Faculty Instructions
Online Change of Grades

Instructors will be allowed to change grades through their Faculty Center once grades have been
approved and posted. Grade posting is managed by the Registrar’s Office at the end of each term once
all grades have been submitted. Online grade changes can be submitted online by the instructor one
year after the final grade submission deadline for each term.

Steps:
1) Log into the Dominguez Hills Portal (my.csudh.edu)
2) Click on Faculty Center

3) If needed, change your term to the correct term.

f Faculty Center ]f Advisor Center ]f Search 1

| my schedule I class roster I grade roster |

Faculty Center

My Schedule

Spring 2012 | CSU Dominguez Hills change term_ | ‘ My Exsm Schedule

Select display option: @ Show All Classes {©) Show Enrolled Classes Only

i il (=]

My Teaching Schedule > Spring 2012 > CSU Dominguez Hills

view i | B | B8 First M 15 ors B oot

Class Class Title Enrolled Days & Times Room Class Dates
cHs 39531 § opics in CHS 0 Sa 1:30PM - 5:308M LCH AL1SA  Jan 21, 2012
(21612 Jan 21, 2012
'f%‘ IDS 320-01 I We 7:00PM - 3:45PM WH A118 Jan 21, 2012-
(20508 S May 23, 2012
Eﬁ‘ IDS 326-32 Sa 1:30PM - 5:30PM LCH A115A Jan 21, 2012~
20520 Jan 21, 2012
Ef erase0r TeA TeA Jan 21, z012-
(z0356) May 23, 2012
[l Ler a0403 Tea Tea Jan 21, 2012-
(22730 May 23, 2012
BR 495-01 We 7:008M - 9:45PM WHALLE  Jan21, 2012
(20766 May 23, 2012
LBR 495-31 Sa 1:30PM - 5:30PM LCH A115A Jan 21, 2012~
20563 Jan 21, 2012
LBR 4965-41 TBA INTERNET Jan 21, 2012~

(205641 May 23, 2012

View Weeldy Teaching Schedule Goto top




4) Click on the Grade Roster icon next to the class you need to perform a change of grade for.

f Faculty Center I Advisor Center I Search ]

| my schedule II class roster II grade roster |

Faculty Center

My Schedule

Spring 2012 | CSU i Hills. change term_| Exsm Schedule

Show All Classes.

Select display opts

My Teaching Schedule > Spring 2012 > CSU Dominguez H

viewal || B st B sgors B Lo

Class Class Title Enrolled |Days & Times Room Class Dates
CHS 39531 Special Topics in CHS 0 Sa 1:30PM - 5:30PM LCHALISA  Jan 21, 2012-
(21612) (Lacture} Jan 21, 2012

DS 320-01  Inter Top In Hum 11 We 7:008M - 3:459M WH a118 Jan 21, 2012

[(20505) Stud: (Lecture) May 23, 2012

IDS 326-32  Parspectives In 1 Sa 1:30PM - 5:309M LCH A11SA  Jan 21, 2012-

(20520} Human Studies Jan 21, 2012
(Lecture)

LER 434-01  Independent Study 2 TEA TEA Jan 21, 2012-

20556 (Supervision) May 23, 2012
Independent study 1 TBA TEA Jan 21, 2012-
(Suparvision) May 23, 2012
Spacial Topics E We 7:008M - 3:459M WH a118 Jan 21, 2012
(Lecture) May 23, 2012
Special Topics s Sa 1:30PM - 5:309M LCH A11SA  Jan 21, 2012-
(Lecture) Jan 21, 2012
Practicum Labor 6 TEA INTERNET  Jan 21, 2012-
Studies (Supervision) May 23, 2012

View Weeldy Teaching Schedule Go to top

5) Once the Grade Roster has loaded, click the "Request Grade Change” button.

[ Faculty Center " Advisor Center ] Search I

| my schedule Il class roster | grade roster |

Grade Roster

v FERPS Stalement

% 1DS 320 - 01 (20509 change class I

Irter Top In Hum Stud: - Gender and Work {Lecturs)

Days and Times Room Instructor Dates Topic
W= T:00FM-9:45PM WH ALLE Vivian Pric 01/21/2012 - Gender and Work
05/23/2012
Display Options: Grade Roster Action:
“Grade Roster Type £ grage - “Approval Stetus Posted

[Clpispiay Unassigned Roster Grade Only

| Student Grade
Roster Grade|

biv] Name Crode |Grade |Mctdemic Career Busis [SEEEUS

1 B+ 5+ Undergrad and Ext Ed Credit GRD |Fosted

0
| A 3 Undergrad and Ext Ed Credit GRD |Posted
0

3 c- c- Undergrad and Ext Ed Credit GRD |Posted



6) Within the “Official Grade” column, use the drop-down box to change the grade of a particular
student.

