View Class Roster/Record Grades

Overview

This document provides you with instructions on how to view the class roster and record
grades at the end of the term. You will be notified when the grade rosters are available.
Prior to that time, you will be unable to view your grade rosters for grade entry.

Sign on/Sign out using myTyler Portal
Step 1 - Sign on

To sign on to myTyler, you need to go to the myTyler portal, which is accessible from the
John Tyler website (www.jtcc.edu) or (jt. my.vccs.edu). Please note that you will need to
enter your username, which is the same as your VCCS ID, and password to access this
system.

Q-0 HNEAnLEelE a3 @ -5

VCCS | JOHN TYLER COMMUNITY ¢ PLEASE LOG IN.

Please Log In

My Username !\
My Password I

News to your college? ool

@
If you do not know your username, you may click on the link found on this page to
access your username.

Q-O-NRAW L& |-/ 3

VCCS | JOHN TYLER COMMUNITY ¢ PLEASE LOG IN.

Please Log In

My Username !\
My Password I

New to your college? Look up your username and set your password.

Enter the appropriate information to access your username.
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http://www.jtcc.edu/

VCCS | 1oHN C oMM UK R PLEASE LOG IN.

To look up your username and create ar reset your
password, please enter all of the information helow. The
infarmation that you provide must match exactly what
you used when you filled out your college admissions

application,
First Name
Last Name

Birthdate (MMDDYY)
SSN

rivacy Policy | Terms of Service | Contact Us [z

Step 2

Once you have accessed the myTyler portal, click onto the VCCS SIS89:Student
Information System link to access PeopleSoft.

@'@'I_I]\E],M/;' f‘?| -'-”_,'.Iv i w-ex

COMMUNITY CO

You are logged in. |

welcome La!

My Tools Directory Tools

M 2 lzckboard (Jtoo é

Please LOG OUT when you are finished!
all users who have access to information pertinent to YCCS colleges' students, instructars,

and staff must be committed to protecting this information, and ensuring that it is used
only for legitimate business purposes,

Last Login Date: Friday , April 20, 2007 09:40 &M Last Login IP: 164.106.93.233

cy Policy | Terms of Service | Contact Us [z

Step 3 — Sign out

When your work is completed in PeopleSoft, you may sign out of the system by clicking
the sign out link found in the top, far-right corner of the page. Please note that when you
sign out, your EMPLID or sign on ID is retained.

Be sure to close the PeopleSoft window and click the LOGOUT link from myTyler to
completely sign out of the system.
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Accessing Class Rosters and Record Grades
Now, that you have accessed PeopleSoft, use the following navigation to access your
information.

Navigation:
Self Service>Faculty Center

Step 1

Verify that the correct term is displayed. If you need to select a different term, click the
change term button and select the appropriate term from the list.

VCCS SIS8.9

test

Add to Favorites

=R

La Tookes My Info Go to... -3

[ faculty center class search

Faculty Center

2008 Fall | John Tyler Community College change term '\

@ Show all classes ) Only classes with enroliment &) View My Weekly Schedule

My Teaching Schedule > 2008 Fall > John Tyler Community College

Class Class Name Enrolled| Days and Time Room Class Dates
s B me100-01a Intro to Information 17 MoWeFr 10:00AM - 10:50AM  Bird Hall B142 Aug 25, 2008-
LEC 42856 Systerns (Lecture) Dac 20, 2008

Fzculty Center Advisement Clasz Search
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Step 2

Once the correct term and classes listed are confirmed, you may view the Class Roster,
by clicking on the appropriate icon.

test

=

La Tookes My Info Go to... e

[ faculty center class search

Faculty Center

2008 Fall | John Tyler Community College change term

@ Shaw all classes ) Only classes with enrollment @ View My Weekly Schedule

i?f} Class Roster E_ﬁ‘ Grade Roster @ Learning Mansgement System

My Teaching Schedule > 2008 Fall > John Tyler Community College

Class Class Name Enrolled| Days and Time Room Class Dates
.sf'ﬂ lf;ol‘ ITE 100-01A Intro to Information 17 MoWweFr 10:00AM - 10:50AM  Bird Hall B142 Aug 25, 2008-
LEC 42856 Systems (Lecture) Dec 20, 2008

Faculty Center Advisement Class Search
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VCCS SISE.9

test

Faculty Center

Class Roster

Component Lecture

B view FERPA Statement

42806 - ITE 100 - Intro to Information Systems

H class Roster Information

Course ITE 100 Institution John Tyler Community College
Title Intro to Information Term 2008 Fall

Systems
Class Number 42896 Session Regular Academic Session
Class Section 01A Career Credit

*Enrollment Status | Enrolled

Enrolled Students

Notify|ID Name

Day Mon Wed Fri Instructor  Tookes,La Toria Hunt
Time 10:00AM 10:50AM
Room Bird Hall B142

change

-

Total Students 17 Enroll Capacity 20

Customize | Find |

Main Phone Business Phone Home Phone Email Address

1-17 of 17 L~ Last

Units| Program and Plan

Non Degree
Seeking -
Pending Curr
approval

[Graded

Degree,
Certificate, or CSC

Arts and Sciences

[Graded

Degres,
Certificate. or C5C
3.00(-

Info Sys Tech-
Cmp Program

|sraded

Non Degres
Sesking -
Pending Curr

| v

& Intemet | Protected Mode:

Off

#100% -

Class Roster

Self Service

Class Roster/Record Grades
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Step 3

To record grades, you may select the Grade Roster icon from the Faculty Center page.

