Instruction for Entering End of Term Grades
1) Go to http://my.devry.edu

De\fry W Welcome to my.devry.edu
University

sgin Resources & Help

Usemarme: | D01013742
password[sevesesne | [EETH

JOIN THE CONVERSATION AND B
MAKE SOME ke

CONNections

Join fellow students, faculty and alumni on:

Cwitker  Linked[.

This secure site provides world-class Infranet services along with single-sign on access to the Student
Information System.

DeVry University | © 2011 Devry

Corp. All right: rved. | Privacy Policy | ContactUs

2) Log in and then click on Staff Tools on the Menu

DeVl‘y .7 Welcome Thomas Des Lauriers E e )

Staff Tools Helping Students Reports Resource & Department Center
My Home
Safety oo a0 Academic Calendars.
o -
System Announcements ae
‘Siren: Emergency Contact Thame e Ao AR
My Websites 5o External Applications ae

Staff Connect
Degree Navgator

B B 55 85

GotoTop

©2011

Privacy Policy

3) Click on Open My Oracle Applications/Oracle E-Business Suite
Devry ‘7 Welcome Thomas Des Lauriers

My Home Helping Students Reports Resource & Department Center

Staff Tools

Open My Oracle Applications

DG AIS Document Management
Open My Oracle Applications/Oracke E-Business Sutte

AlS Document Management Center

Courses, Software & Hardware

aoa
Apple Store for Education
Compimentary Courses
Find Your Advisor (I

Search for a Student's Finance Advisor

Enter Student DSI
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4) Click onDVU OSSFacultySelf Service. If youdo nothaveOSSFacultySelf Service

5) Click onDVU OSSFacultySelf Service. If youdo nothaveOSSFacultySelf Service
contactyour ProgramDeanasap.

DeVry

- ” Welcome Thomas Pes Lauriers
University

June ¥, 2006 Iy Diety

Applications Navigator
(3 DV Academic Advisor

0 DVTT 0SS Enrollment Self Service NEW Conversion Request Process
(3 DV 088 Faculty Self Service o . .
O DVIT OS82 Shydent Self Service Beginning June 5th, a new process will be implemented for requesting

to 0SS, The new process reguires that the person already exists with
_D__M_ | |OSE. The request form for this new process will ask for the Cracle per
External Applications oy, | data will be loaded on that record. The form will also ask you to confir
converted is the correct record. The new process will allow conversion
undergraduate student in 24 hours instead of the current weekly scher
accessed via the Request to Convert Student Records to 0SS link on

No external applications have heen selected for
display. To select applications to display, click
"Customize”.

June 2, 2006 - DeVry Inc. Code of Business Conduct and Ethics (|
View | Print Student Grid Schedule ¥ (

This Code should be read and receipt acknowledged within 30 days by
List, view or print Grid Schedules. .. Center, selecting OnLine Training (METg, J Dery Foundational Cours:

Type m student D3I or oracle mumber Gotganeaton,

et | T

6) Go into the Square DVU OSS Faculty Self Service and Click on the
Home Link

ORACLE
E-Business Suite

Home Logout Preferences

(3 DU Acadernic Advisor WU 0SS Faculty Self Service
C0 DU 0SS Enrollment Self Service Home

1
(10U 055 Student Self Service
|7 Preferences SSWA

Home | Logout | Preferences
Copyright 2000-2004 Cracle Corporation. All rights reserved Privacy Statement

7) Go into the Square labeled Shortcuts and click on Enter Unit Grades

ORACI—E Home Logout Preferences
S Svstem
= .Ilideﬂt = " SB My Profile | My Unit Sections |
Shortcuts Alerts

ist of your alerts

General p grerm—
e e o ot Start Date Due Date/Expiration Date
Update Persanal Information

o search conducted

M Notifications
Enter Unit Grades

e e e IOpen Motifications vl;G__DJ

“iew Bpecial Permission Select From Type Subject Sent Due
History There are no notifications in this view.
Wiew Audit Permission @ TIP Yacation Rules - Redirect or auto-respond to notifications
Histary & TIP Wvarklist Access - Specify which usars can view and act upan your natifications.
Hnarme | by Prafile | Wy Lnit Sectinns | Home | Dot | Prefrrences
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8) Now Click on the Advanced Search Button

