How to Access Class Rosters and Record Grades

You may now enter your grades or access your class rosters over the web. Before going to the web, please read these instructions.

LOGIN ID and PASSWORD: You may access your class rosters from PeopleSoft by logging in at http://ulink.louisville.edu. Your account and password are the same as what you use to access your pay stub. If you are unsure about your PeopleSoft account or password, please read the information provided under the "For first-time users" link on the ULink log-on page.

After you log on:  

For Class Rosters:   Click on the class roster icon to the right of the listed class, or go back to Faculty/Staff Services tab  at the top, go to the menu item "Academics", then click on "Class Rosters". Select the term by clicking the appropriate choice. You will then see a list of your class(es) for that term. Click on the roster you wish to view. You may also print the roster using your browser print icon.
For Grades:  Click on Faculty/Staff Services tab, go to the menu item "Academics", then click on "Record Grades". Select the term by clicking on the drop down box. You will then see a list of your classes for that term. Click on the grade roster icon to the right of the listed class. 
Grading Instructions:
a.   Enter grades by clicking in the Grade Input Box and choosing the appropriate grade.

b.   If you want to enter a partial list of grades, click on the save button at the end of the page. You may then return to the roster later to complete grade entry.

c.   When you complete grading, click on the save button.
d.   At this time you should make a final review of the grades. Enter your changes and click on the save button.

e.  When you are satisfied that all grades are appropriately entered and saved, change the approval status to Approved and click on the save button again at the bottom of the page. 

f.   To change a grade on an approved roster, move the approval status back to Not Reviewed, enter your changes, and click on the save button. Then change the roster status back to Approved and click on the save button again.

g.  Approved rosters are posted several times a day, after which the roster no longer shows an Approval Status box or grade input column. Any changes to grades after this point must go through your school's normal channels for grade changes. Students can access posted grades by web or phone. 

h. If you need to enter grades for more than one class, please click on the "Cancel" button once you have finished one grade roster to access another grade roster. 
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3. Where do I go if I need help?    If you experience any difficulties with your account ID or password, you should contact the HelpDesk (7997) for assistance. The Registrar's Office staff does not have access to your password and cannot reset your password. If you log on successfully but do not have the menu options to get to the Record Grades page, or you are missing Class Rosters, contact the Registrar's Office for assistance.You may address questions to our GroupWise service account (register@gwise.louisville.edu) which is checked several times a day. You may call our office at (502) 852-2137, and someone will record your problems and we will get back to you promptly. 
4. When are grades due?      Grades are due within 48 hours after the scheduled final exam. 
IF YOU ARE READY, CLICK ON GRADE NOW TO BEGIN THE GRADING PROCESS.                6/06 
