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Official Grade Submission Step-by-Step Guide

Important: It is highly recommended that before you begin submitting grades that you disable or
verify that the PeopleSoft Type Ahead feature is disabled. See Appendix B: Changing the Default

Type Ahead Option in PeopleSoft for further information.

1. Loginto the Niagara College Blackboard system at https://niagara.blackboard.com

2. Click the My Apps tab.

J E My Apps - Blackboard Leamn % "'\\+

€ | @ nhttps:/niagara blackboard.com

ffc Niagara College Canada

News for Staff My Blackboard My Apps Contacts & Help
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3. Select the LMS Tools link.

LMS Tools

Problems? Log in manually

4. The LMS Self Service Bolt-On will appear as shown below. Under the My Courses section, select
either the Maintain Mid-Term Grades or Maintain Final Grades link to enter the appropriate
grades for your classes.

I My Apps - Blackboard Leam % | hitps://enterp..ZqsdRB%BREAT % | LMS Self Service Bolt-On x\+
€8 C || Q Search ﬁ B 3 A e - =
[i E}lial ra
ollege ; §
Eonege LMS Self Service Bolt-On

w My Courses
&

Manage your LMS Courses

Maintain WMid-Term Grades
Maintain Final Grades

5. When you click on the appropriate grade entry link, you will be taken to a search page where
you will need to search for the desired course from the list of courses you are currently assigned
to as an instructor.
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Maintain Final Grades

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

Find an Existing Value
Maximum number of rows to return (up to 300} |300
Term: begins with ~ || Q
Courseld: peginswin |
Description: begins with =

[Ccase sensitive

Search Clear |Basic Search 5] Save Search Criteria
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6. One of the best ways to see a list of course which you are teaching for a given term is to search

my courses by Term. To do so, enter the given term value into the Term field and click the
Search button.

Tip: If you are unsure what the appropriate term value is for the given term click the lookup

icon (Q\) next to the Term field to see a list of available values (as shown below) and select
the desired value from the list.

] »

Look Up Term

i

Term: pegins with \L]l

LookUp' Clear | Cancel Basic Lookup

Search Results
View 100 First [4] 180 o8 3] Last

Description

2000 Fail -
2000 Year -
2001 Fall ”

2001 Spring

2001 Winter

2001 Year

2002 Fall

002 Sprin

2002 Winter

2002 Year -

E

7. Select the desired course from the Search Results list as shown below.
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@ My Apps - Blackboard Learn x LMS Maintain Final Grades
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Maintain Final Grades

Enter any information you have and click Search. Leave fields blank for 2 list of all values

Find an Existing Value

Maximum number of rows to retumn (up to 300): 300

Term: begins with « (1061 aQ
Courseld:  pegins with «
Description: pegins with

[Ccase sensitive

Search || Clear |Basic Search ﬁSaveSearch Criteria

Search Results
Miew All First |ﬂ 1-20f2 |£| Last

Term Course Id Description
1061 1061 COMP 1420 01 CNED ONWO06 COMP1420-01 Excel-Levell
10611061 COMP 1504 01 CNED ONWO0E COMP1504-01 PowerPoint- Level |

\h‘#“\_."‘.,.-*) ol . “M\‘*"‘\ J"\-—-—"\M' M““J‘-—

8. Once you select a desired course you will be taken to the Grade Entry page where a listing of
your students currently enrolled in the course will be displayed.

9. For each student, enter their grade within the Grade field.

e If you are entering Final Grades and you need to enter an incomplete grade, see
Appendix A: Entering Incomplete Grades for detailed information.

S v
= L b . (= B oty
[ My Apps - Blackboard Learn | https:/fenterp... ZgsdRE%2BRZAT % | LMS Maintain Final Grades X\+
€ & _ _ c Q, Search ﬁg ¥ H = - =
Final Grade Entry a
Term: 1061 2006 Winter 3 status: Not Yet Submitted

Course ld: 1061_COMP_1420_01_CNED_ON
Description: W08 COMP1420-01 Excel - Level |

document that you might be using to determine grades. This includes any exported or printed version of the Blackboard Grade
Centre, which sorts only on one column, such as last name, at a time. You must always carefully ensure that any grade that you are
entering is for the intended student by verifying that the last name, first name, and preferably student ID, match in the entry form and
any source document.

ﬂ Students listed in the grade roster are sorted by last name and then first name. This may not be the same order as any source

m,

‘Official Course Instructors
HName

1 I

Class Roster
Student Humber Last Name First Name

1 Tracy
- I Monica
: I Roderick 45| Missed exam due to iliness
4 I Christine
5 I Liubica
Z | Jooyoung

7 Jose

()
o}
2
@

Comment

@
)

JULUE
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e If you are submitting Mid-Term Grades, the following characters are available to you:

S | Satisfactory — Attendance/participation meets the requirements for this course.
Assignments and other evaluate measures currently indicated a likelihood of success in
the course.

