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Instruction for Entering End of Term Grades
 

 
1) Go to http://my.devry.edu
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2) Log in and then click on Staff Tools on the Menu
 
 
 
 
 
 
 
 
 
 
 
3) Click on  Open My Oracle Applications/Oracle E-Business Suite
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4) Go into the square: Application Navigator 
5) Click on: DVU OSS Faculty Self Service 
 

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

Home Link 

 
7) Go into the Square labeled Shortcuts and click on Enter Unit Grades 
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8) Now Click on the Advanced Search Button  

 
 
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 
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8a) Or you can click on the drop down menu and select More and then 
click the GO Button 

 
 
8b) Now enter the Term you are looking for and click the Go button. 
After the term(s) are showing, click on the term listed under the Quick 
Select. 
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10) Now click on the Grade Unit Button 

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

 
 
 
 
 
 
 
 
 
 



 

Revised 3/25/2011  Tom Des Lauriers 

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. 

 

 
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 students name. 

 
 
14a) Now Click the Release Grades button, 
 

 
 
14b)  Now click the pick a Date Button. 
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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 Wednesday after the last day of the term 
If you are not sure of the date, please check with your Dean. 
 
 

 
 
16) After all the dates have been entered, go to the bottom 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 
 

 
 
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 
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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. 
 

 
 
25) Great Job. 
 
 
 


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


