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RUTGERS EGCS Guide

* EGCS 1s a web based system where faculty, course instructors, Dept.
Chairs and Deans go to create and submit grade change requests for
students.

* EGCS 1s a component of the Rutgers Electronic Student Grading
System which is accessed online at: https://sims.rutgers.edu/rosters/

* Faculty and course instructors will submit the grade change request.

* Department Chairs and Deans will either approve or reject the grade
change request.

e This User Guide is designed to provide detailed information regarding
use of the EGCS system.

* This guide serves as an aid for faculty and academic administrators to
create, submit and approve grade changes requests.
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RUTGERS EGCS Guide

* For technical questions (e.g. NetID or Browser issues) please contact
the OIT Help Desk.
— New Brunswick: 732-445-4357 — or — helpdesk@nbcs.rutgers.edu
— Camden : 856-225-6274 — or — help@camden.rutgers.edu
— Newark: 973-353-5083 — or — help@newark.rutgers.edu

* For REGIS/EGCS user questions (e.g. cannot view your roster),
please contact the Offices of the Registrar:
— New Brunswick : 848-445-3260
— Camden : 856-225-6053
— Newark : 973-353-5324

Oftice of the Registrar 4


mailto:helpdesk@nbcs.rutgers.edu
mailto:help@camden.rutgers.edu
mailto:help@newark.rutgers.edu

RUTGERS EGCS Guide

Note from the Registrar

Please note that the Registrar’s role is to Grant Controller access to the Top
Level Deans of each school.

The Dean is responsible for granting and revoking privileges to Department
Chair(s) and other Department administrators under their purview.

The Department Chair 1s responsible for granting and revoking privileges to
department administrators, faculty and GAs/TAs.

It is vitally important to ensure student confidentiality and that Deans and
Department Chairs/ Administrators monitor the granting and revoking of
privileges for authorized personnel only.

Privileges must be revoked from an individual immediately upon termination of
employment or if an individual moves to a different unit within Rutgers.
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Authority & Responsibility:

1. Submitting Grades & Grade Change Requests —

* The instructor(s) of a specific course holds the responsibility of assigning
and submitting Warning or Final Grades for students enrolled in the course.

e Additionally, the assigned instructor(s) of a specific course is also responsible
for submitting Grade Change Request for a student who was enrolled in the
course/section.

2. Approve Grade Change Requests —

* The Chairperson of a department in which a course was offered holds the
responsibility of approving/denying Grade Change Requests submitted by
instructors assigned to teach for their department.

* Upon departmental approval of the Grade Change Request, the Dean of the
School under which the department has offered the course, holds the top-
level responsibility for approving/denying the Grade Change.
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File Edit ~ VieWw rovom
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Rutgers Academic Administrators and Faculty may be granted access to course

RUTGERS  BectonicStudent Grcing ystem rosters through the Rutgers Electronic Student Grading System at:
https://sims.rutgers.edu/rosters/

This application is used by departments to submit student grades or change the student grade.

This on-line system provides the option to view rosters, submit warning and final
Electronic Student Grading System Options grade, as well as submit grade change requests for students.

@ Submit grades or change grades for the current semester and the most recent past seme

Rosters & Electronic Grading Information System (REGIS) 1)

For more information about Grading a Roster or granting or revoking roster access, please refer to the Roster Quick Reference Guide. To access the roster and VieW, prlnt, download, Smeit
Warning or submit Final Grades, click on Option 1
“Rosters & Electronic Grading Information System

@de Change System (EGCS) 2) ( R EG I S)” .

@ View student absence report,

@ Create grade changes using student lookup or approve pending grade changes.

To submit a Grade Change Request click on Option 2
“Electronic Grade Change System (EGCS)”.

Student Absence Report System

For more information about the Student Absence Reporting System, please refer to the Student Absence Reporting Help Documentation.

Regis Support

For questions, comments or suggestions about this web site please contact Camden Help Desk, Newark Help Desk, or New Brunswick/Piscataway Help Desk.

For question such as "Why can't I view my Roster", please contact your department administrator,

Camden campus, Newark campus, New Bn

RUTGERS
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KUTGERS Central Authentication Service (CAS)

Please Log In
To Grant/Revoke privileges for:
o have requested access o sie thaf reguires Rutgers authenticafion. This & nof 2 public nefwork and explch authorization is reguired. For D e p t C h ai r D e p t A d m | n | strators
Enter your Rutgers NetD and Passord Faculty, Instructors or Graduate Assistant (GA)

After clicking on the desired feature the user will then be
required to log in to the system.

betcaionType: et~ (o You must have an active NetID to log in.
DﬂammeheloreIuggingmeimoothersilu For details regarding the NetlD go to
ttps://netid.rutgers.edu/index.htm.

LOGIN

Granting and Revoking privileges to course Rosters
(REGIS) or Grade Changes (EGCS) may only be done
through the REGIS feature (Option 1) of this system.

