ONLINE RESULTS ENTRY via Student Connect

USER PROCEDURES

Please contact the TE&R Section via email to studentresults@acu.edu.au for assistance or advice
regarding online results entry and associated matters.



mailto:studentresults@acu.edu.au
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1 PRIMARY INSTRUCTOR ACCESS

Primary Instructor details are normally provided to Systems when the unit information is gathered for
the relevant study period.

While more than one ‘Instructor’ can be assigned to a unit/CRN, only the Primary Instructor is able to
enter and verify results in Student Connect. It is the responsibility of Primary Instructors to ensure
that the final grade results submitted on Student Connect are correct and have been ratified in
accordance with University policy.

To obtain Primary Instructor access, the Head of School should email Student Systems
(systems@acu.edu.au) and provide the following information:

Unit Code and Title
CRN

Term Code

Primary Instructor name

2 FINAL RESULT GRADES

Valid grades can be found in the “Assessment” Section of the Academic Regulations (refer to the
ACU Handbook for the relevant year). Please note that several grades are ‘Administrative’ grades
only and should not be entered by academic staff. These grades and their purpose are described
below.

2.1 Administrative grades (not for use by academic staff)

Academic staff are not authorised to enter or amend the following grades:

AN — Annulled

CG - Credit Granted *

DE - Deferred Examination?

RW — Result Withheld

WW — Withdrawn Without Academic Penalty
WN — Withdrawn - Fail

2.2 Blank grades/Grade not yet available

Where a student cannot be awarded a final grade for a unit at the end of the study period, the
grade will remain blank. Blank grades can be updated to a final grade via Student Connect for
twelve (12) months after the end of the study period.

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

2.3 Changing a Grade Prior to ‘Grade Roll

If a grade is incorrectly entered and grade roll has not yet occurred, the Primary Instructor may
amend the grade via Student Connect until 4 pm (EST) on the day prior to the Grade Roll
(refer to Important Dates).

3 GRADE ROLL

When results are ‘rolled’ in Banner, they become permanent in the history of the student’s Banner
record. Once released, the grades ‘go live’ and can be accessed by students via Student Connect.

! Any credit granted will not be displayed on the Final Results screen in Student Connect

To convert a DE grade to a final result grade, academic staff submits a Change of Grade (CG) form no later than the third week of the
next semester. If no final result grade has been assigned to the unit it will automatically roll to a Fail (NN) in the fourth week of the next
semester. Academic staff will then be required to lodge a CG form to amend the NN grade/s.
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Grades are rolled nightly for a period of 12 months. This ensures finalisation of blank grades and
changes to grades are captured and available to students within 24 hours of entry.

4 PROCEDURE FOR GRADE ENTRY

4.1 Accessing Student Connect

Open your web browser and proceed to the myACU/Staff homepage
Click on the Student Connect link.

The following webpage will open:

Welcome to Student Gonnect - Managing Your Studies.
This system should be used by current ACU National students.

Login Information

Please enter your username and password below to log into Student Connect.

Your username has been set to match your student ID (eg: S0001234),

Please note: The system has been updated and vour Password is the same as that used to log on to
ACU computers, university email and MyACU and Blackboard or by default vour 8 digit Date of Birth
{eq: 25121973).

Rassword

RELEASE: 7.3 (BAN7) ;:.l“;;i?n'mansn EDUCATION
Enter your username and password and click ‘Login’
4.2 Main Menu
Click on ‘Faculty & Advisors’
Faculty Services
Search E ECCESSIHALY SHEMSY P B0
Main Menu
mm
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4.3 Faculty Services Screen

Click on ‘Final Grades'.

Faculty Services

Search

Faculty Services

Term Selection

Unit Selection

Student Menu

Unit Teaching Cetail

Unit Teaching Summary
HTTITIAT Y ohees List

inal Grades

FacUmy Reports

Grade Authorisation Report

ACU Modified Surnmary Class List

Grade Distribution Report

AC Grade Distribution Repart

RETURM TO MEMU  SITE MAP HELP  EXIT

RELEASE: 7.3 (BAN7T)

powered by
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4.4 Selecta Term Screen

Click on the ‘Select a Term’ drop down button to view available terms (study periods)

Select ‘Current Year and Semester’

Click ‘Submit’

Faculty Services

Search

Select Term

@ Select the Term for processing then press the Submit Term button,

lect a Term: EDDS Semesterm
/

RETURM TO MEML  SITE MARP  HELP  EXIT

F26A083794 Sharon Hynes
10/12/2008 03:08 pm

RELEASE: 6.1
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4.5 Unit Selection Screen

Click on the ‘CRN’ drop down box and select the unit you will enter grades against.

