Training Guide
MyUAIlbany ~ Grade Upload

UNIVERSITYATALBANY
State Ui

iversity of New York

MyUAIbany ~ Grade Upload

In order to use the Grade Upload Process, you will need a Tab delimited text file (.txt) containing
the Student IDs and their corresponding grades.

L

UALBANY

Hello Elizabeth

THE W@RLD WITHIN REACH

Sign Out

Navigation Safety Alert

MyUAlbany Home March 7, 2009 - Safety Alert » Resd Mors:
Personal Information
Leave System
Employment Opportunities Announcements
Parking Management
Security Questions March 31st Employee Recognition Reception » Resd More:
SUNY NY Alert New Feature In MyUAlbany » Resd More:

Academic Services and Advising

Supervisors

Help

& mmternet #100%

Step Action

Click the Academic Services and Advisindjink.

2. Click theUpload My Gradeslink.
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{ Batch Grade Upload

Elizabeth Professar

Spring 2009
T
Class Number Subject Class Title
5121 AARH 171 Survey of Art Western World Il Upload Grades
8498 AARH 171 Survey of Art Western World Il Upload Grades
9447 AARH 171 Survey of Art Western World Il Upload Grades

Done

& mternet L 100% T

Step Action

3. Click theUpload Gradesbutton for the desired class.

Upload Grades |
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UASR_UPDGRD
Enter any information you have and click Search. Leave fields blank for 3 list of all values

{ Find an Existing Value ' Add a New Value

Run Control ID:| begins with

[ case Sensitive

Search Clear | pasic Search Save Search Criteria

Find an Existing Value | Add a New Value

& mternet F100% v

Step Action

4, A Run Control ID gives the system the parameters it needs to run a process
Search to see if a Run Control ID has been &skedal for this process.
Enter"UASR" into theRun Control ID field.

5.
Click the Searchbutton.

6. If you receive the message "No matching values were found," as is displaye
this example, you will need to add a Run Control ID.
The Run ContrblD for a particular process gets added only ondke very first
time a process is run.
Click theAdd a New Valuelink.

7. Enter the appropriate information into tRen Control ID field. The Run Contro
ID for the Grade Upload process should B8SR_UPDGRD Your NetlID.
For this example, enter the remaining text for this Run Control
ID" UPDGRD_AB123456.

6/26/09
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Step Action
8.
Click the Add button.
Add
9. If you are using a Tab delimited text file that was created from your Blackbog
Grade Book, the file will contaiBtudent NetIDs instead of the nidigit Albany
ID numbers.
You will need to indicate that your file came from Blackboard by placing a
checkmark in the File Contains NetIDs checkb®therwise leave this checkbo
blank.
F\IeConlal;cﬁlaNS:ﬂ:;:r ]
File Mapping Q,
Grade Upload Main Page
€ Internet FA00% v
Step Action
10. Be sure tk Selection Tool field indicates External File.
Click theUpload File button.
Upload File
11. Find the location of your file.
Click theBrowse...button.
Page 4
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p’f UA - Batch Grade Upload - Windows Internet Explorer

File Edit View Favorites Toolks  Help

6::; - |g https: /] albany . eduyUASR_UPDGRD. GEL V‘ % 41| X ‘Gnng\a | L~
W & [@un-aatch Grads Upload I_I B B - o - [rrage - GETecs -
| ‘ Browse. ..

Upload Cancel

Chaoose file ‘E"X‘

Lockir [ < Local Disk [T = @3-
L Soel

|25 Documents and Settings
MyRecent =5 Downloads

Dacuments =l

(=)

| IMsOCache

Desktop [)Mew Falder
|2)Program Fies

|2 WINDOWS

%) 8498 Grades.txt

¢ 8

My Dacuments

®

My Computer

&

My Hetwark e rame: [ = [Coen |
Places
Fiesoftyps:  [BllFies () N

=

Done

€ Internet H100%

Step

Action

12.

Select your file that contains your student IDs and grade information.

In this exanple, click theB498 Grades.txtfile.

13.

