Carnegie Mellon University
Office of Enroliment
Management

R ”
i‘/ 4
" GERVICES.

S3 Faculty Course & Gradednformation Roster Guide




Table of Contents

Faculty Course & Grade INfo Landing PAge........cooiiiiiiiiiiiiciee ettt sstee s svne e svne e svne s svaee s
Landing Page Gear Wheel OptioNS....... ittt ve s sve e s s 4
COUISE ROSTEI PAZE....ueiiiiiiiiiiieeettttte ettt et e e e s s s s s rrreeee e e s s s ssssssanaeeeesssens 5

Roster Page Gear Wheel OPLiONS..... .ttt et se e s sbe e e sva e e s saa e e s aa e e e 6



Faculty Course & Grade Info Landing Page

Admin
Console

Prospect

Faculty Course & Grade Info for Kathleen Sloan for | Fall 2024 v 4

Welcome to S3 Faculty Course & Grade Info

Student Course Admission EUTTINIFIEN Student Accounts Campus Life Config

S3 Faculty Course & Grade Info allows instructors to see the course-sections that they are assigned for each semester, and to retrieve relevant information
about their course-sections.

On this page, you can:

access your course-section roster(s)
add, delete, and view a grade proxy

download photo rosters

download CSV roster file of your course-section rosters

enter your grades (hold for later or process) during mid-semester and final grading periods
obtain the Missing/Change of Grade form

view delivery mode

o

o

o

°

°

In-person Expectation (IPE) : Delivered in-person (such as in a classroom). Students are expected to be in the classroom during the course's
scheduled meeting time.

In-person only (IPO) : Delivered in-person (such as in a classroom). Students will be in the classroom during the course's scheduled meeting
time.

In-person + remote (IPR) : Uses a combined approach of in-person attendance (such as in a classroom) and remote technology. Students may
choose to attend in-person or remotely during the course's scheduled meeting time.

In-Person + Technology (IPT) : Delivered via synchronous technology while the instructor is at a different location, Students must be in the
classroom during the scheduled meeting time, IPT courses meet in-person criteria for international students to align with immigration
regulations and remote to align with federal financial aid requirements.

In-person (rotation) + remote (IRR) : Uses a combined approach of remote technology and rotating in-person attendance (i.e,, If a course meets
on MW, some attend in-person on M and remotely on W, while others attend remotely on M and in-person on W). Students may choose to
attend in-person or remotely during the course's scheduled meeting time,

In-person Expectation Rotation (PER) : Delivered in-person (such as in a classroom) with students attending on a rotating basis, When "off
rotation," students do asynchronous coursework (e.g., watch a video, read/review material); they do NOT attend synchronously via Zoom.
Remote only (REO) : Delivered remotely via technology. Students will attend remotely during the course's scheduled meeting time.

When you select the course-section, you will be directed to the course roster page on which you can also perform the same functions by selecting them

under the gear tool toward the top right of the roster, and in addition, you can:

* select and view your course waitlist

* email all or a portion of your registered students 1

* select and view your course drops

Course Roster Guide
Grade Upload Guide
Final Exam Schedule

Missing/Change of Grade Form (printable version)

Missing/Change of Grade Form (editable version)

1 course section found
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The Faculty Course & Grade Info landing page
displays your semester course sections. On this page,
you may:

« Select from the drop-down near the top of the
page to view available prior and future
semesters.

« View various course delivery mode
abbreviations and descriptions.

« View Missing and Change Grade forms by
clicking the blue hyperlinks at the bottom of the
page.

« View your Course Roster page by selecting either
the blue hyperlinked course number or title (use
the Back to Faculty Information link to return to the
landing page).

- View delivery modes for each of your course

sections. When the blue delivery mode text is

clicked, a longer description will appear in a pop-
out box (this information is also available on the

Course Section Details page).




Landing Page Gear Wheel Options

Carnegie Mellon University Kathy Sloan

& 19)ul 2024

a

Feedback

8 Permissions

? Help

® Logout

Oct 2020

Ad
S3 Conmsltr;le Search By ~ arch Student by User ID Go

load Grades
Add Proxy
Delctc MProxy

Prospect Student Course Admission QETFIENZTE student Accounts Campus Life Config

Faculty Course & Grade Info for Kathleen Sloan for | Fall 2024 < [= o]

Welcome to S3 Faculty Course & Grade Info

S3 Faculty Course & Grade Info allows instructors to see the course-sections that they are assigned for each semester, and to retrieve relevant information W
about their course-sections.