U | Unsatisfactory — Lack of regular attendance/participation is a cause for concern and
assignments, tests and other evaluative measures currently indicate that failure is a likely
possibility unless improvement takes place over the balance of the term.

N | Not Attending — Student is registered in this course, but has attended/participated
sporadically, if at all, since the beginning of the term.

10. When you have completed entering grades for all students in the class, click the Submit button
located at the bottom of the grade entry page to submit your grades. If you prefer to only enter
grades for some students and finish at a later time, click the Save button instead.

11. Once you click the Submit button, a confirmation window will appear as shown below, asking
you if you are absolutely sure you want to submit your grades. If you wish to do so, click the Yes
button, otherwise click the No button to return to the grade entry page.

Are you sure you want to submit these grades? Click es' to officially submit
these grades to the Student Information System, otherwise click ‘™Mo’ to return
to the Grades Entry screen. (1,999)

Note: Grades will not be officially submitted to the Student Information System until a grade has
been entered for every student in the course and the Submit button has been clicked. Once grades
have been officially submitted any changes must be made through the Official Change of Grade Form
available at the Registrar’s Office.

12. Once you have submitted the grades for a course, you will receive the confirmation window.
Click the OK button.

e e e ———_

Your grades have been submitted to the Student Information System. (1,999)

OK
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13. It is recommended that you also print a hard copy of your grades.
e Internet Explorer — from the browser, select File and Print.
e Firefox — on your page, right click, This Frame, Print Frame.

14. Navigate to the bottom of the page and click either Back to Course List or Back to LMS Self-
Service.

1.1 Frequently Asked Questions

Q. Why can'’t the grades be automatically transferred from the Blackboard Grade Centre as the official
grades? Why do | have to manually enter the official grades?
A. The official grades entry interface has been designed to allow teachers flexibility when assigning
official grades. For example, when:

e Entering letter based mid-term grades e.g. S, U or N.

e Entering a grade as “Incomplete” e.g. 145.

¢ Rounding a student’s final grade e.g. rounding a “49” to a “50”.

Q. Can I still enter my grades if | have collapsed my courses?
A. Yes, if you have collapsed multiple sections into a single Blackboard course, you will be able to enter
the grades for all the sections at the same time.

Q. When are official grades made available to students?

A. Once you submit your grades, an overnight process is run that will ‘Post’ these grades to the
students’ grade report, available to them in MyNC (mync.niagaracollege.ca) > My Timetable and
Grades.

Q. How can | change a student’s grade, once it has been submitted using Blackboard?
A. Once grades have been officially submitted any changes must be made through the Official Change
of Grade form available at the Registrar’s office.

Q. Who can | contact for help?

A. For questions regarding submission of official mid-term or final grades, please contact the Office of
the Registrar.

For questions regarding Blackboard Grade Centre, please contact the Help Desk at
itshelpdesk@niagaracollege.ca.
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1.2 Appendix A: Entering Incomplete Grades

If an incomplete has been assigned to a student you must precede the student’s grade with an “1”.
Incompletes are only valid for final grades.

For example if the student would receive a 45% once the grade lapse period expired, then you would
enter a grade of “145” for that student. 45% is the current evaluation attained at the time of final grade
entry. For non-numerical grades (S, U) the same applies.

Note: Students have 90 days following the end of the term to complete their course work and have
a grade assigned. If a student meets the course requirements and a grade is assigned prior to 90
days, the professor must complete the Official Change of Grade form and send it to the Registrar’s
Office to have the incomplete removed and the new grade assigned. Otherwise, after 90 days, the
grade will be automatically changed from an “I” to the evaluation attained at the time an incomplete
was assigned.

Optional: If you have assigned an incomplete for a student, you can enter a reason in the comment as
shown below:

= | B e Sy
Yy .
[ My Apps - Blackboard Learn | https://enterp...ZgsdRE%2BRZAT xj-" LMS Maintain Final Grades x "-\+
€ a c Search w B ¥ A& @ - =
Term: 1061 2006 Winter ¥ status: Not Yet Submitted

Course ld: 1061_COMP_1420_01_CNED_ON
Description: W06 COMP1420-01 Excel - Level |

document that you might be using to determine grades. This includes any exported or printed version of the Blackboard Grade
Centre, which sorts only en one column, such as last name, at a time. You must always carefully ensure that any grade that you are
entering is for the intended student by verifying that the last name, first name, and preferably student ID, match in the entry form and
any source document.