Click theOpen button.

or

PresqAlt+0O] .
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C\8498 Grades txt
Upload Cancel
Dan & mternet L 100% v
Step Action
14.
Click theUpload button.
15.
Click theLook up File Mapping (Alt+5) button.
[A]
16.
Click theLook Up button.
17. Click theUASR GRADE UPLOAD link.
[UASR GRADE UPLOAD]|
18.
Click thePreview Selection Resultink.
[Preview Selection Results]
Page 6
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a
Preview Selection Results

| e | CRseomoemesr |

1 000889329 A

2 000867299 B

3 000871684 b-

4 000870514 <

5 000929562 4

6 000960007 <

7 000772929 [

8 000893890 a

9 000498738 c

10 000740617 c

" 000839932 d

12 000863612 a

13 000879880 b

14 000946491 c

15 000848951 d

16 000865202 e

17 000884893 a

18 000892321 a

19 000821032 a

20 000769992 c

21 000864668 b

22 000881725 a-

23 000907839 b+

24 000836246 c

25 000848576 [

26 000884824 <

27 000866605 4

28 000815173 b

29 000862736 b

30 000895531 b 3

Done & mternet F100%

Step Action
19. You will see the Student IDs and the Grades from your filthere are more tha

300 students in your file, you will only see the first 300.

Click theReturn button.
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Run Control ID:  UASR_UPDGRD_AB123456 Report Manager Process honitor G
“TBrml:l Spring 2009
*Class Nor | 8402
File Contains NetiDs [
Selection Tool | Externai File v
Attached File 8498_Grades td Upload File Delete File View File
File Mapping [uasR_crADE_UPLOAD o Preview Selection Resits

Grade Upload Main Page

& mternet 100% v

Step Action

20.
Click theRun button.
Run

Page 8
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Process Scheduler Request

User ID: AB123456 Run Control ID: UASR_UPDGRD_AB123456

Server Name: Run Date: 03113/2008
Recurrence: [ ] RunTime:  [1220:40Pn Resetto Current DaterTime |
Time Zone: [ &

Select Description Process Name Process Type *Type at Distribution

Grade Upload from File UASR_UPLDGRD  Application Engine Distribution

OK Cancel

Done & mternet 100% v

Step Action

21. Click on the dropdown list for the Server Name.

6726709 Page 9
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Process Scheduler Request

User ID: AB123456 Run Control ID: UASR_UPDGRD_AB123456
Server Name: Run Date: 03113/2008

Run Time: 12:20:49PN Resetto Current Date/Time

Recurrence:

Time Zone:
Process List

Select Description Process Name Process Type *Type “Format Distribution
Grade Upload from File UASR_UPLDGRD  Application Engine Distribution

OK Cancel

& mternet

H100%  +

Step Action

22.

Click thePSUNX from the list.

The Grade Upload Process uses the PSUNX server.

Page 10
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Process Scheduler Request

User ID: AB123456 Run Control ID: UASR_UPDGRD_AB123456

Server Name: PSUNX ~ | RunDate: 0313/2009
Recurrence: [ ] RunTime:  [1220:40Pm Resetto Current DaterTime |

Time Zone: [ =
*Type “Format Distribution

Process Name Process Type

Select Description
Grade Upload from File UASR_UPLDGRD  Application Engine Distribution

OK Cancel

& mnternet 100% v

Step Action
23.

Click theOK button.
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Run Control ID:  UASR_UPDGRD_AB123456 Report Manager Process honitor i
Process Instance: 1798123
“Term [2093]  spring 2009
*Class Nor | 8402
File Contains NetiDs [

Selection Tool | Externai File v

Attached File 8498_Grades i Upload File Delete File View File

File Mapping |UASF‘—GRADE—UPLOAD |O\ Preview Selsction Results

Grade Upload Main Page
Done & mternet 100% v

Step Action

24,
Click theReport Manager link.

Page 12
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Administration Y Archives

V| Folder: + | Instance:
C i i Flrtmmﬁm\_:t

Status:
Report List
Report  Prcs
Select D \nstance Description Request Date/Time Format Status
0311372009 Text Files
178994 1798123 Grade Upload from File 12:21-36PM 1) MNIA

lzsalect.ﬂ\ll DDesalemml
%‘ Click the delete button to delete the selected report(s)

Go backto UASR UPDGRD

B save

Administration | Archives

& mternet

H100%  +

Done

Step Action

25.

To see the current Status of the process, clicRefeeshbutton.