VCCS SIS8.9
test

=

La Tookes My Info Go to... )

[ faculty center class search

Faculty Center

2008 Fall | John Tyler Community College change term

@ Show all classes @ Only dasses with enroliment &) View My Weekly Schedule

§8 Class Roster [ Grace Roster B Learning Management system

My Teaching Schedule > 2008 Fall > John Tyler Community College

Class Class Name Enrolled Days and Time Room Class Dates
s B [IEi00-01a Intro to Information 17 MoWsFr 10:00AM - 10:50AM  Bird Hall B142 Aug 25, 2008-
T LEC 42856 Systems (Lectures] Dec 20, 2008

FE:uIQ\Center Advisement Clsss Search

Add to Favorites

€ Internet | Protected Mode: Off
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Step 4

You should now be able to view your grade roster for any one class.

Grade Roster

VCCS SIS8.9
test
=R

Faculty Center

Grade Roster

Lecture (42896)

¥ Meeting Infarmation

Days & Times Room
MoWeFr 10:00AM - 10:50AM Bird Hall B142
*Grade Roster Type  Final Grade -
*Approval Status Not Reviewsd -

B view FERPA Statement

ITE 100 - D1A Intro to Information Systems

2008 Fall | Regular Aczdemic Session | John Tyler Community Coll=g

Instructor Maeting Dates
La Tookes 8/25/2008 - 12/20/2008

[F] pisplay Unassigned Roster Grade Only

Student Grade

lNon Degree Seeking

Graded Pending Curr Frashman

Approval

Degree, Certificate,
Graded |or CSC - Freshman
Arts and Sciences

Degres, Certificate,
or C5C - First Time
Info Sys Tech- Cmp |Freshman
Program

Graded

Non Degres Seeking
- First Time

Pending Curr Freshman
Appraval

Graded

Degree, Certificate.
or CSC -

Inf Sys Tech- Netwrk
Suppo

Graded Freshman

Degree, Certificate,

m

Step 5

€D Internet | Protected Mode: Off

H100%

Click in the Roster Grade field for each student and enter the appropriate grade. You
may also click the Lookup button (magnifying glass) to select from the valid grade
values for a given student. Continue entering the grades until complete by tabbing or
clicking the next field. Be sure to enter the last date of attendance for any “F”’ grades to

be received by the student.

Self Service
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Step 6

Once completed, change the Approval Status to Ready for Review.

Verify all entries and click Save.

Change the Approval Status to Approved and Save.

If a grade needs to be changed after you have changed the status to approved, change
the status back to Not Reviewed and make the appropriate changes. You must then
resave the transactions and change the status back to Approved to ensure that the
grades will be posted by the college registrar.

C-O HRAW LS 3-su-

L. d 3

VCCS SIS8.9

development

= SelfSenice

> Enrallment

[» Campus Finances

I» Campus Personal
Infarmation

I Academic Records

I Dearee
Progress/Graduation

I Transfer Credit

> Advizernent

[» Qutreach

— Student Center

s Uit i

— Request Official Transcriot

— Class Search/Browse
Latalog

— Class Search/Browse
Catalog

— Apply for Admissinn

I> Warkforce Administration

[> Benefits

I Commpensation

I> Time and Lahor

[z Payrall for harth America

[ Payroll Interface

1> Workiorce Development

[ Organizational Development

I Enterprise Learning

[ Warkforce Maonitoring

[> Pensian

I> Campus Community

[> Student Recruiting

[ Student Admissions

I> Records and Enroliment

[z Curriculum Management

[ Financial Aid

[> Student Financials

[> Acadermic Advising

I> Contributor Relations

[> Set Up HRMS

[: Set Up SACR

[> Worklist

[ Tree Manager

=

Home

Faculty Center

Grade Roster B view FERPA Statsmant

49950 - ITE 115 - Basic Computer Literacy

H Grade Roster Information

Course ITE 115 Institution  John Tyler Community College
Description Basic Camputer Literacy Term 2006 Spring

Class Number 49950 Session Regular Academic Sessian
Class Section 01A Carcer Credit

Component Lecture

Day Mon Wwed Instructor Tookes,La Taria Hunt

Time 8:00AM  F:15AM

Location Computer

Classroom

*Grade Roster Type  |Final Grade =l [T pisplay Unassigned Roster Grade Only
#approval Status | Approved =

rogram and Plan

Dearee, Certificate, or C5C -
c Frash
rls e velan 16 Shils S
|2 s Degree, Certificate, or C5GC - v
Non Degree Transfer
e o Degres, Cartificate, or CSC - L
Pending Curr Approval
Non Degres Seeking -
i ® Sl b First Time Frashrnan
| s B AR DGl Saehint - First Time Freshman
Non Degree Transfer -
]

@

Self Service

N O B B 7=

Class Roster/Record Grades Page 8 of 8



