
S3 Faculty Course & Grade Information  — Rosters

1. Start on the Faculty Information Landing Page
This page displays your semester course-sections. Select the Semester from the drop-down near the top of the page to look at 
available prior and future semesters. 

2. View Your Course Roster
Select either the course number 
or title to take you to the Course 
Roster page. Use the “Back to 
Faculty Information” link to 
retunr to the landing page. 

3. Gear Wheel — use this to do the following:

Enter grades (during grading period only)

Assign a grading proxy for your course-section. 
All you need is the person’s Andrew user ID 
(see below):

4. Download a photo or CSV formatted roster
From the gear tool on either the Faculty 
Information landing page or the course roster 
page, you can download your course photo roster 
or a roster in CSV (Comma-Separated) format. 

5. Questions?
If you need any assistance or have any other questions regarding Faculty Course & Grade Information, please e-mail us at 
egrades@andrew.cmu.edu or call Kathy Sloan (x8-1949) or MaryAnn Moyer (x8-1941).
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Grade Upload Guide

1. Download a photo or CSV formatted roster
From the gear tool on either the Faculty 
Information landing page or the course roster 
page, you can download your course photo 
roster or a roster in CSV (Comma-Separated) 
format.

2. Upload your grades via 1 of 2 formats

Format 1 - S3 CSV Roster 
Format 2 - CSV File 

Depending on the browser, sometimes the file 
picker button is 'Choose File' [Chrome, Safari], 
and other times it's 'Browse' [IE, Firefox]
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Click the browse/Choose File button, 
locate the csv roster on your computer, 
and click 'Open.'

3. Resolve any file errors

4. Resolve date errors

• Email Errors
• Upload Grades to 

Proceed
 

This is the format that needs to be used on the column headers:
Last Name
Preferred/First Name
Andrew ID
Course
Mid-Semester Grade
Final Grade
Default Grade

Click the Browse/Choose File button, locate the csv roster on your computer, and 
click Open.

*Depending on the browser, sometimes the file picker button is 'Choose 
File' (Chrome, Safari), and other times it's 'Browse' (IE, Firefox)
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5. Confirm Grades
"Process Grades Now" will submit your grades into the student system, calculate 
student QPAs and make the grades available to your students in SIO within 15 minutes

Grade Upload Guide

"Hold for Later" will store your grades until the grades due date for your course-section. 
After that date and time, the grades will be automatically processed into the student system, 
student QPAs will be calculated and grades will then be made available to your students in 
Student Information Online (SIO).

Note: You can go back into S3 faculaty Information and submit your "Hold for Later" 
grades at any time during the grading period, up to the deadline.

Carnegie Mellon University :: University Registrar’s Office :: www.cmu.edu/es/faculty Last Updated: 10 Oct 2017

6. Questions?
If you need any assistance or have any other questions regarding Faculty Course & Grade Information, please e-mail us at 
egrades@andrew.cmu.edu or call Kathy Sloan (x8-1949) or MaryAnn Moyer (x8-1941).

LGC Bus Mgr
Typewritten Text
STOP! StuCo Instructors - Do NOT Hold Grades! Process ALL Grades Now!

LGC Bus Mgr
Typewritten Text

LGC Bus Mgr
Typewritten Text

LGC Bus Mgr
Typewritten Text

LGC Bus Mgr
Typewritten Text

LGC Bus Mgr
Typewritten Text

LGC Bus Mgr
Typewritten Text

LGC Bus Mgr
Typewritten Text
Please contact StuCo Course Administrator for questions. 

LGC Bus Mgr
Typewritten Text

LGC Bus Mgr
Typewritten Text

LGC Bus Mgr
Typewritten Text

LGC Bus Mgr
Typewritten Text

LGC Bus Mgr
Typewritten Text

LGC Bus Mgr
Typewritten Text

LGC Bus Mgr
Typewritten Text

LGC Bus Mgr
Typewritten Text

LGC Bus Mgr
Typewritten Text

LGC Bus Mgr
Typewritten Text

LGC Bus Mgr
Typewritten Text

LGC Bus Mgr
Typewritten Text

LGC Bus Mgr
Typewritten Text

LGC Bus Mgr
Typewritten Text

LGC Bus Mgr
Typewritten Text

LGC Bus Mgr
Typewritten Text

LGC Bus Mgr
Typewritten Text

LGC Bus Mgr
Typewritten Text

LGC Bus Mgr
Typewritten Text
Pg 1. Roster & Proxy Info	      Pgs 2-3. Grade Upload Guide - Process ALL Grades, DO NOT HOLD. 


	S3StuCoGradeEntryGuide.pdf
	Blank Page