Page 13
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{Z UA - Baich Grade Upload - Windows Internet Explorer

EEX

File Edit View Favorites Tooks Help
@\:_/. + [ €] https:fjalbany. edujuiase_LPDSRD.GEL B v B [*)[x] | 2]
- — = »
W [@UA'Bat:h Grade Upload I I % - B & - |hPage - G Took -
Administration {__ Archives
‘ | Type: | Last: Refresh
Vl Fo\denl Vllnslanne‘ | ‘ to: ‘ |
Report List Customize | Find First [ 4 or4 [ Last
Select Report Prcs Description Request Date/Time Format Status ™, Details
ID Instance
03/13/2009 Text Files "
Lrade Uplgadrom File 51
178994 1798123 Grade Upload from File 12:21:36F M =) Fosted / Details
DDese\em All
%‘CHEK the delete bution to delete the selected report(s)
Go back to UASR UPDGRD
&) save
Administration | Archives
& Internet H100% v

Step

Action

26.

Once the Status says "Posted", go back to your MyUAlbany Academiic&s
and Advising page and select the My Grade Upload Results link.

Click theClosebutton.

27.

Click theMy Grade Upload Resultslink.
|ru1\,r Grade Upload Results I

Page 14
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UASR_UPDGRD_RSL
Enter any information you have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value {_ Add a New Value

Process Instance:| = -
Term: begins with +

Class Nbr: = v

Search | Clear ‘Eas\cSeamh B save Search Criteria

Find an Existing Value | Add a New Value

Done & mternet F100% v

Step Action

28. Enter the current semester code intokan field.

For this example, entéR093' for the Spring 2009 semester.

29. Enter your Class Number into tiass Nbrfield to see the results of your grad
upload.

In this example, entéB498'.

30.
Click the Searchbutton.
31. Review the list to verify that each grade uploaded successfully.

If there were any errors like the one in line 10 of this example, go Griue
Roster Pageto fix them.
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rade Upload Results - Windows Internet Explorer,

File Edit View Favorites Tooks Help
Lirks @] DEVL
@\- = | &) hetpsyaibany.edufuasr_uosro. et [ & [%][%] | [[2]-
— = »
W [@Gvade Uplaad Results l I - B - dm v [2hrage - Took -
GradeUploadResuits -
Process Instance 1798958
Term 2093
Class Nbr 8498 |
Imported Date Time 04/29/2009 2:43:12.000000FPM
Run Results 1142 of 142 ]
EmpliD Name Grade Input Error Code
1000889329 Albany, Student A A Success
2000867299 Albany,Student B B Success
3000871684 Albany,Student C B- Success
4000870514 Albany,Student D Cc Success
5000929562 Albany, Student E c Success
6 000960007 Albany,Student F [ Success
7 000772929 Albany Student G c Success
8 000892890 Albany,Student H A Success
9 0004387328 Albany,Student | c Success
10 000740617 Albany,Student J C Errorin Grade
11 000839932 Albany, Student K D Success
12 000863612 Albany,Student L A Success
12 000879820 Albany, Student M B Success
14 000946491 Albany,Student M c Success
15 000848951 Albany,Student O D Success
16 000865902 Albany, Student P E Success
17 000884893 Albany Student @ A Success
18 000892321 Albany Student R A Success a3
& nternet 100% v

Close the Window.

theClass Schedules, Rosters and @deslink.

X

Go back to your MyUAIbany Academic Services and Advising page and sele

Page 16
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UALBANY

¥ Hello Elizabeth

THE W@RLD WITHIN REACH

Sign Out

Faculty Center and
Advising

Class Schedules, Rosters and Grades
Permission Humbers

Course Catalogs

Class Search

View My Advisees

Advisee AVNS

Undergraduate Deregistration

ERes Class Links

Online Course
Evaluations (SIRF) and
Faculty Activity Reports

Course Evaluations
Faculty Activity Reports

UAlbany Data Bank

UAlbany Data Bank

Notice

Faculty access to MyUAlbany includes access to student records which are strictly
confidential and protected under Federal Law known as the Family Educational Rights
and Privacy Act (FERPA). Under FERPA you may access this information only in the
legitimate educational interest of the student. You must keep all information
confidential. You are given access to the student information screens on the condition
that you do not share your access with any other person, nor share student information
with any other person without the explicit signed permission of the student.