NetiD: bost applcations are now using the Rutgers NeflD for authenfication. f you have a NetiD and do nof rememar what it is you may look i

tes: Camden Newark, New Brunswick/Piscataway, Rulgers University UTGERS
lp Desks in: Camaen, Newark, or Nes ErunswickPiscalaway

THE STATE URIVERSITY
OF NEW JEREEY
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Rutgers Electronic Student Grading System

MANAGING ACCESS TO EGCS:
GRANTING/REVOKING
PRIVILEGES
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(- Cl 2 hitps, sims rutgerseduosters disply QuickSearch bt P+ 88 O} & Rostes & Bectronic Grein.
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% Blackboard @ E-College & Sakai & Maiing List & Help & LOG OUT
RUTGERS Rosters & Electronic Grading Information System (REGIS)

Main Menu RGN Upload Roster  View Roster Stal ‘ View & Grant/Revoke Privileges £ dVNE R N0E R T TR

Class Rosters Quick Search

To Grant/Revoke privileges :

Quick Search

CHOOSE ROSTER

After logging in and clicking on REGIS (option 1), users holding
the privilege of “CONTROLLER” must then click on the “View &
Requied nformaton s indicated by Grant/Revoke Privileges” feature tab just below the REGIS
banner at the top of the application.

Semester * Unit * Subject* Course*  Section

Sunner 13| | | |

D Alphabetical rester (not for grading)

+ Section(s) presanted in one alphabatical ist
+ Grades, wamnings, comments and new students cannot be added using the alphabetical listing view (weh)
+ Excel (xls) and Comma Separated Values (txt) downloads available

Refrieve Roste
npus web sites: Camden, Newark, New Brunswick/Piscataway, Rutgers University,

UTGERS
Desks in: Camden, Newark, or New Brunswick/Piscataway /
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Blackboard ¥ E-College 15 Sakai ¥ Mailing List ¥ Help ¥ LOG OUT A

]{UTGERS Rosters & Electronic Grading Information System (REGIS)

Main Menu  View Rosters  Upload Roster  View Roster Status IVEVEYeclVREWISELVININ Update Control Dates  Setup New Semester

COURSE ACCESS PRIVILEGES FOR DANIEL VILLANUEVA

On the View & Grant/Revoke Privileges feature:

@ NOTE: List of Access Privileges for the current year and the previous year.

A list of courses and privileges that the currently logged in user has

REGISTRAR BLEKA, EDWARD ALL | ALL ALL ALL ALL

Fall 2013 CONTROLLER DIAZ-TORRES, MARIE 20 ALL ALL ALL ALL acceSS to WI I I b e d IS p | ayed .

Fall 2013 CONTROLLER DIAZ-TORRES, MARIE = 21 ALL ALL ALL ALL

Fall 2013 CONTROLLER DIAZ-TORRES, MARIE = 22 ALL ALL ALL ALL

Fall 2013 CONTROLLER = DIAZ-TORRES, MARIE = 23 ALL ALL ALL ALL

Fall 2013 CONTROLLER = DIAZ-TORRES, MARIE = 25 ALL ALL ALL ALL . . . .

Fall 2013 CONTROLLER DIAZ-TORRES, MARIE 26 ALL ALL ALL ALL TO fl n d an el I q I b I e Ru tq ers em p | Ovee -

Fall 2013 CONTROLLER = DIAZ-TORRES, MARIE = 27 ALL ALL ALL ALL

Fall 2013 CONTROLLER = DIAZ-TORRES, MARIE 28 ALL ALL ALL ALL “ - . Il .
T o | coeromeme v 2 T oo e o | o Scroll down to the “Search Course Access Privileges” section.
Fall 2013 CONTROLLER DIAZ-TORRES, MARIE = 40 ALL ALL ALL ALL

Fall 2013 CONTROLLER DIAZ-TORRES, MARIE = 45 ALL ALL ALL ALL

Fall 2013 CONTROLLER = DIAZ-TORRES, MARIE = 47 ALL ALL ALL ALL E nter the N et | D O R L aSt N am e AN D Fi rSt N am e Of th e uSer
Fall 2013  CONTROLLER COUTO, PAULA 43 ALL ALL ALL ALL req u i ri n g aCCeSS .

Fall 2013 GRADER TEL, SUSAN 21 198 100 70

Display Complete List of Access Privilagas for DANIEL VILLANUEVA

Click the Search button.

Search Course Access Privileges

SEARCH BY

Last Name First Name
or ||DPSZ ANDJOR |Gz i w

Camden, Newark, New Brunswick/Piscataway, Rutgers University, LIFFG F RS
cks in: Camden, Newark, or New Brunswick/Piscatawiay. ) J
H100% v
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e -2 @ https://sims.rutgers.edu/rosters/grantCourseAccess.htm?id=0 LP-a2c¢ @ Rosters & Electronic Gradin... é h ok

File Edit View Favorites Tools Help
»

M3~ B v & v Pagev Sefetyv Tooks~ @~
Blackboard & E-College & Sakai & Mailing List I Help & LOG OUT o

= a aacrao American Associat... a SSL VPN Service a IR DW Main Pages J Rutgers Central Authentic... @ REGIS Electronic Student ... a Rutgers Integrated Admin... 9 Enterprise Systems and Se... m OIRAP-Office of Institutio...