On this page, you can:
 access your course-section roster(s)
+ add, delete, and view a grade proxy
« download photo rosters

+ download CSV roster file of your course-section rosters

enter your grades (hold for later or process) during mid-semester and final grading periods
obtain the Missing/Change of Grade form

« view delivery mode

In-person Expectation (IPE) : Delivered in-person (such as in a classroom). Students are expected to be in the classroom during the course’s
scheduled meeting time.

In-person only (IPO) : Delivered in-person (such as in a classroom). Students will be in the classroom during the course’s scheduled meeting
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time.
In-person + remote (IPR) : Uses a combined approach of in-person attendance (such as in a classroom) and remote technology. Students may
choose to attend in-person or remotely during the course's scheduled meeting time.

In-Person + Technology (IPT) : Delivered via synchronous technology while the instructor is at a different location. Students must be in the
classroom during the scheduled meeting time. IPT courses meet in-person criteria for international students to align with immigration
regulations and remote to align with federal financial aid requirements.

In-person (rotation) + remote (IRR) : Uses a combined approach of remote technology and rotating in-person attendance (i.e., If a course meets
on MW, some attend in-person on M and remotely on W, while others attend remotely on M and in-person on W). Students may choose to
attend in-person or remotely during the course's scheduled meeting time.

In-person Expectation Rotation (PER) : Delivered in-person (such as in a classroom) with students attending on a rotating basis. When "off
rotation,” students do asynchronous coursework (e.g., watch a video, read/review material); they do NOT attend synchronously via Zoom.
Remote only (REO) : Delivered remotely via technology. Students will attend remotely during the course's scheduled meeting time
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When you select the course-section, you will be directed to the course roster page on which you can also perform the same functions by selecting them
under the gear tool toward the top right of the roster, and in addition, you can:

« email all or a portion of your registered students

+ select and view your course waitlist

« select and view your course drops

Course Roster Guide

Grade Upload Guide
Final Exam Schedule

Missing/Change of Grade Form (printable version)
Missing/Change of Grade Form (editable version)

1 course section found
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Use the Gear Wheel on the Faculty Course &

Grade Info landing page to:

« Enter and upload grades (during the
grading period only).

» Enter missing grades (only available during
the 30-day period after final grades are due;
this feature is not available for mid-
semester grades).

» Assign a grading proxy for your course
section: all you need is the person’s Andrew

Add Proxy for 01999 - M, Summer
1/A11 2014

(]




Course Roster Page

adimin From the Course Roster page you may:
» Use the gear wheel to email students and download

Prospect Student [T Admission Registrar Student Accounts Campus Life Config course photo rosters and rosters in CSV (comma
15213 - Introduction to Computer Systems separated) format. CSV rosters include the default
Sl SIS ERCLARL grade. (Note: you can also access rosters via the
School of Computer Science Computer Science http://www.csd.cmu.edu
... i gear wheel on the Faculty Course & Grade Info
(=)Section Info Roster for semester: | Fall 2024 v| and section: \A V\ u |a.nd|ng page)' . . .
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- Couree Meneage No 522 1 F |10:00AM 10:50AM [CFA102 22 22 Yes No dISpIay in local California time, and Doha courses
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Roster Page Gear Wheel Options

Email Students ] LAST NAME
1. Onyour roster page, check the boxes next Dow Nioad-ESY-RoSTer

to the names of the students you would e Download Photo Roster
like to email; to email all students, select
the box at the top of the columns next to
“Last Name.”

2. Click the Gear Wheel icon on the upper-
right corner of the page. €3

3. Choose Email Selected Students from the
drop-down menu. S [

4, Enter the subject and text of your email e Body:  This is an advising email
and click Send.

5. You will receive a copy of the email, as will

each student you have selected.

ROMERO

Send email to 2 students

From: Ororo Munroe
(ororomunroesemail@andrew.cmu.edu)

Send Cancel




Thank you for your support of the Student
Services Suite (S3). If you need any assistance
or have any questions regarding Faculty
Course & Grade Information, please contact
Kathy Sloan at egrades@andrew.cmu.edu or
(412) 268 1949.
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Be sure to stay tuned to the S3
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Updates webpage for release

summaries, user documentation,

training sessions, and more.

flo

Follow @CarnegieMellonS3 on Facebook and
Instagram, or @S3CMU on Twitter, for news

and updates!
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