If you have any questions about these provisions, please contact Robert Gibson, the
University Registrar. More details regarding FERPA can be found at
www.albany.edu/its/ias/albany_only/Privacy_confidentiality_guidelines.html

Announcements

A new feature has been implemented in MyUAlbany allowing faculty advisors to view more
comprehensive information about their advisees. The new option is available from the "View My
Advisees" link on the "Academic Services and Advising" tab in MyUAlbany. For each advisee, faculty
can click on the "View Student Details" link to see contact information, demographic data, enrollment
appointments, holds, the student's To Do list, enrollment dates, AVNs, grades, degree audits and an
unofficial transcript.

[E3

Ihitps: fportalitsh albany. edujweb(12205/3

& Internet

H100%  +

Step

Action

33.

Click theClass Schedules, Rosters and Gradésk.

[class Schedules, Rosters and Grades]

6/26/09
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State University of New.

TYATALBANY
o

Elizabeth Professor

[ faculty center i class search ]

Faculty Center

My Exam Schedule

Spring 2009 | University at Albany change term

Select display option: (@ Show All Classes O Show Enrolled Classes Only

Ei

My Teaching Schedule > Spring 2009 > University at Albany

Class Class Title Enrolled |Days & Times Room Class Dates

&Qﬁ ’f:g‘ AARH 171- Survey of Art Western 136 TuTh 11:45AM - 1:05PM LC 20 Jan 21, 2009-
0001 Werld 11 (Lectura) May 5, 2009
(5121)

f5 ] AARH 171~ Survey of Art Western 142 MoWe 4:15PM - 5:35PM LC 24 Jan 21, 2003-
0003 World 11 (Lecture) May 5, 2009
[EEEE]

i B 28RH 173 Survey of Art Western 136 TuTh 8:45AM - 10:054M Lc21 Jan 21, 2009-
0004 World 11 (Lecture) May 5, 2009
(9247

View Weeldy Teaching Schedule

Go to top

My Exam Schedule > Spring 2009 > University at Albany

Yeou have no final exams scheduled at this time.

Go to top

Faculty Center Class Search

€ mternet

L 100%,

Step

Action

34.

Click theGrade Rosterbutton.

E

Page 18
6/26/09




UNIVERSITYATALBANY

Scate Universicy of New York

Training Guide
MyUAIlbany ~ Grade Upload

Self-service Grade Roster -

lows Internet Explorer

Fie Edt View Favorktes Tooks Help
@\-:_; = | €] htzps:jialbany.edu5a_LERRNING MaNAGE DENEIE [[2]-
- = . »
e [ﬁself—sem(a Grade Roster I I % - Bl @ - rPage + {F Took v
~
~|| < add this grade to all students
5
| e
Student Grade | Transcript Nole b |
Hotify |ID Name Program and Plan Level
Intended -
Albany Student A ’
1 D 000889329 Albany Student 2 Criminal Justice (intended) Sephomore
Intended -
Aany Student B R
2| [0 |000867293 |Akany Studsrt B Political Scianca (intendad) Sophomore
Intended -
3| [J |ooo871684 | Abany Student C Businens Admin (intanded) | 7UMOT
Intended -
Al Student D N
4| [0 |000870514 | Albany,Student D Arconting (intended) Sophomore
Intended -
Al Studert E .
5| [0 |000925562| Alkary Studert E art (intended) Freshman
Visiting Undergraduate -
Albany Student F
6 D 000960007 |4 lbany Studert F Hon-matriculated Freshman
College of Arts and Sciences
7| [0 |000772929| Albany Student & GRD |- Sophomors
Art/Education Stdies (Miner)
Intended -
8 D 000893890 Albany Student H GRD |Rhetoric & Communic Sophomore
(intended)/Business (Minor)
College of Arts and Sciences
9| [0 |000498738 | plhany Student | GRD |- Senior
English/Psychology (Miner)
Business Administration - "
10| [J |000740617 | slbany Student J suo Accounting/ Business (Minor) Senior
College of Arts and Sciences
11| [ |000839932| albany Student K GRD |- Sophomore
History/English (Minor)
Intended -
12| [ |oooss3612| Albany,Studert L GRD |Economics Sophomore
(intended)/Business (Minor)
College of Arts and Sciences
Albany Studert 1 v
13 D 000879880 Albany,Student M GRD Mathernatics/Education Sophomore ~
€ Internet E00% <

[E3

#100%

Step

Action

35.