m_]TGERS Rosters & Electronic Grading Information System (REGIS)

Main Menu  View Rosters  Upload Roster  View Roster Status RV CN EENIERIEL ) Update Control Dates  Setup New Semester

Maintain Course Access Privileges

C ) Here in the Maintain Course Access Privileges section is where
NOTE: List of Access Privileges for the current year and the previous year. DeanS and Dept. ChalrS WI” manage acceSS tO:

Revoke Term | Year | Role | Granted By | Unit Subject | Course | Section | Supplement

Grant Course Access and Grade Change Privileges
to the “Selected Faculty/Instructor User”

Revoke Access Privileges Disolev Comolete List of Access Privilenes for CRUZ LOPEZ

ﬂRANT COURSE ACCESS AND GRADE CHANGE PRIVILEGES TO CRUZ LOPEZ \

1. Choose a course to grant access to O R

Semester Unit Subject  Course Section Supplement

‘Summel [2012 [

2. Choose Role

Grant Grade Change Approver Privileges
S to the “Selected Dean or Dept. Chair User”

anager - Grant/revoke read only, grader, and manager privileges {can not grade class rosters orequest g

ontroller - Grant/ravoke read only, grader, manager, and cantroller privilages (also can grade clgfs rosters

O Advisor - Grant/revoke advisor privileges

Grant Access Privileges|

VT ——— ™ *NOTE: It is the responsibility of the department to “Revoke” access
O to rosters from users who are no longer with the department.

Unit Subject  Course Section  Supplement

2. Choose Grade Change Role

(O Dept Chair Approver - can request grade changes and approve orads changss requested by Gradflrs and Controllers
ean Approver - can change grades and approve grade changes requested or approved by Deparfnent Chairs
egistrar Staff Approver - can create grads changes and approve grade changes requested by Gflders, Controllers and Department Chairs

O Grade Change Guest - can view Pending and History grade changes

\Gmm Grade Change Access Privilege

amden, Newark, New Brunswick/Piscataway, Rutgers Univarsity. I'erlwc F RS
esks o ick/Pi J

n: Camden, Newark, or New Brunswick/Piscataway.

w®100% -
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File Edit View Favorites Tools Help
= aaa:ranAmar\:anAssn:\at.‘ aSSLVPN Service aIRDWMam Pages JR Rutgers Central Authentic.. aREGISE\e(tmm( Student ... aRutgarslntegratedAdmm”. eEntErpmsESystemsand Se... EOIRAP-Ofﬁ:Eannstltutm‘.‘ [ [ ~ [ ® v Pagew Safetyv Tools~ ﬂv ”
Blackboard & E-College & Sakai & Mailing List I Help & LOG OUT

m_]TGERS Rosters & Electronic Grading Information System (REGIS)

View & Grant/Revoke Privileges

Maintain Course Access Privileges To Grant Access and Grade Change Privileges
REVOKE PRIVILEGES FROM CRUZ LOPEZ to Cou rse roste rs:

EJ NOTE: List of Access Priileges fo th currnt year and the previous year Step 1. (is to indicate the exact course or range of courses the
Faculty/Instructor user will oversee.)

Enter the entire course number starting with:

1. Unit (the school unit offering the course)

Revoke Term | Year | Role | Granted By | Unit Subject | Course | Section | Supplement

Revoke Access Privileges Disolev Comolete List of Access Privilenes for CRUZ LOPEZ

ﬂwmummssmGMDECHANGE PRIVILEGES T0 CRUZ LOPEZ \ 2. Subject (the subject code for the course)
1. hoose a course to grant access to 3. Course (the code for the distinct course)
r;;:;:ﬂ » U e G S S 4. Section (if_th_ere are multiple sections taught !ay Qiﬂerent instructors,
7 chooee R enter the distinct section to be granted to the individual
O e Oty - Vi s dovrlnd s str 5. Supplement (some courses have supplemental codes such as NB,
R I NK, etc.)
':'CDntruIIer-G-ant"-e oke read only, grader, manager, and cantroller privileges (also can grade cl3¥s rosters and request grade

Advisor - Grant/revoke advisor privileges
Grant Access Privileges /

Step 2. (Is to select the type of Role the individual will have on the

GRANT GRADE CHANGE APPROVER PRIVILEGES TO CRUZ LOPEZ roste r) .
1. Chaose a courseto grant access to Select the appropriate Role to be granted according to the individual’'s
Unit Subject Course Section Supplement

role in the department regarding management of class rosters. A brief
2. Chaose Grade Change Role description of each “Role” is provided for each type.

{_) Dept Chair Approver - can request grade changes and approve grade changes requestad by Graders and Controllers

e Click Grant Access Privileges button.

') Dean Approver - can change grades and approve grade changes requested or approved by Department Chai

() Registrar Staff Approver - can ¢ and approve grade change

O Grade Change Guest - can view Pe ory grade changes

Comi Gonde Ghungs Accass Prieasd *NOTE: It is the responsibility of the department to “Revoke” access to N
REGIS/EGCS from users who are no longer with the department.
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P-aBd (2 Rosters & Electronic Gradin...

