Producing an Administrative Grade Roster

The Grade Roster report produces a PDF of the current grade roster in the Faculty Center as
well as official grades posted to the student’s record. Details about the grading timeline can be
found at http://www.uh.edu/peoplesoft/tutorials.html

You will need to have a version of Adobe Reader on your computer. If you do not have this
application- you can download it from http://www.adobe.com/products/acrobat/readstep2.html

1. Navigate to Curriculum Management. Select Grading and double click on Print Grade
Roster. The Grade Roster Print screen will appear.
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2. Create a new run control by selecting the Add a New Value Tab. Enter GradeRoster in the
Run Control ID field. Click Add. To run this report in the future- use GradeRoster as your Run
Control ID.
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3. The Grade Roster Print screen (below) will appear. The screen allows you to create a roster
for one class or for an entire department or college. You will always need to enter the 4 digit


http://www.uh.edu/peoplesoft/tutorials.html

code for the Term. For Fall 2007 the code is 1730. If you do not know the code- click the
magnifying icon and select the correct term from the list.

A. To produce a roster for a specific Class- select the Specific Class box with your
mouse and click. Skip to Step C below.

B. To produce a set of rosters for an entire department or college- enter the appropriate
code in the Academic Organization field. You can use the magnifying glass to look
up department or college codes. Click Run. The Process Scheduler Request screen
will appear. Skip to Step 5 below.
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C. To produce a roster for a specific class- check the Specific Class box and enter the Class
Nbr. You can use the magnifying glass to find a specific class. Select Run by double clicking
the Run button with your mouse. The Process Scheduler Request screen will appear.
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5. The screen below is the Process Scheduler Request. Check the box associated with Grade
Roster Print. Click OK
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6. Click on Process Monitor hyper link just to the left of RUN. In the Process Scheduler Request
screen- click the Refresh button until the Run Status reads Success and the Distribution Status
reads Posted.
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7. Click the Details hyperlink to read the PDF.
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8. Click View Log/Trace.
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9. The PDF appears beneath the File List. Click the PDF file to view or print.
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10. A sample PDF appears below. The Grade Input column details the grade entered in the
Faculty Center. The Grade Official column details the grade posted to the student’s record.
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Report ID: SRRSTRET GRADE ROSTER REPCRT Page No. 1
Fun Date 12/06/2007
Run Time 12:52:07

Term: Fall z007 Institution: UH
Coursa: CERM 3305 Session: 1 Section: 01
Class Title: Toplc in German Cinema Class NWbr: 2083
arade Roster Type: Final Grade
Instructoria) : Friedan, Sandra M Gross; Wguyen,Whi Q; Ross, Alice G
Topicis) : Behind the Wall:East Ger Cinem
Grade Grade Grade Academic Roster
Student I0 Student Name Input official Basis Career Units Status

081754 3 LT undergrad 3.00 pending
035250 B LT undergrad 3.00 pending

027117 LT undergrad 3.00 pending

D183E5 LT undergrad 3.00 pending .

DE33E4 LT tndergrad 3.00 pending
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