[ Faculty Center i Advisor Center I Search ]
| my schedule II class roster Il grade roster |
Grade Roster
Grade Change Request

CSU Deminguez Hills | Und and Ext Ed Credit

i~ IDS 320 - 01 (20509)

Inter Top In Hum Stud: - Gender and Work (Lecture)

Days and Times Room Instructor Dates Topic
We 7:00PM-3:45PM  WH ALLE Vivian Price 01/21/2012 - Gender and
05/23/2012

1D Name Enrollment Status | Grading Basis. Official Grade
1 Enrolled Graded B v
2 Enralled Graded A v
3 Enrolled Graded [
4 Enrolled Graded B v
£ Enralled Graded c v
6 Enrolled Graded A v
7 Enrolled Graded A v
B Enralled Graded A v
B Enrolled Graded c v
10 Enrolled Graded B v
1 ‘ Enralled Graded RP ¥

Return to Grade Roster SUBMIT

Faculty Center Advisor Center Search

7) Once all necessary changes have been made, scroll down and click the “"Submit” button.

[ Faculty Center V Advisor Center V Search W

| my schedule II class roster II grade roster |

Grade Roster

Grade Change Request

CSU Deminguez Hills | Un

i IDS 320 - 01 (20509)

Inter Top In Hum Stud: - Gender and Wark (Lecture)

Days and Times. Room Instructor Dates Topic

We 7:00PM-3:45PM  WH A11% Vivian Price 01/21/2012 - Gender and
05/23/2012  Work

1D Name Enrollment Status | Grading Basis Official Grade|
1 Enralled Graded B+ v
2 Enrolled Graded A v
Enrolled Graded [
4 Enrolled Graded B v
s Enrolled Graded c -
Enrolled Graded A v
Enralled Graded A v
e Enralled Graded A v
e Enralled Graded c -
10 Enrolled Graded B v
11 Enrolled Graded RP v

Rsturn to Grads Roster

Eaculty Center Advisor Center Search



8) You will receive a confirmation or error message once you have clicked the submit button.

f Faculty Center W[ Advisor Center ]f Search 1
[

my schedule I class roster Il grade roster |

Grade Roster

Grade Change Request

< IDS 320 - 01 (20509)
Inter Top In Hum Stud: - Gender and Wark (Lecture)
Daysand Times  Room Instructor Dates Topic

Wea 7:00PM-9:45PM  WH Al18 Vivian Prics. ©01/21/2012 - Gender and
05/23/2012  Work

™ = Enrolment | Cyoging pasis | 2P |
1 Enrolled Graded B+ v

| Enrolled | Graded ct Success |
_3 Enrolled Graded (= 2
74 Enrolled Graded B v
75 Enrolled Graded (=4
75 Enrolled Graded A
_7 Enrolled Graded L -
7E Enrolled Graded A v
75 Enrolled Graded (=S
T Enrolled Graded B- v
T Enrolled Graded RP v

Return to Grade Roster SUBMIT

Faculty Contar  Advicar Cantar  Search

9) When errors are received click the Errors hyperlink for an explanation of the error.

( Faculty Center I Advisor Center I Search )

| my schedule Il class roster I grade roster |

Grade Roster

Grade Change Request

Spring 2012 | Regular Academic Session | CSU Dominguez Hills | Undergrad and Ext Ed Cradit

= 1IDS 320 - 01 (20509)

Inter Top In Hum Stud: - Gender and Work [Lecture)

Days and Times Room Instructor Dates Topic

We 7:00PM-9:45PM WH A118 Vivian Price 01/21/2012 - Gender and
05/23/2012  Work

D Name E";:!;'::"‘ Grading Basis 2::‘“:' ‘
1 ' Enrolled  |Graded B+
2 Enrollad  |Graded A - | Erors
| s Enrolled  |Graded - -
74 Enrolled Graded B- ¥
[ s Enrolled  |Graded c «
75 Enrolled Graded A v
B Enrolled  |Graded A -
78 Enrolled Graded A -
s Enrolled  |Graded c -
T Enrolled Graded B- ¥
[ 11 ) Enrolled  |Graded [

Return to Grade Roster SuBMIT

Should you have any questions please contact the University Registrar by telephone at (310) 243-2056 or
via email at thardee@csudh.edu.
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