File Edit View Favorites Tools Help

m_]TGERS Rosters & Electronic Grading Information System (REGIS)

View & Grant/Revoke Privileges

Maintain Course Access Privileges
REVOKE PRIVILEGES FROM CRUZ LOPEZ
@ NOTE: List of Access Privileges for the current year and the previous year.

Revoke Term | Year | Role | Granted By | Unit Subject | Course | Section | Supplement

Revoke Access Privileges Disolev Comolete List of Access Privilenes for CRUZ LOPEZ

GRANT COURSE ACCESS AND GRADE CHANGE PRIVILEGES TO CRUZ LOPEZ

1. Choose a course to grant access to

Semeste:

emester Urit Subject  Course  Section  Supplement
‘Summelﬂ [2012

2. Choose Role

) Read Only - View and dowinload class rosters

') Grader - Gra

O Manage: s or request grade changes)

) Controller - Grant/revoke read only, grader, manager, and controller privileges (also can grade class rosters and request grade

O Advisor - Grant/revoke advisor privileges

Grant Access Privileges|

ﬁm\m GRADE CHANGE APPROVER PRIVILEGES TO CRUZ LOPEZ \

1. Choose a course to grant access to

Unit Subject  Course Section  Supplement

2. Choose Grade Change Role

) Dept Chair Approver - can request grade changes and approve grade changes requested by Grad§rs and Controllers

') Dean Approver - can change grades and approve grade changes requested or approved by Deparffnent Cha;

() Registrar Staff Approver - can create grade changes and approve grade changes requested by Glders, Controllers and Depar

() Grade Change Guest - can view Pending and History grade changes

= a aacrao American Associat... a SSL VPN Service a IR DW Main Pages J Rutgers Central Authentic... a REGIS Electronic Student ... a Rutgers Integrated Admin... 9 Enterprise Systems and Se... E OIRAP-Office of Institutio...

Step 1. (is to indicate the exact course or range of courses the
administrator will approve/deny Electronic Grade Change Requests for.)

fi~ 8 -

o g v Pagew Safetyv Toolsv @

Blackboard & E-College & Sakai & Mailing List I Help & LOG OUT

To Grant Grade Change Approver Privileges

to Deans and Dept. Chairs:

Enter the entire course number starting with:

1.
2.
3.
4

5.

Step 2. (is to select the type of Grade Change Role access the

Unit (the school offering the course)

Subject (the department code offering the course)
Course (the code for the distinct course)

Section (if there are multiple sections taught by different
enter the distinct section to be granted to the individual

Supplement (some courses have supplemental codes such as NB,

NK, etc.)

individual will have on the roster).

Select the Role to be granted according to the individual’s role in the
department regarding management of class rosters. A brief description

of each “Role” is provided.

Click Grant Grade Change Access Privileges button.

*NOTE: It is the responsibility of the department to “Revoke” access to

\Gmm Grade Change Access Privilege /

REGIS/EGCS from users who are no longer with the department.

instructors,

I\U I'GERS

#100% ~

Ofhce of the Registrar
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Privilege Options tor Grade Changes

(Note: Faculty/Instructors assigned to a roster with “Grader” privileges will
automatically have the privilege to submit grade change requests via EGCS for
the students in the assigned course.)

* Dept. Chair Approver - can request grade changes and approve grade
changes requested by Graders and Controllers.

* Dean Approver - can request grade changes and approve grade changes
requested or approved by Department Chairs.

* Registrar Staff Approver - can create grade changes and approve grade
changes requested by authorized Graders, Controllers, Department Chairs
and Deans.

* Grade Change Guest - can view Pending and History grade changes.

Oftice of the Registrar 15



RUTGERS EGCS Guide

Options for Granting Privileges - by Role

The following are descriptions of what an individual holding the specified
role will see on the EGCS web interface when granting privileges.

Dept. Chair will see the GRANT Grade Change Approver Privileges with the following

options:

*  Dept. Chair Approver - can request grade changes and approve grade changes requested by
Graders and Controllers.

Dean will see the GRANT Grade Change Approver Privileges with the following options:

*  Dept. Chair Approver - can request grade changes and approve grade changes requested by
Graders and Controllers.

* Dean Approver - can change grades and approve grade changes requested or approved by
Department Chairs.

Oftice of the Registrar 16



I{UTGERS Rosters & Electronic Grading Information System (REGIS)

View & Grant/Revoke Privileges

Blackboard & E-College & Sakai & Mailing List & Help

Maintain Course Access Privileges

REVOKE PRIVILEGES FROM ELIZABETH TAYLOR

NOTE: List of Access Privileges for the current year and the previous year.

