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Final Grades: Required Paperwork for EACH class

1. Printed Copy of Grades from People Soft
2. Printed Copy of finalized Attendance Roster from People Soft
3. Actual (in class) Attendance Roster

4. Grade Ledger/Rubric: This means a Complete Copy of all grades from
each student in the class. If you weight projects differently, define your
system clearly. If you give extra credit, define your system clearly. If you
drop the lowest grade, define it clearly. Label projects, exams, etc.
properly. Please be sure to include your percentages as well.

5. Copy of Final Exam with the Key (if you give a final exam)

*For grade submission documents not created in PeopleSoft (ex: in class attendance rosters and grade calculation
ledgers) please be sure to submit a legible copy of the documentation, preferably an electronically created document

You may submit Change of Grade documentation, INC completion documentation,
and any other pertinent grade information through the following process after the final
grades have been submitted.
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How to Submit Electronic Grades

SharePoint

Navigate to: _
https://team.hces.edu/sites/coe/arts

@ Faculty Task Forces +
& Performing Arts
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SharePoint works best with Internet Explorer. -
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accessibility, that should not affect what you need
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SharePoint

# EDIT LINKS

Click on the “Grade Submission” link on N salaretomag s petomu s s ooty Taskross -
the left hand side of the page (the link TEAM Performing Arts
will include the name of the department)

Performing Arts Grade
Submission
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https://team.hccs.edu/sites/coe/arts

How to Submit Electronic Grades (cont.)

SharePoint

BROWSE FILES LIBRARY

For Performing Arts: click on the discipline

Visual & Performing Arts Performing Arts Visual Arts Faculty Task Forces  *

T=AM Performing Arts Grade Submission

@ new document or drag files here

All Documents  se Find a file L
Submission
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Performing Arts Grade Submission » Dance
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Calendar
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Signature Documents
Contacts
Documents

Team Discussion




How to Submit Electronic Grades (cont.)

SharePoint

Click on the appropriate Term

Click on your name

FILES LIB

Visual & Performing Arts

Dance » AY 201/-2018

Performing Arts Visual Arts

TEAM

Home (® new document or drag files here
Performing Arts Grade All Documents s Find a file 0
Submission
Perforrt L4 [] Modified Modified By
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How to Submit Electronic Grades (cont.)

SharePoint

BROWSE FILES LIBRARY

Visual & Performing Arts Performing Arts Visual Arts Faculty Task Forces ~

TEAM 6183 - Summer . Bata

Home (® new document or drag files here
Click on the appropriate class

Performing Arts Grade All Documents  «ss Find a file 0
Submission

v D Mame Modified Modified By
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How to Submit Electronic Grades (cont.)

SharePoint

FILES LIBRA
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How to Submit Electronic Grades (cont.)

Navigate to where you saved your grade
documents and select the file you wish to add.

(The image displayed is an example and may look different
on your own computer based upon where and how you save
your files.)

Click “Open”
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How to Submit Electronic Grades (cont.)

Add a document

o ak Browse... | 6183 - DANC 2303 123456 Rubric.pdf

Click “O K” Owerwrite existing files
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@ new document or drag files here
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All Documents — wes Find a file 0
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documents
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Grade Submission Preferences

Preferred Naming Convention for Grade Submission Files

Term Department Catalog# CRN Document

EX: 6183 DANC 2303 123456 PS Grades

EX: 6183 DANC 2303 123456 Grade Ledger

EX: 6191 MUSI 1306 123456 Final Exam

EX: 6191 DRAM 1310 123456 Final Exam Key

EX: 6193 ARTS 1304 123456 PS Attendance Roster

EX: 6193 ARTS 1304 123456 In Class Attendance Roster

EX: 6192 MUAP 1101 123456 “Other form name” ex: Juror Forms

For assistance, please contact a COE for Visual and Performing Arts administrative staff
member or your department contact person.

Administrative Staff Members

COE Sarah Castillo 713-718-5661 — sarah.castillo2@hccs.edu

COE Olivia Blake 713-718-5628 — olivia.blake@hccs.edu

COE Ruby Baker 713-718-6600 — ruby.baker@hccs.edu

COE Hannah Knight 713-718-5260 — hannah.knight@hccs.edu
Performing Arts Orlesher Bell 713-718-6331 — orlesher.bell@hccs.edu
Visual Arts Jeremy Tidwell 713-718-6863 — jeremy.tidwelll@hccs.edu
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