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MyUAlbany ~ Faculty 

Grade Students - Large Class 

 

Procedure 

 

 

Use this method when you have a very large class to grade. 

 

  

  

 

Step Action 

1.   Click the Grade Roster button for the class that you want to grade. 
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Step Action 

2.   Determine which grade you are giving the majority of your students. 

 

Click the drop down arrow to choose the grade to apply to all the students on your 

Grade Roster. 

 
 

  



 
Training Guide 

MyUAlbany ~ Faculty 
 

 

12/10/08 Page 3 

  

 

Step Action 

3.   Select the grade from the list of valid grades for your class that applies to the 

majority of your students. 

 

For example, click the B list item. 
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Step Action 

4.    

Click the <- Add this grade to all students button. 

 

5.   Change the grade for each student that is different from the grade that was added 

to all students. 

  

Click the drop down arrow in the Roster Grade column. 
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Step Action 

6.   Select the appropriate grade for the student. 

 

For example, click the A list item. 
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Step Action 

7.   Be sure to save your work regularly (about every tenth student). 

  

Click the Save button. 
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Step Action 

8.   If a student did not attend your class or stopped attending your class, you should 

indicate that information with a Transcript Note. 

 

Do not enter any grade in these circumstances.  It is not appropriate to assign an I 

(Incomplete) grade for such students. 

 

Press [Enter to Continue]. 
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Step Action 

9.    

Click the Transcript Note tab. 

 

10.    

Click the Note link. 
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Step Action 

11.   To see the available notes,  

Click the Look up Note ID (Alt+5) button. 
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Step Action 

12.   Leave the fields blank and  

Click the Look Up button. 

 

13.   Select the link for the desired note: DNA (Student Did Not Attend) or STP 

(Student Stopped Attending). 

 

In this example, the student stopped attending. 

 

Click an entry in the Description column. 
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Step Action 

14.   When a student stops attending class and you must include the date of last 

attendance in the  Transcript Note field.  

 

For example, enter "Student stopped attending on 10/1/08." 

15.    

Click the OK button. 
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Step Action 

16.    

Click the Save button. 

 

17.   End of Procedure. 

 