ORACI—E Home Logout Preferences Help
Student System

Grading | Student List | Special Permission

Home ==

Unit Sections for Grading
* Indicates required field

Search
Search for unit sections by tarm (Advanced Search )
= Term Calendar -
| Go
Section / Call Current Grading Unit Grades Submission Unit Grading
Select Teaching Period  Unit Number Location Title Period Due History Status Status Version
Mo search
conducted.
Home | My Profile | My Unit Sections | Home | Logout | Preferences | Help
Copyright 2000-2004 Cracle Corporation. &1 rights reserved. Privacy Statemert

9) *Term calendar = * Spring 06 Semester (If the frame freezes at this
point, you will need to go into tools and allow pop-ups)
*Call Number = Leave Blank
*Unit = Enter your class (BUSN115 or SCI14 or CIS428) this
information can be found on your class roster
*Section = Click on the drop down and choose ends with, then enter
the Capital letter associated with your class: A, U, B, T, H, G, K, ect.
(This letter can be found on your class roster)
NOW CLICK THE GO BUTTON

ORACI—E‘ Home Logout Preferences Heln
Student Svstem "
= Rid £ ) st Home | My Profile My Unit Sections

Grading | Student List | Special Permission
Home =

Unit SectioLs for Grading

* |ndicates required field

Specify parameters and values to filter the data that is digfflayed in your results set (simple Search )
% Search results where each must contain all values dntered

© Search results where each may contain any valuf entered.
Term Calendar is = *|Spr\ 06 Semester ,,_;f

Call Number |i5 jl

uit o Y &

Bection  [ends with /4] [a

(&= Add Anather [ =](Add)
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8a) Or you can click on the/drop down menu and select More and then

click the GO Button

ORACLE
Student Sygrem

Grading | Student List | Special Permission

Home Logout Preferences Help

| My Profile

My Unit Sections

Home =
Unit Sections for Grading
* |ndicates required figld

Search

Search for unit seftions by term
* Term Calygrdar

| Advanced Ssamnch |

Current Grading Unit Grades Submission Unit Grading
Location Title Period Due History Status Status Version

Spring 05 Semester
Fall 04 Semester
Fall 05 Semester

Select Teaching Peri

Mo search
conducted
Home | My Profile | My Unit Sections | Home | Logout | Preferences | Help
Copyright 2000-2004 Oracle Corporation. Al vights reserved. Privacy Statement

8b) Now enter the Term you are looking for and click the Go button.

Select.

a https:/ /my.devry.edu - Search and Select List of ¥alues - Microsoft Internet Explorer

=101 x|

Search and Select: Term Qalendar
(Cancel ) (Select )
Search

To find your iterm, select a filter itern\in the pulldown list and enter a valk in the text field, then select the "Go” button.

Search By ITerm Calendarj IFaII 05 |

Results
Select Quick Select Term Calendar
£ Eh Fall 05 Semester

=1

(Ca ncel | '_églgt_]
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10) Now click on the Grade Unit Button
ORACLE

Student System
Grading | Student List | &
Home >

Unit Sections for Grading
* Indicates required field
Specify parameters and values to filter the data that is displays

Home Logout Preferences Help

VML My Unit Sections

f e
4'in your results set. | _Simple Search

Term Calendar s - *|Spring Dﬁymester 4,5?
Call Mumber I‘S -

Unit is vl 154 45?

Section Iendswith j |
Go |

Select unit section: (Grade Uni

Cunrent Unit
Section / Call Grading Grades Submission Unit Grading
Select Teaching Period {Unit  |[Number Location Title Perioi Due History Status Status Version
& Spring 06 CIS438 STM_A /- Houston, Datahase e 1
Standard Sesgion Te/Campus  Administration with
Lab

11) Click on the drop down and Select Final for the Grading Period and
then click on the Enter\Grade Button

ORACLE
Student System

Home Locout Preferences Help

o My Profile ) My Unit Sections

Grading |

o Home > Unit Secions for Graling =

Enter Unit Grades 7 3 2
Select Unit Grading Opfjons
* |ndicates required field
Unit Code  CIS438 Title Databass Administration with Lab

Term Spring 46 Semester Teaching Calendar  Spring 06 Sgandard Session

Location Section ¢ Call Mumber STN_A /-
Grading Scherma UNDERGRAD

Selection Criteria

To enter grades, select grading pggiod and data entry method.