Revoke Term | Year Role Granted By Unit | Subject Course Section Supplement

GC_GUEST | ESTREMERA, MIGUEL = 21 ALL ALL ALL ALL
D GC_GUEST | ESTREMERA, MIGUEL = &2 ALL ALL ALL ALL
D GC_GUEST | ESTREMERA, MIGUEL = 21 ALL ALL ALL ALL
0O GC_GUEST | ESTREMERA, MIGUEL = &2 @ ALL ALL ALL ALL
0O GC_GUEST | ESTREMERA, MIGUEL = 21 | ALL ALL ALL ALL
0O GC_GUEST | ESTREMERA, MIGUEL = &2 @ ALL ALL ALL ALL
0O GC_GUEST | ESTREMERA, MIGUEL = 21 | ALL ALL ALL ALL
0O GC_GUEST | ESTREMERA, MIGUEL = &2 @ ALL ALL ALL ALL
0O GC_GUEST | ESTREMERA, MIGUEL = 21 | ALL ALL ALL ALL
0O GC_GUEST | ESTREMERA, MIGUEL = &2 @ ALL ALL ALL ALL

Revoke Access Privileges Disolsy Complete List of Access Brivileges for ELIZABETH TAYLOR

GRANT COURSE ACCESS AND GRADE CHANGE PRIVILEGES TO ELIZABETH TAYLOR

1. Choose a course to grant access to

Semester Unit Subject Course Section Supplement
‘Summﬂﬂ ‘2013 ‘ | | ‘ |
2. Choose Role
() Read Only - View and dowinload class rosters
\_) Grader - Grant/revake read only privil e class rosters and request grade changes
\.J Manager - Grant/revoke read only, grader, and manager privileges (can not grade class rosters or request grade ¢

'/ Controller - Grant/revoke read enly, grader, manager, and controller privilages (also can grade class rosters and rd

O Advisor - Grant/revoke advisor privileges

(Grant Access Privileges

To Revoke privileges from an individual no longer in the department:

After logging in, click the View & Grant/Revoke Privileges tab :

A list of courses that the currently logged in user has access to will be
displayed.

To find a Rutgers employee to revoke privileges from:

1. Scroll to the bottom to the “Search Course Access Privileges”
section.

2. Enter the NetID OR Last Name (AND/OR) First Name of the user
whose access will be revoked.

3. Click the Search button.

4. The page will refresh and display a list of users matching the search
criteria entered, will appear at the bottom of the page.

5. Click to select the appropriate user to be granted privileges.

The page will refresh and display “Revoke Privileges From <NAME>”.
Then below this heading, the list of rosters the user has access to will
be displayed.

Click the check box next to each roster for which access will be revoked.
Click Revoke Access Privileges button.

When finished Granting/Revoking privileges to class rosters, please do
not forget to click Log Out at the top right corner of this on-line
application.

Ofthice of the Registrar
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Rutgers Electronic Student Grading System
Electronic Grade Change System (EGCS)

CREATE GRADE CHANGE
REQUEST

Oftice of the Registrar 18
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The Electronic Grade Change Request Process Has
2 Main Functions:

1. Create Grade Change —

When selecting the Create Grade Change tab, an authorized user will be able to:
— Search for a Student
— Search Archived Student Records
— Create a Grade Change Request
— View Grade Change History

2. Approve Grade Change —

When selecting the Approve Grade Change tab, an authorized user will be able to:

— approve or reject a grade change request that has been submitted.

» Dept. Chairs will only see the list of Grade Change requests submitted for courses
under their purview.

» Deans will see the list of Grade Change requests submitted by every department.

Ofhce of the Registrar 19
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KUTGE RS Hlectronic Student Grading System

This application is used by departments to submit student grades or change the student grade. Student Grading System

NOTE: Once the Final Grading period is over (after the

Electronic Student Grading System Options established deadline date) instructors must process the Grade
@ Submit grades or change qrades for the current semester and the most recent past semesters. C h an g e req u eStS on- | | ne th rou g h th e EG CS fe atu re Of th e
Rosters & Electronic Grading Information System (REGIS) Ru tq ers EI ectro n | C St u d ent G rad | n q Svstem .

For more information about Grading a Roster or granting or revoking roster access, please refer to the Roster Quick Rell

After logging in, instructors of a course may click the
“Electronic Create Grade System (EGCS)” link in order to
submit Grade Change requests for approval to the Dept. Chair.

Create grade changes using student lookup or approve pending grade changes.

Electronic Grade Change System (EGCS)

@ View student absence report.

Student Absence Report System

For more information about the Student Absence Reporting System, please refer to the Student Absence Reporting Help Documentation.

Regis Support

For questions, comments or suggestions about this web site please contact Camden Help Desk, Newark Help Desk, or New Brunswick/Piscataway Help Desk.

For question such as "Why can't I view my Roster", please contact your department administrator.

Camden Help Desk, Nei

or questions, comments or suggestions contac leviark Help Desk, or New Brunswick/Piscatawiay Help Desk UTGERS
b sites for Camden campus, Newark campus, New Brunswick/Piscataway campus, or Rutgers University

Ofthice of the Registrar 20
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Instructor must identity the student

whose recorded grade 1s being changeed.
RUTGERS Electronic Grade Change System

Main Mellu  EOCECYAGHEWETN T ARorove Grade Change  Search Pending/History Grade Chal
Grade Change - Search Student

@ To Search for a Student, please enter Year, Term, Unit, Subject, Course, Section , Student 1D or Student Last

LAST NAME FIRST NAME
2012E SummerE

UN[L i

Search

@ 1f your search returns no matches, or if the studznt record you were looking for is not on the list of search resl§
you may try to search archived records.