¢ Students listed in the grade roster are sorted by last name and then first name. This may not be the same order as any source
i

m

Name
1
Student Number Last Name First Name Grade Coplment
- I Tracy 62 )
: I Monica 85
2 I Roderick 145| Missed exam dus to illness
4+ I Christine
gy Ljubica
o I Jooyoung
7 I I Jose

,\
1
3
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1.3 Appendix B: Changing the Default Type Ahead Option in PeopleSoft

PeopleSoft contains a feature that is enabled by default for each user that as you type through a field it
tries to provide possible values for the field. This feature had been known to cause erratic behaviour in
certain browser or some users find that the type-ahead feature slows them down as they are tabbing
through and entering information in lookup fields in PeopleSoft. For this reason it is recommended that
users disable this feature. Below are step-by-step instructions to disable this feature within your
PeopleSoft Campus Solution account. You will only need to disable this feature once, however if you
don’t remember if you may have previously disabled this feature, you may still follow the steps below to

verify.

1. Loginto the Niagara College Blackboard system at https://niagara.blackboard.com

2. Click the My Apps tab.

/ @ My Apps - Blackboard Learn % \'\\+

€ @ nhitps//nisgars blackboard.com (< Q Search ‘ﬁ B ¥+ & = - =

fic Niagara College Canada

Contacts & Help

News for Staff My Blackboard My Apps

&

Ry, e

3. Select the PeopleSoft Campus Solutions link.

=

PeopleSoft Campus Solutions

Problems? Log in manually.

4. Under the Main Menu click the My Personalizations link.
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[ My Apps - Blackboard Learn % https://enterp...lamnqEqzl7pHk x/-' Employee-facing registry conte... % .I\

+

€ a -

Home | Addto

Favorites - Main Menu
- -
Personalize Content | Layout

Menu [=] ]

Search:
[> My Favorites

[- NC Academic Logistics

[ MC Interfaces

[ NC LMS Bolt-On

[: NC Specialty Systems

[ NC Student Self Senice

[» Niagara College Reports HR/PY
[ Miagara College Reports SA
[> Self Senvice

[ Worklist

[» Reporting Tools

[: PeopleTools

— My Personalizations

— My Dictionary

— MyFeeds

\.._.—-n.____‘_“m"r_ P e _...........—n--..‘..,.\_'._l'*\_‘_h_\,"\‘_‘_ wJ PP —

5. Click the Personalization User Options button next to the Navigation Personalizations category.

TE AR WD W WS SSRGS W G WP W VR W SRR SRR S e E x
y
3 My Apps —Blackboard Learn ‘ https://enterp..lamnqEqzl7pHk Xj My Personalizations x \_+
€ a [ ch ﬁ ﬁ + K = - =

Home | Addto ite Sign out

Favorites © Main Menu > My Personalizations
- -

L_EIN-EW Window 7 Help JCusmm\zﬂ Page 3 hitp

neep

Personalizations

Personalized seftings are in effect

Changes to Personalization settings require you to log off and log back on in order to take effect.

Description Personalize User Options
General Options Personalize User Options
Regional Settings Personalize User Options
System & Application Messages Personalize User Options
Navigation Personalizations Personalize User Options

Restore Defaults

DA sl it o | B ol v s e ol

6. For the Type ahead option verify/set the Override Value to No.
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7 New Window

Add to Favorites |

Home |

Sign out

? Help I_',/CsttDm\zePage Eﬂhﬁp

— -y

(A New Window

| AddtoFavorites |  Sign out

? Help IZCLlst-Jmize Page B hitp

hien
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L3 My Apps - Blackboard Learn | https:/fenterp..lamngEqzlipHk *® | My Personalizations X\+
€ a e || sear
#i®) Niagara
CuIF: e
Canada
Favorites : Main Menu > My Personalizations
Option Category: Mavigation Personalizations
Find First £ 1413 o1 13 I Lost ]
Personalization Option Default Value Override Value
Drop down Menu Sort Order Mane ~ Explain
Automatic Menu Collapse No - Explain
Mouse over popup event Yes ~ | Explain
Tab over Calendar Button No - Explain
Tab over Grid Tabs No -| Explain
Tab over Header Icons Mo » Explain
Tab over Lookup Button No - Explain
Tab over Navigation Bar Mo ~ Explain
Tab over Browser Elements No - Explain
Tab over Page Links Mo ~ Explain
Tab over Related Page Links No ~ Explain
Tab over Toolbar Mo ~ Explain
Type ahead Yes |L] Explain
Restore Category Defaults Yes
OK Cancel
" s . " Mde, -,
i A - gl 0 " , - e i _M_\‘A’““—‘.\A'--J-."“: . ‘-\«-.......—.J"’"'ﬂ-\‘-
7. Click the OK button at the bottom of the page to save your changes.
8. Click the Return button at the bottom of the page.
. - - > W oa . T e e L ———
r ™
[ My Apps - Blackboard Learn % | https://enterp..1lamngEqz)7pHk xj My Personalizations x k+
€ a P
Favorites  Main Menu > My Personalzations
Save Confirm
“ ‘Your Personalizations have been saved
Return
R ,\__w‘ ‘(‘M"\W.___ »-. P I‘ P R o - P . o

Logout of PeopleSoft Campus Solutions by clicking the Sign out link in the upper right hand

corner of the page.
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