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FACULTY GRADE ENTRY

1. Login to Self Service via Pack Portal

2. Go to “Faculty Grade Entry” on the Self Service home page

3. Open the Final Grades tab to display a list of courses where you are an
instructor. Alternatively, if you

are entering midterm grades, open the Midterm Grades tab

Grading Status

4. Select the relevant class section and your full roster will appear. When
grading is available grade drop-down boxes will appear; select a grade
from the drop-down for each student

Full Hame s oo % Midterm Grade & Final Grade % Rolled % Last Attend Date

5. After you have assigned grades, scroll to the bottom and select “Save”
[ o ]

6. You can save and return later if not all grades are available. Classes with
missing grades show the

grading status “In Progress”, once all grades are entered the grading
status changes to “Completed”

You can make changes to entered grades following the steps above until
the grades are rolled into academic
history. Rolled grades are viewable to the student and available on the
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student’s transcript.

A rolled grade can be identified by a green check in the “Rolled” column
on the grading roster.

Full Name ) S Midterm Grade % Final Grade s Rolled S LastAttend Date £ Hours Attended

3 000

**If changes are needed after grades roll, a grade change form is
required.**
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VIEW CLASS LIST / ROSTER

1. Login to Self Service via Pack Portal
2. Go to “Class Lists / Rosters” on the Self Service home page
3. A listing of classes where you’'re an instructor will be displayed

Faculty & Advisors » CRN Listing
CRN Listing
All Terms v
Select Course « | search (AltsY Q
: Enroliment .
Subject T  CourseTitle < CRN z Count 2 Status T Duration Term v
01/10/2023 -
ENG 1003, 003 COMPOSITION 14687 20 Active l LE.M 2023 Spring (202310)

a. Select the arrow next to “All Terms” to filter by term and narrow down
the classes listed

b. Select a course title to display the course details pop-up (general course
information)

c. Select a CRN to display the class details pop-up (class section specific
information)

4. Select anywhere on the white part of the course row to view the class list
for that course

5. The class list “Summary View” will display
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a. Use the “Export” button to save the class list as an Excel file
b. Select the “Print” button to open a printer friendly class list that you can

print or save as a .pdf

Class List [+ Export [{; Print

c. Use the checkboxes to select students, or check the top box to select all
d. Select the envelope button to email all selected students

summary Class List w | Search (Alt+Y) Q
Student - Registration - Credit . . - i ~

v ~ ] Midteri Fi l v

[ ] Name P T Gatus Colevel T 0 ¢ Midterm $ Final T class
**Web ) _ ) )

Cash, Johnny N Undergraduate 3 Mo Access No Access Freshman
Registered**

-_— e B **Web

e. Select a student’s name to view their student profile, including advisor

information
f. Hover over a student’s name to view a quick summary, including their

email address
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g. Select anywhere on the white part of the student row to expand that
student’s degree information

I. Switch to “ Detail View” to expand degree information for every
student on the class list

. New
Wolf, Howl R. “*Registered+* Undergraduate 3 No Access No Access
Freshman

Degree: Bachelor's Degree

Study Path

Level Undergraduate
Program Bachelor Degree
Catalog Term 2022 Fall

Admit Term 2022 Fall

College University College
Campus Jonesboro

Major Exploratory Studies

Department University College
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VIEW STUDENT
INFORMATION

1. Login to Self Service via Pack Portal

2. Go to “Advisee Search” on the Self Service home page

3. The Advisee Search page will open, select a term from the drop-down
listing

Change term, search for a student, or view your advisee listing

-----

4. Enter the search criteria you’d like to use in your student search

View advisee listing, or search by
@ StudentID

() Student Email

) Student Name

Student ID

a. To search by ID number, make sure “Student ID” is selected
I. Enter the ID number and hit “Enter” on your keyboard
b. To search by email, make sure “Student Email” is selected
I. Enter the email address and hit “Enter” on your keyboard
li. You must include “ @smail.astate.edu” in your search criteria
c. To search by name, make sure “Student Name” is selected
I. Enter the student’s name, then select the correct student from the
drop-down listing
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Ii. You must use the format “Last Name, First Name” in your search
criteria
5. Or, to view alisting of your advisee students, select “View My Advisee
Listing”