Click on ‘Submit’.
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Swarch e
Unit Selection PPAURIELS Chms Rl
U Prease wrer the CEN yous wuh 10 SCORA. O MRt & GMermnt e * e
<_ > _—
Sukme
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4.6 Final Grades Screen

Students are listed alphabetically and are identified by Student ID.

Select the grade required from the ‘grade’ drop down menu

REMEMBER — AN, CG, DE, RW, WN, WW are administrative grades and cannot be
entered by academic staff.

Click the submit button after every few entries (see important note below)

The ‘Reset’ button can be used to clear ALL results entered since the last time the ‘Submit’
button was clicked

S M

q Fotor tuned Crubes

Flasses aniwre hat oy haih the astines pau hose made g b suborttong Yhare giades

Courve [nformatron

RESIOD CARE & SUPERVISION | - MUNMA 2% 0
L8 a1
Mudemts Registered

A-b-o-‘-a.-'*.-l—- Phnrw b o 18 vt Saven Bt sharting ot L5 LR ao mm 8701 2000 far s page.

fnal Groder
Necord ramnber Sudem Student 10 Cradits Registration Satus 4 Negirtration Sumber
1 Satrnan, Drorseyn S00063TM 10000 *“Web Repgiutered*® .
SN/ 2008
| et ANDR - LO0000ee N0 S0C T ‘.g.\'.l-!" o L
SNV TO0N
Morcre® Al SOOUTAYED 10000 *Tweb Repintered®™ e w N
130072009
4 Rogery, W P * 73 A0 Of SEWeb Reptared*t 1
NAT008
. Turher, Ruthard SO00TMINE 10000 *“web bepistered®® I @
01 1000

A~.~-ﬁ-¢h'¢o~ Tharn o & 18 vt St Bevet starting ot 1008 som on 870072000 har thas page

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

RESID CARE & SUPERVISION 1 - HUMA 235 20
RN: 651

Students Registered: s

ﬁ Please submit the grades ofiza. There is 2 11 minut= Gme it starfing 3t 11:58 am on 87 /0172899 for this page.

IMPORTANT
In order to save entered data, it is necessary to click on the Submit button regularly. If your session
is timed out, you will lose any data entered after the last time you clicked the Submit button.

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.

4.7 Enter results for another unit

Click on ‘Return to menu’.

Faculty Services

Saurch (s

L/EITE MAR  MELE  EXIT
Final Grades Chans Rarmucesn

3000 Temurter Teo
07/03/200% 11132 o

FRADS227S (

Q Enter Fisal Gradea.

Plosre antumd hal suu chadh e anteas 1ou have mada pror e subimitting thace grader

- v, Geada antry dus daves It equre tunher dahine i Assdemic Begulabion &3 Ace
Courye Information
HESID CARE B SUPERVISION | - HUMA 239 2D
CRng Si
Students Regivtered:

65L

A Paase sulinil e grades ol Drore b o 10 menibe tie Bt starting o8 11 EE am o #2701/ 2600 for s page.

This will take you back to the ‘Faculty Services’ screen.

Click on ‘Unit Selection’

Faculty Services

Search

RETURN TO MENU  SITE MAP  HELP  EXIT

Faculty Services

Unit Teaching Detail
Unit Teaching Summary
Summary Class List
Final Grades

Faculty Reports

Grade Authorisation Report
ACU Modified Surmmary Class List
Grade Distribution Report
ACU Grade Distribution Report

RELEASE: 7.3 {BAN7)
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Select the next unit from the drop down menu
Click ‘Submit’
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Click on ‘Final Grades’

Enter grades as per section 4.6

Faculty Services

search RETURM TO MEMU  SITE MAP HELP  EXIT

Faculty Services

Term Selection

Unit Selection

Student Menu

Unit Teaching Cetail
Unit Teaching Summary

= List
@ Final Grades
Tts

Grade Authorisation Report
ACU Modified Surnmary Class List

Grade Distribution Report

Once you have completed entering all results, you may choose to print reports (Section 5) or exit
Student Connect (Section 6).

