Submission of Student Results: Online via Student

Connect

ONLINE RESULTS ENTRY PILOT
USER PROCEDURES

Online submission of Student Results via Student Connect was first implemented in Semester 2, 2005
via a pilot involving academic staff from a range of Schools at each campus. Overall the pilot was well
received and participants were enthusiastic and found the process simple and user friendly. However,
as expected, the pilot prompted several suggestions for improvement. Consequently, the ‘Grade
Authorisation Report’ and the ‘Grade Distribution Report’ were developed, implemented and tested

during two subsequent trials in 2006.

From Semester 1, 2007 online submission of student results will be available to all Schools via an opt-in

process. Please contact TE&R Section via email to studentresults@acu.edu.au for further information.
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1 IMPORTANT INFORMATION for Faculty staff participa ting in the pilot

1.1 Faculty Access — Assigning a ‘Primary Instructo r

Schools have already advised, or will be required to advise Student Systems to assign a ‘Primary
Instructor’ to each unit/CRN in Banner. The Primary Instructor is responsible for ensuring final results
are entered. More than one ‘Instructor’ can be nominated to a CRN, and each instructor will be
allocated a Faculty ID. However, only the Primary Instructor _is responsible for the data entry and
verification of results in Student Connect.

1.2 Submitting Change of Grades Prior to ‘Rollto H  istory’

The Primary Instructor may enter Student Connect and amend results up until 4pm on the final results
due date (refer to TIMELINE). After this time access to the “Final Grade” screen in Student Connect will
be suspended.

When results are rolled to history in Banner, they become ‘live’ and can be accessed by students via
Student Connect — Managing Your Studies . After this time Primary Instructors can no longer enter or
amend results on the system and all changes to grades must be submitted to the Student Centre Team
Leader on a Change of Grade (CG) form, available from the ACU National website at
http://my.acu.edu.au/37787 or from the Student Centre.

It is the responsibility of Primary Instructors to ensure that the final grade results submitted on Student
Connect are correct and have been ratified by the relevant School (see recommended procedures pg
20).

1.3 IP Grade

Commencing Semester Two, 2007:

1. IP (In Progress) and AP (Approved to Progress) grades to be discontinued from Semester 2,
2007:

Where a student cannot be awarded a final grade for a unit at the end of the study period, the grade
will remain blank.

If no final result grade has been assigned to the unit within twelve (12) months of the end of the
study period, the blank grade will be converted to Fail — NN.

1.4 CU Grade

Commencing Semester Two, 2007:
1. CU grade has been amended to read (CU subsumes previous AU):

For a thesis, dissertation, project, research or performance unit where progression extends over more
than one standard study period:

(a) where progression criteria that have been prescribed for the unit are achieved and the
Lecturer-in-Charge recommends that the student may progress with the work;
(b) where no progression criteria have been prescribed, a final result is not available and a
finalisation date cannot be determined,;
(© where a thesis or dissertation has been submitted for examination, a final result is not available

and a finalisation date cannot be determined.
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1.5 Java Script Error/s

If you open a browser through Lotus Notes and receive a Java Script error, please note the following:
Go to Lotus Notes, click on 'Office' in the bottom right hand corner.
Click 'Edit Current', then click the 'Internet Browser' tab.
Click onto 'Microsoft Internet Explorer' then click the 'Save and Close' button.
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2 Grades not for use in Online Results Pilot Progra m

2.1 DE - Deferred Examination

DE grades are approved and entered into Banner by the Timetabling, Examinations and Results
(TE&R) Section. If a student has not sat their scheduled Semester One examination/s at the time the

Primary Instructor is entering the grades, Primary Instructors must enter the student/s result/s according

to the assessment requirements submitted to date. The TE&R Section will overwrite that grade with a

DE for any student approved to sit a deferred exam/s.

To convert a DE grade to a final result grade, academic staff submit a Change of Grade (CG) form no
later than the third week of the next semester. If, at the expiry of that time, no final result grade has

been assigned to the unit it will automatically roll to a Fail (NN). Academic staff will then be required to

lodge a CG form to amend the NN grade/s.

Academic staff are not authorised to enter or amend a DE grade.

2.2 WW — Withdrawn Without Academic Penalty

Academic staff are not authorised to enter or amend a WW grade.

2.3 WN — Withdrawn — Fail

Academic staff are not authorised to enter or amend a WN grade.

2.4 RW — Result Withheld

Academic staff are not authorised to enter or amend a RW grade.