Camden Help Desk, Newiark Help Desk, or New Brunswick/Piscatawiay Help

Rutgers Universi

Camden campus, Newark campus, New Brunswick/Piscataway ampus

4.

Once in the EGCS system, instructors will click the “Create Grade Change’

tab.

Submitting a Change of Grade request begins by searching for the
proper Student. (It is absolutely vital to verify the identity of the proper
student whose record will be changed.)

This is done by entering the Student’'s RUID -OR- LAST NAME and
FIRST NAME.

Then select the Year and Term in which the course was taken and for
which the grade change will be applied.

Enter the UNIT-SUBJECT-COURSE-SECTION information into the
appropriate text field box. (If the section is not known, enter ALL into
this field and the system will search all sections of the course given.)

Click the “Search” button.

Oftice of the Registrar
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Instructor must identity the student

whose recorded grade 1s being changed.

}KUTGERS Electronic Grade Change System

Main Menu  [EOERICES I NETIEW  Approve Grade Change  Search Pending/History Grade Changes

You've encountered the following error(s)

* No search results returned.

Grade Change - Search Student

@ To Search for a Student, please enter Year, Term, Unit, Subject, Course, Section , Student ID or Student Last and First Name. (required).

STUDENT ID LAST NAME FIRST NAME
ooonn1234 Or

YEAR TERM

2012 v |Fall v

UNIT SUBJECT COURSE  SECTION
1 730 400 ALL

If your search returns no matches, or if the student record you were looking for is not on the list of search results,
you may try to search archived records.

NOTE: If the Student and Course information does not match
the system will respond with a message:

You’ve encountered the following error(s)
* No Search results returned

Simply review the information provided and make appropriate
corrections on the application then click Search.

However, if the information was entered correctly, the
instructor may click on search archived records link to
transfer you to the Search Archived Student Records page
(see Search Archived Student Records on the next slide).

It is there that you can search the Archive Database for
Students no longer attending Rutgers.

Note: If you do not have authorization to grade the course the
following message will be displayed next to the name of the
Student:

Camden Help Desk, Newark Help Desk, or New Brunswick/Piscataway Help Desk. “YOU are not authorl Zed to Create a Grade JTGERS
Camden campus, Newark campus, New Brunswick/Piscataviay campus, or Rutgers University Ch an g e fo r th | S CO u rs e/SeCt | O n IT]
Ofhce of the Registrar 22
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Search Archived Student Records

IQ—]TGERS SN VLR T1e Grade Change — Search Archived Students Records allows you
to search for Rutgers students no longer active at the University.

SETNEERDPM Create Grade Change [ alalgsRi=Relt=1e =R t=[il!

To search for an archived student record, enter the Student’s Rutgers
Grade Change _Search Archived Student Records! Id, the Year, Term, Unit, Subject, Course, Sypplement Code, and
Section Number for the course you would like to change the grade.
@ T|° Search f'jrha 5_:“:3”’“ pleashe E”terYel‘ar* Termid””it’ subjesti| 1f you do not know the section number, enter ALL. The system will
Flease note that i the course has a supplament code, you musty - oheck all sections of the course for the Student. Click the “Search”

button.

STUDEMT IC TEAR. TER.M .

all 3 Important: If the course has a supplement code, you must enter it,
2008 otherwise the search would return no matches.

UMIT SUBJECT COURSE SECTION SUPPLEMEMT <y
If your search returns a match, you will be transferred to the Create
Grade Change page.
If your search returns no match, please check the Rutgers ID, semester
and course information and supplement code and try again. (If the

problem persists, contact the Registrar's Office.)

Camden Help Desk

If you do not have authorization to grade the course the following
message will be displayed:
“You are not authorized to change this grade”

Carnden carnpus, Mewark carmpus, Mew Brunswick/d
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Create Grade Change Request

Electronic Grade Change System

RUTGERS

Create Grade Change

rMain Menu Spprove Grade Change

Grade Change - Search Student

@ To Search for a Student, please enter Year, Term, Unit, Subject, Course, Section , Student ID or Student Last and First Mame. (required].
After entering the correct student AND course

STUDENT ID LAST MAME SRS O 3 information the page will refresh and display the

| %% | keufiman | ] | Student Search Results.

200 el In this example, there are 2 students that match
|zo0a | |Fall v |

the Search criteria based on Last Name, First
| Name, Year/Term, and Course information.

LINIT SUBJECT CiOLRSE SECTION
o o7 | | ALL

Click the Change Grade link to change the grade

of the appropriate student.

l@ If vour search returns no matches, or if the student record vou were looking for is not on 4 You may also C"Ck the VleW History link in thiS
box to review the history and progress of this
particular Electronic Change of Grade request.

Student Search Results

Ide

ame Section Suppl.
o1
|

It is vital that instructors verify the appropriate
student record to apply the proper Change of
Grade to, in order to ensure data integrity.