5 PRINTING REPORTS

5.1 Grade Authorisation Report

Click on ‘Return to menu’ to go back to the Faculty Services’ screen

Facully Servicoes e

Final Gradas FAAOSIRTE Chand M asmus
k JOO04 Sammante
q Entaw Fanal Grudes,

Planem antum Ut gou chidk tha sntoins sou havn made pros b subsminng Mace Gradas

Gradu anty dus dates 1 wigare Purthims dulint o pades, planee Aldinw i line Asadamic Ragulstian &3 Arsnsament Qrades

Courve Information

NESIO CARE & SUPERVISION | - MUMA 239 2D
R (3
Studonts Rogistored f

Sk (@) WETIAN TO MENL ) SITE MAR  MELR  EXIT

07/03/300% 11148 wrv

Click on ‘Grade Authorisation Report’ (if you don’t change the unit selection prior to this
step, the report will show the last unit you accessed)

Faculty Services

Swoarch S0 RETURN TO MENL ITE MAE MELP EXIT

Faculty Services

Term Sealaction
Lt Selection
tudent Menu
Urst Teaching Detal
Urst Teaching Summary
| wy Cla List
Final Grade

rade Dwtribubon Keport

ACL Grade Digtribuban Rapont
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- Click on the ‘Print’ icon at the top of the screen

D Grade Authaessation Heport - Nicrosoft lnder e Explorss provided by ACU
fe R Ve Fyoes Tock  beb »
Oua Sl > :] _2] Y ) ewch U raorte ) i - u 3 Ao 4 NIps: e 08000 CONOAC I 503 40 SDSNTIVBICM 0 _f 30kt 9. m_ocy v B
Lode )ittty ) Ltvary cemtACU ] Sl Connmet ] Horme - ALLI Nwsonal Webate ] Barns Lirary « Catakgus
Student Connect " -
) =
: ® ACU National
1 Acstralian Cathelic Urivarss
‘ A e, i ey Cbans bt s
Seorch »@ RETURN TOMEN  SITE M MELP  EXIT
Grade Authorisation Report 2008 Semester Two
Tha Grace Authodsation Roport reflacts grades as thay are at the tima the grades weru rollad to hitory (refer to Pasults Timeknes on Knowlados Managar for rakavant datas), Ths
report wil not eaflect any Chargas of Grade (CG) which have bean procesied after the rob
To wvew amended Grades the Pnmary Instructor wil need to view rasults via Banner.
Course Information
VOLUNTEER EXPERIENCE - ARTS 232 2C
I CRN: SE4
Duration: 23/06/200G - 14/11/2008
Status: Active
Envolirment Courts
Maximum Actisad ining
Enroliment: 393 16 563
Cross List: 0 0 o
Summary Class List
Student Name i Reg Status Reg Date Degree Major Credits Grade Date 1P Lapse
DD/MM/YYYY
Ballay, Sarah J, S00056263 * *Web Regstarad® * 02/04/200€ Bach Arts Germrad 2.00 Noae  Nore
Blackwal, James 0 S00059517 * *web Regsterad® * 15/07/200€ Bach Arts Drama * 0.00 PS Nooe
Curtin, Mana-Tharese S00O032473 * *Web Regstared™* 30,/07/200€ Bach Ants Theology *  0.00 (= Nore
Flammng, febocta ¥ S00054133 * *Web Pegstarad® * 15/04/2008 Bach Arts(Creat Arts & Cut) Cenarad 0.00 MNone  Noow
Geraghty, Eten C SOO04779% * *Web Pegstared® * 10,/01/200& 8ach Arts Genarad 0.00 None  MNooe
Geezon, Angela C SO006SE53 * *Web Fegstarad® ® 18/05/200€ Bach Arts Gererad Q.00 None None
Coutigre, Mchale L. SO00S659S * *wWab Regstared*® * 02/05/200€ Bach Arts Psychology * 0.00 PSS Nors
Hacking, Craig ) SOO055910 * *Web Regsterad®* 21/11/2007 Bach Arnts Genaral 0.00 MNone - Nore
¥ubo, Kaigo SO0O52468 * *Wab Regstared® * 24/07/200€ Bach A3 Genarat 2.03 s Noow
Lavali, Kate A S00060252 * *Waeb Regstarad® * 08/11/2007 Bach Arts-Sach Busmess cenerad 0.0 Mone  Nore
3l ______SOONSKAMA S "Wich Decictarad® 14/10/9007 Rach drzc Ganocl a0 Alone . Alcaw ki

5 S o ot

This will provide you with a hard copy of the results that have been submitted. At the bottom of the
report are signature lines for the Head of School (HOS) and Lecturer-in-Charge (LIC).