2.5 AN - Annulled

Academic staff are not authorised to enter or amend an AN grade.

2.6 CG — Credit Granted

Any credit granted will not be displayed on the Final Results screen in Student Connect.
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3 The Procedures

3.1 Entering Student Connect

Open web browser and proceed to the myACU homepage. Click on the Student Connect link. The
following webpage will open.

A

Click on ‘Manage my Records/Enrolment’.

Note: These web pages are for ACU staff only and are not accessible by students.
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3.2 Login Screen

This will take you to the ‘Login’ screen where you are required to enter your User Identification Number
and your six digit Personal Identification Number (PIN). These numbers have been provided to you via
email by Student Administration.

Note: If you are using Student Connect for the first time, your initial PIN is the same as the last 6 digits
of your User Identification Number. Refer to the instructions on the page.

A

S

When you have entered your ID and PIN, click on ‘Login’.
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3.3 First Time Users - Login Verification Change PI N

The first time you enter Student Connect you will be required to change your PIN and to set up a

security question and answer that can be used later if you happen to forget your PIN. Enter the 6 digit
PIN provided by Student Administration, and then enter a new PIN (must contain 6 numerical numbers
only) made up by you. Refer to the instructions on the page.

A

When you have entered the information, click on ‘Login’.
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3.4 Login Verification Security Question and Answer

This will take you to the ‘Login Verification Security Question and Answer’ screen. This screen is
required in the event of the user forgetting their PIN. In that instance the question would be displayed
for you to answer without seeking assistance. If you answer correctly, your PIN will automatically be re-
established. If your answer is incorrect, you are then required to contact Student Systems to reset your
PIN.

Enter the question and answer. Refer to the instructions on the page.
I

A

When you have entered the information, click on ‘Submit’.
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3.5 Main Menu

You now enter the ‘Main Menu’ screen. To enter Student Results, click on ‘Faculty & Advigors'.

A

3.6 Faculty Services Screen

You now enter the ‘Faculty Services’ screen. Click on ‘Final Grades'.

A
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3.7 Selecta Term Screen

You now enter the ‘Select a Term’ screen. Click on the ‘Select a Term’ drop down button for the
available terms and select ‘2006 Semester One’.

A

Click on ‘Submit’

3.8 Unit Selection Screen

You now enter the ‘Unit Selection 2006 Semester One’ screen. If you have been assigned more than
one unit for the semester, this screen is where you select the unit for results entry. Click on the ‘CRN’
drop down box and choose the relevant unit.

A

When you have chosen the appropriate unit, click on ‘Submit’.
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3.9 Final Grades Screen

You now enter the ‘Final Grades for 2006 Semester One screen, where the final grades are entered.

Please note the message on the screen regarding the time limit. If you have not entered a grade or
entered any key stroke within 10 minutes, you will be timed out and will be required to go through
the log in process again.

IMPORTANT
In order to save entered data, it is necessary to click an the Submit button regularly. If you get timed
out, you will loose any data entered since the last time¢ you clicked on the Submit button.

A
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3.10 Entering Results

Students are listed alphabetically and are identified by Student ID. The tab button can be used to move
between the grades and students: enter the grade then hit the tab button three times and it moves you
to the next student.

Click on the ‘Grade’ drop down box next to the student details and choose the appropriate grade.
OR

Click on the entry box (ensure the field is highlighted), and then enter one of the following:
N (for Fail)
C (for Credit)
D (for Distinction)
H (for High Distinction)

A

To enter a pass grade you may need to enter the appropriate letter twice, eg
Enter ‘P’ once — for Pass grade
Enter ‘P’ twice — for Pass Conceded grade

Note: only grades relevant to the particular unit will appear in the drop down box, ie units with only
pass/fail grades will not display CR, D, HD etc. However, the WW, WN, DE, RW, and AN grades may
appear, but are not authorised for use by academic staff.

25 Student records per page are listed — this ensures grades entered are regularly saved to avoid
timeout problems which can lead to loss of data. Please ensure you the SAVE results when you
complete every page. Once all grades have been entered for the listed student records carefully check
to ensure all grades are correct. If necessary make required amendments.

Submission of Results - Online via Student Connect 220807 13 of 23



3.11 RESET Button

Should you realise that the results entered are incorrect, all grades can be removed, by clicking on the
‘Reset’ button, providing you have not already clicked on the Submi t button.

For example, the grades shown above are incorrect, and have not been submitted. To clear all of these
results, click on the ‘Reset’ button. This will clear all the results that have been data entered, to what
was previously in the fields, either no results or the previous results.