* Grading Petiod  |Final

Early Final k

‘Final

* Entry Method ce Screen

Return to Unit Sections for Grading

( Enter Grade ) | view Grade

v s W R e P P et e i B D R e A e T R A
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12) Enter a Grade for Each Student listed (* Grades must be an A, B, C,
D, F.) If you enter I, you must provide an explanation along with a

date that the final work by student must be completed. You are
charged with monitoring this and doing a grade change when the

work is completed.

@ Indicates student who is Auditing the unit section _‘ﬁ

Unit Code

Term

Location
Grading Schema

COMP217

Spring 06 Semester
Houston, TX/Campus
UNDERGRAD

Title

Teaching Calendar
Section / Call Mumber
Grading Period

Unix / C and C++ Programming with Lab
Spring 06 Standard Session

STN_A /-

FINAL

List Of Students

Select Students: | Release Grades )
Select All | Select Nane

Select Finalized /

¥ v

3 I A R I e |

<

Name

John, Smith

Catl, Row 2035440

10305757 IE] i

ally, Bread

Joar, River 04024260

Strom, Day
Bad, Day

Great, Diay

First, Titme

umber |Grade|Grade Details
10236172

View

Enter Incomplete Grade

o

A

Details
2

2o

2o

2

2o

2

Release

Date Comments

|Jhmit many of the required F'rugrams|

(Back ) (Cancel ) (Save for Later | (_Submit Section )

13)Warming DO NOT SUBMIT GRADES UNLESS YOU HAVE

DONE “Release Grades Dates”
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14) When all grades have been entered, at the top of student names
column click the: Select All -- this should cause a “check mark” to

appear beside each

List Of Students
Select S

Select Finalized /

2

< M < W

R R B R

&

Enter Incomplete Grade View Grade |

Name Number IGlatlell}emils Details Release Date Comments|
Tobu St 10236172 A o
Catl, Eow 8935440 C oo
Sally, Bread 10395757 B oo
Joan, Biver e
Strom, Day B
Bad, Day oo
Great, Day Lokad
First, Time oo
Latry, Smith 9225464 v
EBob, Flym 9702056 5154
Joe, Help 9036342 5154

Select Students: | Releass Grades |

(Back ) (Cancel ) (Save for Later ) _Submit Section )

\

14a) Now Click the Release Grades button,

Release Grade
Unit Code
Terrm
Lacation
Grading Schema

COMP217

Spring 06 Semester
Houston, TX/Campus

UNDERGRAD

Title Unix / C and C++ Programming with Lab
Teaching Calendar Spring 06 Standard Session
Section / Call Murmber STN_A /-
Instructor Thomas Des Lauriers
Grading Period  FINAL

List of Students
Name

Tohn, Smuth
Carl, Row
Sally, Bread
Joan, Fiver
Strom, Day
Bad, Day
Great, Day
First, Day

(0 PRCAees el (R e (5 o o ke o P B O PR I P e e

Number Grade Release Date and Time

10236172 Wy
8935440 F
10395757 A
SANRAIE A
pa57726 A
ogeizzz B
saagrrs C
9838522

| -

EEEE e e

(Back ) (Apply )

14b) Now click the pick a Date Button.
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2} https:/ /my.devry.edu - Pick ; =10 x|

2 |June =] 2008 k=]
Sun Mon Tue Wed Thu Fri Sat
(s

4 5 B 7 B =8 =10

{5 R £ T 15 BT

18 18 21 22 23 A

25 25 28 29 .30
(Cancel |

T T 15 e mreme 4

15) Select the date and press Enter. Then use you Ctrl C and Ctrl V keys,
to copy and paste the same date for each student *03/01/2006 - this date
is the release grade date:

The date will always be the MONDAY after the last day of the term
If you are not sure of the date, please check with your Dean.

