
 

Job Aid 

 

 Page 1 

 

 

 

Posting final 
grades for your 

subject area 



Job Aid 

 
 

Page 2  

 

 

Introduction 

This job aid explores how final course grades for more than one course can be “batch” posted to 

students’ records. 

 

Context 

The MyCampus job aid, Adding final course grades to students’ records, explores how to add, 

approve and post course grades for all students enrolled on one course.  In MyCampus you can also 

choose to post the grades for all the courses within a particular subject area, for example, Economics, 

at the same time. 

 

This job aid explores how to run this batch process for courses where grades have been added for all 

students and the grade rosters have been set as approved. 

 

 

Step Action 

1. Overview 

This job aid explores how to post the grades for all students on all courses in a 

particular Subject area.  It presumes that, for each course grade roster, all students have 

been assigned grades and that the grades have been reviewed and the roster status set as 

approved (to explore how this is carried out please see the MyCampus job aid Adding 

final course grades to students' records. 

 

In this example all approved grade rosters in the subject area Economics will be 

posted.  This process post grades for both undergraduate and post-graduate courses, 

however it will not post grades for any rosters not approved. 

 

There are three elements to the job aid: 

 

1.  Running the batch post process. 

2.  Reviewing a grade roster to view grades posted. 

3.  Reviewing an individual student's record to view the posted grade. 
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2. Click the Curriculum Management link. 

 

 
 

3. Click the Grading link. 
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4. Click the Grade Post link. 

 

5. When running any batch process in MyCampus a Run Control ID must be added.  If 

you have previously run a batch process you can use the ID you previously created by 

entering the ID into the Run Control ID field in the Find an Existing Value tab. 

 

If you have not done this before then you would add your own ID in the Add a New 

Value tab.  In this example we will add a new ID. 

 

As the ID can be used in more than one type of batch process it is recommended that 

you use a generic ID name.  For this example we will create the new ID TEST. 

 

6. Click the Add a New Value tab. 

 

7. Enter the new  ID "TEST" into the Run Control ID field. 
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8. Click the Add button. 

 

 
 

9. Click the Term look up button. 
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10. Click the Academic Year 2011-12 link. 

 

 
 

11. Click the Session dropdown arrow. 
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12. For this example we will select Semester 2.  Click the S2 list item. 

 

 
 

13. Click the Subject Area look up button. 
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14. Click the ECON link. 

 
 

15. The Partial Post Option will default to No. This means that only course grade rosters 

that have been completed (where every student has been assigned a grade), and 

approved, will be posted. 

 

If the Partial Post Option is set to Yes, all grades for courses in the selected subject 

area will be posted even if they have not been approved. 
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16. Click the Run button. 

 

 
 

17. A server name has to be selected as part of this process. 

 

Click the Server Name dropdown arrow. 
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18. Click the PSUNX server. 

 

 
 

19. Click the OK button. 
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20. The grade post process will now be running.  The status of the process can be checked 

by clicking on the Process Monitor link. 

 

 
 

21. Currently the Run Status is Processing and the Distribution Status is N/A.    

 

To get an updated status click the Refresh button. 
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22. The status has now updated to Success and Posted.  This means that the process has 

run successfully and the grades have been posted to the relevant students' accounts. 

 

The next step in this job aid is to review a grade roster that has been posted to see the 

actual posted grades.  Grade rosters are accessed at Curriculum 

Management>Grading>Grade Roster. 
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23. The Final Roster Grading Status for course ECON 2002 is "Posted".   

 

Click the View button. 

 

 
 

24. Once grades have been posted for a course there is no option in grade roster to change a 

student's final grade.  If a final grade does require to be changed this will most likely be 

actioned by Registry. 
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25. When grades are posted they will become visible on students' records.  As a final step 

we will navigate to Records and Enrollment>Student Summary to view a student's 

posted grade for ECON 2002. 

 
 

26. Click the Records and Enrollment link. 
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27. Click the Student Summary link. 

 

28. Enter the student ID "1101616". 

29. Click the Search button. 

 

 

 
 

30. Click the scrollbar. 
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31. In the Enrollment section ECON 2002 has the grade A3 posted. 

 

Click the Home link. 

 

32.  

Thank you for completing this MyCampus job aid. 

 

 

End of Procedure. 

 

 


