values were found
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