0oE9a0942
006390943

JACKIE KALIFFRAR
JEFFERY HALIFFRAR

Chande Grade | Wiew History

Chanoge Grade | Wiew History
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Create Grade Change Request

l{UTGERS Electronic Grade Change System

Main Menu
After clicking the Change Grade link the page will

Semester Unit Subject Course Section Title Supp
Fall 2013 ul 20 102 0 INTRO TO MICROECONGH

refresh and a text field box will appear to the right of
the Student Information table under the heading of
*New Grade, and another text field box will appear

Pl hi d il Add £ .
P under the *New Comments heading.
‘test ‘ If you do not know the instructor's email please use Search Rutgers Pagll

Enter the new grade in the box and also enter a

2. Add new Grade and Comments. comment (*which is required) in the comments box.
Student Information

Wumm Grade g Grade (required) ' * New Comments
0000001234 John Locke " John.Locke tgers.ed
ohn.Locke@rutgers.edu |Please Select New Grad

Set a check in the boxes for Notification of the
appropriate individuals who should be notified of this
change and the Dept. Chair will be automatically
notified (except during the period when Final Grades
are available for submission).

* Comment field is required unless you are changing a "T" grade to a letter grade.

New Search
Click the Enter button.

questions, comments or suggestions contact Camden Help Desk, Newark Help Desk, or Mew Brunsvick/Piscataway Help Desk The screen Wi” refreSh indicating the Change Of
= for Camden campus, Newark campus, New Brunswick/Piscatawsy campus, or Rutgers University Grade Was Successfu”y Submitted in green text.

When finished submitting Electronic Grade Changes
(EGCes), please do not forget to click Log Out at the
top right corner of this on-line application.
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Rutgers Electronic Student Grading System

APPROVING GRADE CHANGLES
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Grade Change Worktlow

* A grade change request made by a Grader or a Controller needs to be approved
by a Department Chair and later by a Dean.

* A grade change request made by a Department Chair needs to be approved by
a Dean.

* A grade change request made by a Dean or Registrar is immediately applied to
the Student’s record.

* Any grade change request pending approval by Dean or Department Chair may
be approved or rejected by a Registrar.

* If a grade change request 1s approved, it is immediately applied to the Student’s
record.
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Instant Approvals:

The following exceptions to the workflow apply
during the open grading period:

* A change from a temporary grade made during an open grading period is
instantly applied to the Student’s record.

* A change from an incomplete grade made during an open grading period is
instantly applied to the Student’s record.

* A change from blank grade (no grade) made during an open grading period is
instantly applied to the Student’s record.

* NOTE: Grade change request to a lower grade, cannot be submitted via
EGCS and therefore must be submitted in writing to the appropriate Dean of
the school in which the course was offered.
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Acceptable Grade Change Request Options

Allowed Grade Changes via EGCS
e Graders, Controllers, Department Chairs and Deans may request the following

types of changes through EGCS:

— A grade change from a blank grade to a letter grade that is valid for the school that offers the
course.

— A grade change from any letter grade other than the W grade to a higher letter grade allowed for
the school that offers the course.

The following types of changes can only be done at the Registrars' Offices, and
should be requested using the proper paper form:

— A grade change from a W grade to any other grade

— A grade change to a W grade

— A grade change to NG grade (removing a grade)

— A grade change to a lower grade

NOTE: A grade may not be changed to a grade that is not valid for the school that
otfers the course under any circumstances.
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Email Notifications

* If a grade change is requested and instantly applied (see "Instant
Approvals" section), a notification is automatically sent to the Student,
provided that the email address has been supplied with the request.

* If the Registrar changes a grade, he or she decides whether to notify one
or more people from the following list:
— Student (requires contact information)
— Instructor (requires contact information)
— Department Chair
— Dean
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Approving Electronic Grade Changes (E.GCs)

e After an Instructor or Dept_Chair submits an Electronic Grade Change
(EGC) it must be approved by next level administrator as follows:
— Instructor (submits EGC to be approved by) > Dept. Chair
— Dept. Chair (submits EGC to be approved by) > Dean

— (NOTE: EGCes that are submitted during the Final Grading period for the
semester in which the course is taken do not need Dept. Chair approval.)

e If an instructor submits an EGC after the Final Grading period has closed,
the Dept. Chair will receive an email notification informing the incumbent
that an EGC 1s awaiting approval.
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Exmail Notfications to Grade Change Approvers

e Every night an email message is automatically sent to all Deans and
Department Chairs who have requests waiting for their approval. If multiple
individuals are authorized to update a request, all of them are notified.

e If the Dean approves a pending grade change, an email notification is
automatically sent stating the grade change was approved.

The email will be sent to the:

— Student (provided an email address has been supplied with the request)
— Instructor (provided an email address has been supplied with the request)
— Department Chair

e An alertis also sent to the student informing him that the grade change has
been approved.

e If the Registrar approves a pending grade change, an email notification stating
the grade change has been approved is automatically sent to the Student,
provided an email address has been supplied with the request.
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RUTGE RS Hlectronic Student Grading System

This application is used by departments to submit student grades or change the student grade. Student Grading System activities require net id login and Student Grading System registration.

