Instructions for Web Access to Rosters and Grade Entry

· Go to the link http://www.hendrix.edu/ and click Campus Web at Quick Links…  This will take you to a Web page asking for an “ID#” and “PIN”.  If you need your ID or PIN, contact Xinying Wang or Brenda Adams  in the Office of the Registrar.
· After you enter your “ID#” and “PIN”, you will be sent to the “ACADEMICS” tab/page.  This tab/page will provide links to course searches and faculty lists.   Explore these at your leisure.  (WARNING/HINT: Sometimes after conducting a course search, clicking on the browser “BACK” button will generate an error.  If a “< BACK” button appears at the bottom of the web page you are viewing, use it before trying the browser “BACK” button.)

· To gain access to your rosters and grade entry, click on the “FACULTY” tab near the top of the page.  This should pull up all the sections for which you are listed as the instructor.  Click on the “VIEW” link to the left of each section to see a listing of your current roster for that section.  To perform grade entry, click on the “GO” button near the top of the current roster page.  

· Special instructions for grade entry:

· The “GO” button sends you to a roster page where grades can be entered in the right column titled “GRADE CODE”.  WARNING/HINT: Once you enter a grade, it must be saved within 30 minutes or it will be discarded.  You may enter and save a few grades at a time if you prefer – just don’t let a grade sit on this screen for more than 30 minutes without saving it.  

· There are two steps to saving grades after you enter them in the “GRADE CODE” column.  First you must click on the “UPDATE GRADES” button near the bottom of this page.  This will show you the grades you’ve entered and ask you to verify they are correct.  If correct, you must then click on the “SUBMIT GRADES” button near the bottom to have them saved in the Registrar’s database.  If they are incorrect, you may click on the “< BACK” button near the bottom to return to the grade entry page and make the corrections.  WARNING/HINT: Once you’ve clicked on the “UPDATE GRADES” button, you can only backup to the grade entry page by clicking on the     “< BACK” button near the bottom.  If you click on the browser “BACK” button, an error message will likely occur and grade information that was entered but not saved will likely be lost.  If you wish to return to the page showing all your sections, click on the “FACULTY” tab or “MY CLASSES” link near the top.
· WARNING:  Any grades that are entered when you click on the “SUBMIT GRADES” button are immediately transferred to the Registrar’s database.  Submitted grades can NOT be changed without completing a grade-change form.  (See comments below.)
· Special Instructions for Writing Intensive Sections
· If you offered a class for Writing Intensive credit, that class will show up as two separate sections on the Web – one for normal grade entry and one for Writing Intensive credit entry.  The section for Writing Intensive credits will appear with a “W” after the course code and a “WL II” after the title.    To award a student a Writing Intensive credit, assign him/her a grade of “CR” in this special Writing Intensive section.  HINT: Only students receiving Writing Intensive credit need to be assigned grades in this special Writing Intensive section – others may be left blank.
· For security purposes, please remember to LOG OUT of the grade entry function (upper right corner of web page) when you are done.

Please keep a copy of your submitted grades in the unlikely event problems occur or there is a grade verification request.   If you wish to change a grade that has been submitted, please complete the grade-change form at http://www.hendrix.edu/academics/academics.aspx?id=908.  If you award a grade of incomplete, please complete the incomplete form at the same site.  When you complete either of these forms and click on the “SUBMIT” button on the bottom of the respective form, the data is automatically e-mailed to the Office of the Registrar.  