5.2 Grade Distribution Report

- From the ‘Faculty Services’ screen, click on ‘Grade Distribution Report’.

Facully Services

Soorch ) RETURN TO MENU  SITE MABR  MELP  EXIT

Faculty Services

Term Selection

Lt Selection

Student Menu

Urst Teaching Detall
Uret Teaching Summary
Summary Clags List
Final Grades

Facsty Reports

Grade Authorisabon Report

eTudfied Yummasy DD
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. Click on the ‘Print’ button

D Grade Distribution Repest - Microsolt Internel Txplores provided by A1 [:3

Be X Ve Fyodes ok HeD i
. -

Q- 0 [d 2] €0 O swh I s | ) Mnss:dwwm stusdueconne 2008 50w o, [ Lesblond §_ ddeckst v B

Student Connect B ACU National

Auratian Cathalx Univeriity
[ -

Faculty Services

Search =) SITE M&P HELP EXIT

Grade Distribution Report 2008 Semester Two

The Grads aAuthorisstion Beport reflects grades a3 they are At the tme the graces wers roled to lstory (refer to Rasuits Timeines an Knowledge Manage: for relevant dates), Ths
report wil not reflect any Changes of Grade (CG) which have been processod after the roll

To vow amanded Grades the Drmary Irstrucior will need 10 wisw results wis Banner

Course Information
HONOURS THESIS D (PART-TIME ) - HUMA 309 2C

CRN: 1853
Duration: 23/05/2008 - 14/11/200€
Status: Active

Envofirnent Courts

Maxdmum Actual Remaning
Enroliment: 335 2 957
Cross List: 0 0 o

Grade Distribution

Grade Level Student Count Percentage Distribution Rude
Bub Total o

Sub Total 0

Retum to Many

RELEASE: 7.7 SURGARD FOHER EDUCATON

6 EXIT STUDENT CONNECT

+  Click on ‘EXIT".

D Grade Distribution Repert - Nicrosolt Inter el Txplores provided by ACL 3
¥ | I )
Be ER Yo Fyortes Tooks Ml &
R . " .
Ow Ll ) :] E ‘4 et Pavortes e1 £3° " P u 3 Shrnns | M) W05 e SUSSRCONPRCLII0E 50 0k, et Lo fowd p_gr adecksts |_acu v n@

B retill) ] vy - retan) ] Salf Cowae: (f] Howe - A0 Meterad Welnids ) Barg Uy - Catidogus

Student Connect o
3 ©ACU National

Auirgian Cathale Univeriity
.

(&3 e Ny (b Rt

Faculty Services

[ o— @] SITE MR HELE  EXIT

- Click on ‘Return to Homepage'.

ThaNk you M NG B ACU SEUOWNT Connmct
If you are firsshed, pleass COSe yOUr Drawser to Drotect your privacy

feturn 1o HomMapoge

WELEASE: 2.9 (BANT) SURGARD MCHER EELCATTH
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Close your browser.
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You have now completely exited from Student Connect.

7 ADDITIONAL INFORMATION

7.1 Results Release to Students

The results release date is the date from which students can access their results on Student
Connect.

(NB: The grade roll date is normally two days prior to the results release date).

7.2 Ratifying and Finalising Results

It is the responsibility of the Head of School to ensure that appropriate results ratification procedures
are implemented and adhered to; however, the following recommendations may form the basis of a
formal procedure to be used by School staff:

At an appropriate time the Primary Instructor prints a copy of the results entered using the
‘Grade Authorisation Report’ for ratification. (NB: A copy of the ‘Grade Distribution Report’
may also be provided).

If grade changes are required prior to ratification, the Primary Instructor is responsible for
making the changes directly on Student Connect.

The Primary Instructor prints a new copy of the Grade Authorisation Report for ratification.

The Primary Instructor should 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 to view final results submitted
immediately after the grade roll has occurred.

It is the responsibility of the School to keep records of the Grade Authorisation Reports.
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