Electronic Student Grading System Options

@ Submit grades or change qrades for the current semester and the most recent past semesters.
Rosters & Electronic Grading Information System (REGIS)

For more information about Grading a Roster or granting or revoking roster access, please refer to the Roster Quick Reference Guide,

Create grade changes using student lookup or approve pending grade changes.

After logging in, Dept. Chairs and Deans must click the
“Electronic Create Grade System (EGCS)” link in order to
review, approve, or reject Grade Change requests.

Electronic Grade Change System (EGCS)

@ View student absence report.

Student Absence Report System

For more information about the Student Absence Reporting System, please refer to the Student Absence Reporting Help Documentation.

Regis Support

For questions, comments or suggestions about this web site please contact Camden Help Desk, Newark Help Desk, or New Brunswick/Piscataway Help Desk.

For question such as "Why can't I view my Roster", please contact your department administrator.

ns contact Camden Help Desk, Newark Help Desk, or New Brunswick/Piscatawiay Help Desk

es for Camden campus, Newark campus, New Brunswick/Piscataway campus, or Rutgers University N.JTGERS
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Approve Grade Change

RUTGERS Electronic Grade Change System

Main Menu ENEECYAGU NN Approve Grade Change — Sarch Pending/History Grade C

After logging in the Dept_Chair or Dean must click the
Grade Change - Search Student “‘Approve Grade Change” tab.

@ Ta Search for & Student, please enter Yar, Term, Unit, Subject, Course, Section , Student ID or Student Last and First Name. (required),

STUDENTID LAST NAME FIRST NAME
o

YEAR TERM

M Summer j

UNIT  SUBJECT COURSE  SECTION

L e

Search

@ If your search returns no matches, or if the student record you were looking for is nat on the list of search resuls,
you may try to search archived records.

estions, comments ct Camden Help Desk, Newark Help Desk, or New Brunswick/Piscataway Hel Desk, UTGERS
tes for Camden campus, Newark campus, New Brunswick/Piscatawiay campus, or Rutgers University,
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NOTE: The Approve Grade Change tab will only be displayed if you have Department Chair, Dean or
Administrator authority.

When selected, a list of Students who had grade change requests submitted will be displayed.

The list will only contain Grade Change requests that the Dept. Chair or Dean user is authorized to approve or
reject within their purview.

Click the Approve or Reject radio button for each grade change that is displayed; the Pending selection is the
default choice and may be left selected until the decision to Approve or Reject has been made.

Click ‘Enter’ to submit the decision(s) made on the list.

ST e == = g = =13 T Pry | Lofade (== = = ng= 1 = =
20050 o1:350:219 o1 A=l ] PACSILL F (o] homewwork submitted TEST OZM2r2009 Pending
LARGE Y RECORD Drepart
Chair
YT 2T upry
ZoosM o1:3s0:219 o1 SEFHCO RS PACEILL e B Eroject submitted TE=T Osnz2a2009 Fending
ALEAMDRE kA RECORD Crepartment

Approval

I{L]TGE RS Electronic Grade Change System

Main Mernu Create Grade Change Approve Grade Change

Approve Grade Change

@ Successful The following page will be presented.

s Srade change for JAS0OM LARGE (Rutgers id 032009591) for 01:350:219:01 successti
& Srade change for SEFHORA ALEAMNDRE (Rutgers id D07005868) for 01:350:219:01 su

This page lists all successful Grade Changes that have
@ Approve or Reject Grade Change been approved or rejected.

« Mo Students are Pending Approwval.

It will also list any Grade Changes that are still
pending.

Zarmden Help Desk, Mewark Help Desk

Zamden campus. Mewsrk campus. Mew Brunswick/Piscataway campus
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Grade Change Rejections

* [If a pending grade change is rejected, an email notification 1s
automatically sent to the Instructor (provided an email address has
been supplied with the request), and the Department Chair stating the
grade change has been rejected.
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View Grade Change History

The View Grade Change page is displayed as

&]TGERS )Tt e A e T A Ry r1] @ result of clicking on View History from the
. Search for a Student page.

WEGNEERD Create Grade Change BElalaliefi-Rele=1s =R E=Ty]=

This page displays the history of all grade

) changes made through EGCS for the selected
Grade Change History student and course.

@ Below is the history of all grade changes for JACKIE KAUFFMAR, When finished Submitting Electronic Grade
Flease note that thigsystem traclks only the changes made since Changes (EGCES) please oA forget o @k

Change from B to B+ (commert: final exam grade recalculated) requested by LO Log Out at the top I‘Ight corner of this on-line

application.
Review History
Cn 0202402009 12:25:41 requested by LORIE SEAMAR
On 0252402009 1 225358 approved by LORIE SEAMAR
Cn 022402009 13:05:41 approved by LORIE SEAMAN
For questions, cornments or suggestions contact Carnden Help Desk, Mewark Help Desk, or Mew Brunswick/Piscataway Help Desk. G S
Wisit web sites for Camden campus. Mewark campus, Mew Brunswick/Pizcataway carmpus, or Rutgers University, UT ER
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