Note: Do not use the ‘Back’ icon on the web toolbar — as it will undo any data entry not submitted.
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When you are satisfied that all grades on that page are correct, click on ‘Submit’ and then proceed to
the next page

If the results were successfully submitted, you will receive a message advising you were successful.
I

A
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3.12 Enter More Results
If you have further units requiring results entry, click on ‘RETURN TO MENU'.

\

This will take you back to the ‘Faculty Services’ screen. Click on ‘Unit Selection’ and select the next
unit.

A

Click on ‘Final Grades'.
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v

Once you have completed entering all results, you may choose to print reports (Section 6) or exit
Student Connect (Section 7).
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4  Ratifying and Finalising Results

Primary Instructors should be aware that the ratification of results and ensuring that correct results have
been submitted on Student Connect by the time results ‘roll to history’ (refer to Timeline) is their
responsibility. It is therefore the responsibility of the Head of School to ensure that appropriate
procedures are implemented and adhered to. However, the following procedures are recommended:

VI.

VII.

VIII.

Results can be added and/or amended and saved on Student Connect by the Primary
Instructor as often as is required prior to the ‘roll to history’ (refer to Timeline).

At an appropriate time the Primary Instructor prints a copy of the results entered using the
‘Grade Authorisation Report’ (see Section 5.1, page 18) to present to the HOS for ratification.
(NB: A copy of the ‘Grade Distribution Report’ (Section 5.2, page 19) may also be provided to
the HOS).

If the HOS authorises amendments, the Primary Instructor is responsible for making the
changes directly on to Student Connect .

The Primary Instructor then prints a new copy of the Grade Authorisation Report to present to
the HOS for ratification.

When the HOS deems all results correct and acceptable, he/she signs and dates the final
hardcopy print out and keeps it as a record.

The Primary Instructor must not make any changes to Student Connect after this time, unless a

new hardcopy print out version (which reflects the changes) is signed and dated by the HOS.

HOSs and CCs can run reports for each unit class list (procedures will be provided) to view final

results submitted immediately after the results have rolled to history.

The Grade Authorisation Report printed after results have rolled to history reflects grades as
they are at the time of roll to history. This Report will not reflect any Changes of Grade (CG)
which have been processed after the roll. To view amended grades the Primary Instructor will
need to view results via Banner.
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5 Printing Reports for Grades Ratification

5.1 Grade Authorisation Report
To print the Grades Authorisation Report go to the ‘Faculty Services’ screen and click on ‘Grade

Authorisation Report'.

A

Click on the ‘Print’ button

This will provide you with a hard copy of the results that have been submitted.
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5.2 Grade Distribution Report

To print the Grade Distribution Report go to the ‘Faculty Services’ screen and click on ‘Grade
Distribution Report'.

A

Click on the ‘Print’ button
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6 Exiting Student Connect

Once you have completed entering all results and/or printing reports, click on ‘EXIT".

You then return to the screen below. Click on ‘Return to Homepage'.

You have now completely exited from Student Connect.

You must now close your browser.

7  Error Messages

The following are other Messages you may receive.
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7.1 No Change to Grades

‘You have made no changes to the final grades. No changes were made to the database.’
You have attempted to submit grades where no changes were made. No further action is required if
this was the intended outcome.

Once the results have been data entered, ensure they are submitted to Banner by clicking on the
‘Submit’ button, and return to the ‘Faculty Services’ menu.
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8 Additional Information

8.1 Change of grade after ‘Roll to History’

All changes of grade after the roll to history (refer to TIMELINE) must be submitted to the Student
Centre, on a Change of Grade (CG) form, available from the ACU National website at
www.acu.edu.au/forms.cfm or from Student Centres. Note that changes to grades after roll to history
will not be reflected in Student Connect.

8.2 Results Release to Students

Students will be advised of the results release date from which time they can access their results on
Student Connect — Managing Your Studies

8.3 Assistance for staff participating in the Onlin e Results Pilot Program

It is hoped that these procedures provide clear instructions and information to guide you through the
process of on-line results entry. However, should you require assistance, please contact one of the
following TE&R Section staff:

Carol Bradley (Team Leader) X 7289
Aileen Conradi (A/Team Leader) X 7131
Debbie Ferguson (AO) X 7286
Daniella Gangemi (AO) X 7358
Ty Noble (AO) X 7460
Sandi Hume (AO) X 7290
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