View My Advisee Listing

6. Once a student has been chosen, select “View Profile” to open the
student’s profile

View Profile View My Advisee Listing

STUDENT PROFILE

The student’s name and ID number(1), academic standing(2), overall hours
and overall GPA(3), registration notices(4),and any holds on their account
(5) can be found across the top of the profile:

Advising a'\l_l'-;lbll'.‘;lu.'l Student Profile
Student Profile | Howl R. Wolf (12345678) 2 3 4
[ oo T | [ |

The center section displays the student’s personal information(6)
(including email address), general academic information(7), graduation
iInformation(8) (including a link to their submitted graduation applications
when applicable), and a list of their advisors(9). The right side of the profile
displays curriculum information(10) and the

student’s course schedule(11) for the selected term:
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Selecting “Prior Education and Testing(12)” under the student’s photo will
change the right side of the profile to display the student’s prior education
(13) and test scores(14). Also under the student’s photo are additional
links(15) to the student’s transcript, grades, registration history, schedule
week at a glance, and a link to Degree Works

St Information PRICR EDUCATION £l
Bl Information -ondary Education

En Sect

B

;T""f :If:"“'- School Nams raduation Date Lacation GPA

OSOLZIZ0 im

P dsta svaistie

TESTING Rscoras 1 A
Shudent Type:
Hesidency Duscription " seom Dats Sounce
Campus:
FirsL Teem Aftended:
Voricemd Tem: ACT Compesta % mi201s Manual Source

L oL 0
Leave of Absance: ACT Compostn z 120N Test Score Tape
Graduation Information ACT Engiish 19 s2mi2019 Manual Source
Graduation Applications:

ACT Engiish 1 1202018 Test

ACT Math - 2018 Manual Source
Advisors ACT Mt 2 200 Test Scove Tage
e ) AT Rigading " B0 Manusl Sourcs
AT Rigading 7 20 Tast Scove Taos
ACT Sciance Reasenng i S22 Wanual Sourcs

ACT Sciance Rsasenng 2 20Ene

2H2020

ACT Super Scars Composie 2



https://kb.astate.edu/uploads/images/gallery/2024-10/image-1729026390301.png
https://kb.astate.edu/uploads/images/gallery/2024-10/image-1729026485859.png

DEGREE WORKS FOR
ADVISORS AND FACULTY -
RESPONSIVE DASHBOARD

Link to Responsive Dashboard

https://dw-prod.astate.elluciancloud.com/JBORO/responsiveDashboard/

SEARCH

Search by ID#

ity Home E BAMMER - devl [0 Mewtsb [ Formstack  [3) Ellucisn Degres W, &= Change Request: €

< o ] ¢ dw-dev.ec.as
£33 constius map Mew folder  (ZD Commasnh
m DEGREE EVALUATION EHCEF = PL

Degree Evaluation - TEST SITE

Advanced Search Option: Filter by a criterion
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Student Header

In the Student Header block, important information is displayed from different
fields such as the student’'s name, ID, classification, academic program
information (degree type, college, major, minor,and concentration, if applicable)
assigned academic advisor etc.
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Level Undergraduate Classification Senior Major Management Minor (No Minar) Concentration (No Concentration) Institutional GPA 2437
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PROCESS

Progress will not equal 100% until all courses are complete and grades have
been processed in the system. A graduating senior who has completed all
credits and course requirements and is preparing for graduation will reach 98%
until the grades are submitted at the end of the term.