In this example, line 10 had a C grade in the file that was uploadieel.10 on
the Grade Roster shows that this student has a Grade Basis of SUO, therefg
#S, #U or | are valid choices.

Click the dropdown menu ithe Roster Gradecolumn to select an appropriate
grade for the student.

6/26/09
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Self-service Grade Roster - Windows Internet Explorer
Fie Edt View Favorites Tooks  Help
6‘: = [ €] https:jialbany.edusi_LEARNING ManAGE RS Lol
s [gself—servmaaradenuster I I
~
~| _<-add this grade to all students
u
| el
t Grade | Transcript Nole b |
Notify Program and Plan
Intended -
Albany, Student & ;
1| O |ooosss3zs| abany Studert & Criminal Tustice (intended) | 5oFhemere
Intended -
#lany Student B ¢
2| [0 |000867299| albany Studert B GRD | el Seiance (intended) | SoPhemere
Intended -
3| [J |ooos71684| alkany Studert BRD | e Admin (intended) | 7UMOT
Intended -
Alany,Studert D ¢
4| [0 |000870514| Albany Studert O GRD | n (intended) Sophomors
Intended -
#laany,Studert £ ¢
5| [0 |000925562| albany,Student £ GRE | intended) Freshman
Visiting Undergraduate -
Zlbany, Student F
6| [0 |000360007 |albeny Studert F GRD | e s Freshman
College of Arts and Sciences
7| [0 |000772529| slbany Studert & GRD |- Sephomora
Art/Education Stdies (Minor)
Intended -
8| [0 |000893890| Albany Studert H GRD |Rhetoric & Communic Sophomors
(intend=d)/Business (Minar)
College of Arts and Sciences
9| [0 |oo0458738| albany Student | GRD |- Senior
English/Psychology (Minar)
Business Administration - .
10| [J |000740617 | albany Studert J SUO | oumting/Business (Minar) | SEMET
College of Arts and Sciences
11| [J |000839932| slbany Studert K GRD |- Sophomore
Histary/English (Minar)
Intended -
12| [0 |ooos6z612| lbany Studert L GRD |Economics Sephomore
(intended)/Business (Minar)
College of Arts and Sciences
Albany Student M W
13 D 000879880 Albany Student M GRD Mathernatics/Education Sophomore ~ &
€ Internet E100% v 0% -

Step Action

36. In this example, thetudent grade is Satisfactory.

Click the#Slist item.
E—1
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Self-service Grade Roster -

Filg

Edit

View Favorltss Tools  Help

lows Internet Explorer

@g: | =[] hetpsitabany.edutsa_LERNING_MAnAGE

s [ (& Self-service Grade Roster

[

o)

- Page - [ Tooks -

¥ | <-add this grade to all students

142

Student Grade Transcript Note

o|o|o|oooooof

Name

000889329 | Albany, Studsnt 2
000867293 | Mbany,Stucert &
000871684 Albany Student ©
000870514 | Abany,Stucent O
000929562 Abany Student E

000860007 | &bany Studert F

000772929 Alkany, Student G

000893890 Albany Student H

000881915] Alhany Student 7

HOTIFY ALL STUDENTS

Program and Plan
Intended -

Criminal Justice (intended)
Intended -

Political Science (intended)
Intended -

Business Admin (intend=d)
Intended -

Accounting (intended)
Intended -

Art (intended)

Visiting Undergraduate -
HMon-matriculated

Collegs of Arts and Scisnces

Art/Education Stdies (Minor)

Intended -
Rhetoric & Communic
(intend=d)/Business (Minar)

College of Arts and Sciences

History

PRINTER FRIENDLY VERSION

NOTIFY SELEGTED STUDENTS |

RETURN SAVE

Level

Sophomore
Sophomore
Junior
Sophomore
Frashman

Freshman

Sophomora
Sophomore

Senior

=

v

€ Internet

) 100%

[E3

#,100%

Step

Action

37.

Click the Savebutton.

It is important to save your Grade Roster.

Use the scroll bar on the right side of the page to get down to the bottom of {
Grade Roster.

6/26/09
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Step Action

38.
Click theClosebutton.

[ ]

39. This concludes this topic on how to upload grades.
End of Procedure.
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