Release Grade

Unit Code  COMP217 Title Unix / C and C++ Programming with Lab
Term  Spring 06 Semester Teaching Calendar Spring 06 Standard Session
Location Heuston, TX/Campus Section / Call Mumber STH_A /-
Grading Schema UNDERGRAD Instructor Thomas Des Lauriers

Grading Period  FINAL

List of Students

Name Number Grade Release Date and Time
Tohn, Stth 10236172 Wy | 28-Jun-2006 13:39:41
Cartl, Row 8035440 F [ 28-Jun-2006 13:39.41
Sally, Bread 10395757 4 | 28-Jun-2006 13:39:41
Joan, River 2403426 A I 28-Jun-2006 13:39:41
Strom, Day pasTrze & [28-Jun-2006 13:39:41
Bad, Day oso3z2 B [28-Jun—2DDB 13:39:41
Great, Day saagrrs C | 28-Jun-2006 13:39:41
First, Day 9238522 A | 28-Jun-2006 13:39:41
((Back ) (Apply )
LIS NAERTGARIE A ek IR IR TGS

16) After all the dates have been entered, go to th om of the student

section and Click on the Apply Button
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17) Click on the Apply Button a second time

18) Warming DO NOT SUBMIT GRADES UNLESS YOU HAVE
DONE “Release Grades Dates”

19) Click the Back Button

Enter Grade
@ Indicates student wha is Auditing the unit section

Unit Code COMP217 Title Unix / C and C++ Programming with Lab
Term  Spring 06 Semester Teaching Calendar Spring 06 Standard Session
Lacation Houston, TX/Campus Section / Call Number STN_A /-
Grading Scherma UNDERGRAD Grading Period  FINAL

List Of Students

View Grade
Finalized / |Name Number |Grade Details Release Date Comments

Tohey Smith 10236172 C oo 28-Jun-2008 13:39:.41
% Carl, Row 8935440 C oo 28-Jun-2008 13:33:41
Sally, Bread 10395757 A oo 28-Jun-2006 13:39:41
Toan, River aA0R4RE A e 28-Jun-2006 13:32:41
S aas77ae oo 28-Jun-2006 13:33:41 Did not camne to take Final Exam plus did not
submit many of the required Programs
o Bad, Day sgoneze oe 28-Jun-2008 13:39:.41
Gireat, Day 0225464 A f= =4 28-Jun-2006 13:33:41
o First, Time 9702056 oo 28-Jun-2008 13:33:41

| Back ) [ Cancel ) [ Submit Grade )( Printable Page )

Home | My Profile | My Unit Sections | Home | Logout | Preferences | Help
srporation. Al rights reserved. Privacy Seum

20) Go to the bottom of the page and Click the Submit Section
21) Click Submit Grade button (again)
22) You will receive a request to Okay the grades. Click OK

23)You should receive a confirmation that grades are finalized

ORACLE
Student System

Home Logout Preferences

My Profile

My Unit Sections

Grading | Student List | Sp

l Confirmation

/ Grade details for COMP217 have heen submitted for finalization.

Home | My Profile | My Unit Sections | Home | Logout | Preferences
Zopyright 2000-2004 Oracle Corporation. Al rights reserved

Privacy Statement
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24) Print your finalized grade sheet. There should be a black check mark
by every student’s name under the Finalized column.

List Of Students

Select Students: (Re es
Select All | Select Mon

Enter Incomplete Grade View Grade
Select Finalized / [Name Number |Grade|Details Details Release Date

T

(.‘0mmems|

v o John, Smith 10236172 A e 01-Mlar-2006 11:55:31
V¥ v Carl, Row 935440 C o 01-Mar-2006 11:55:31
y ¥ v Sally Bread 10395757 B Be 01-Mlar-2005 11:55:31
~ . Toan, River 9408426 A oo 01-Mar-2005 11:55:31
¥ o Strom, Day 9457725 C e 01-Mlar-2005 11:55:31
I 5 Bad, Day 9893822 B o 01-Mar-2008 11:55:31
i v Great, Day B448773 4 o 01-Mar-2006 11:55:31
¥ ,, First, Time 9838522 A e 01-Mar-2005 11:55:31
4 v Lotry, Smith 9225464 B oo 01-ar-2005 11:55:31
2 ) Bob, Flytn 9702056 B oa 01-Mar-2005 11:55:31
2 v Toe, Help 9036342 B ois 01-Mar-2006 11:565:31

Select Students: ( Release Grades )

(Back ) (Cancel ) [ Save for Later | | Submit Section )

25) Great Job.
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	Text2: MONDAY
	Text1: Click on DVU OSS Faculty Self Service.  If you do not have OSS Faculty Self Service contact your Program Dean asap. 