PROCESS: The date of the last time an audit was run for the student is
displayed here. Audits are not updated after students register for classes, have
final grades posted, change their major, declare a minor, etc. until you process a
new audit. If the last audit date occurred before the last refresh date, a new audit
should be processed in order for the most accurate information to be displayed

DATA REFRESHED: Student data is refreshed in Degree Works from Banner.
This displays the last date and time the student’s data was pulled from Banner.
Data is refreshed automatically every night. If the data was pulled at 2:00AM and
the student registered for classes at 10:00AM that data won’t be reflected in
Degree Works until the next refresh.

The button next to the date and time can be used to
refresh a single student manually. This should be used sparingly as it slows
down both Degree Works and Banner when use
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Degree Requirements

In the new dashboard, requirements are not color coded, but they are displayed
in a check box format

that state whether the requirement has been fulfilled or not. Each block header
also displays an

Incomplete, , Complete label based on the status of the
requirements.

The audit is still divided by blocks, but now users can collapse and expand
sections for quick navigation

and use the arrows within each block to collapse and expand a single block.

Bachelor of Science | mcowrier
redits required: 120 Credits applied: 116 Catalog year: 2019-2020 GPA: 336
Unmet conditions for this set of requirements: You have taken 116 credits but still need 4 more

&  Minimum 30 credits taken at Arkansas
State University

& Last 18 of 24 credits taken at Arkansas
State University (Including ASU-Beebe,
ASU-Mountain Home, ASU-Newport, and
ASU-Mid-South)

O Minimum 45 upper-level credits 5till needed: Complete a minimum of 45 semester hours of upper-level courses after earning 30
degree-credit hours. (Upper-level courses completed by a student before he/she has

earned 30 degree-credit hours cannot be counted toward this requirement.) You
have taken 40 upper-level credits but still need 5 more.

(=] A minimum GPA of 2.0 is required

& A minimum Institutional GPA of 2.0 is
required

&  General Education Requirements

) Foreign Language Requirements Still needed: See Foreign Language Requirements section
) Major Reguirements 5till needed: See Major in Biological Sciences section

Blocks included in this block

The Degree, GENED Requirements, Major, Minor and Concentration (if
applicable), Electives (if

applicable), In-progress and/or. blocks are all listed in the same order as before.
Other blocks may display depending on the degree that the student is pursuing
(Example: Foreign Language requirements)

In the new dashboard, a Repeated column that indicates a notation of (R) next to
a course if the course has been repeated
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Withdrawn, Failed, or Repeated

Credits applied: 0 Classes applied: 2

Course Title Grade Credits Term Repeated
CHEM 1013 GEMERAL CHEMISTRY I w 0 2020 Spring
CHEM 3113 ORGANIC CHEMISTRY 1l W 0 2021 Fall

In the new dashboard, the checkbox icons are now circles but the colors are
similar. Requirements completed will show in green, requirements not complete
will show in red, and requirements with classes in-progress will show in blue.

Legend

(=) Complete O Not complete

© Complete (with classes in-progress) ® Nearly complete - see advisor
@ Any course number (R) Repeated class

Disclaimer

You are encouraged to use this degree audit report as a guide when planning your progress toward completion of the above requirements. Contact your academic advisor for assistance in interpreting this
repart or regarding your official degree/certificate completion status. This audit is not your academic transcript and it is not official notification of completion of degree or certificate requirements, Please
contact the Registrar's Office to obtain a copy of your official academic transcript.

What-If and Look Ahead

Previously, the What-if function that applies the students’ courses to a different
major, minor, concentration, etc. and the Look Ahead function that allows for
potential courses to be reviewed against the degree plan to see where the
course(s) would fall into a student’s plan, were separate.

In the new dashboard, the Look Ahead function is now labeled Future Classes
and is combined with the What-if function to improve efficiency in the user
interface.

The user must still select the catalog year, degree type and major (some majors
also require a concentration and/or a minor) but now the user has the option to
include or not include In-progress and Preregistered classes.

The Additional areas of study feature also gives the option to add another major,
minor, etc. when using the What-if function.
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