My Module Grades
A guide to UCD’s Grade Entry System.
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Manage Access to

Module Coordinators are automatically
assigned access to ‘My Module Grades’
based on the information entered on the
Module Descriptor for the relevant
academic year.

If you are a Module Coordinator and are
unable to access ‘My Module Grades’
contact your College Liaison on the
Curriculum Team.

A Module Coordinator will also be able to
manage the Assistant Graders role for a
module. The Assistant Grader role is
managed via Module Access
Management on Infohub.

My Module Grades.

Home / Students / Curriculum & Timetables / Module Access Management (-
Module Access Management

This system allows you to view & amend who has access to your module's data (in
Class Lists, Grading Lists, VLE etc)

» Manage My Modules - Who has » Frequently Asked Questions
Access? Click to view more information on access to modules ¥7

View details of the modules for which you are currently the

Module Coordinator. £ » Central Administrator's Menu

View menu with administration options for registry /
» Who has Access to Module Data in My management services Y7
School?

View module access for My School ¢
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Accessing My Module Grades.

My Module Grade is accessed under Assessment & Grading menu of Infohub.

UCD InfoHub

My services & information portal

Home / Students / Assessment & Grading

Assessment & Grading

Students Research

> My Module Grades

Multiple grading-related functions including upload and
transfer of grades, publishing of component grades and
opening access for tutor grade entry. W
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My Module Grades - Selecting a Module.

My Module Grades

In order, to entry grades for a module you Select Academic Year: | Academic Year 2024/2025 v
must first click on the Open button located

under the Grade Entry Column.

Please note Grade Entry may appear as
Closed during specific times during the

E 3

Grade Approvals Process. If your module " - i
Term Outstanding | Grade Tutor | Publish Grade Grade Module
is displaying as Complete grades have o o i S U T o
already been entered for the module and o
7 - n N/A

. . . ACC10060 - Introduction 202400 11123 9 9 <
commit to Academic History. E
BMGT10170 - Insid 202400 18902, 574 574 _ _ N/A
i : o
Organisations 18903
— [

to Accounting
CHEM30210.- Struct 202400 10626 4 4 "

N/A
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My Module Grades — Grade Entry Options.

There are 3 methods available on My Module Grades once you have clicked on the Open button. The three methods
available are as follows 1. Manual Grade Entry. 2. Grade Transfer from Brightspace and 3. Upload using an Excel
sheet.

Grade Entry for MDSA30090 in 2019/20 Spring Trimester

Enter manually Manual Grade Entry [Component &Final)

vansfer

Transfer from
Brightspace

Transfer Compenent Grades

Grades Upiosd

Upioad Component Grades

Upload using an
excel sheet

N EE

Upload Fnal Grades

]
D

Meas(ni( | Assessment 6‘(":

Clarlann UCD | UCD Registry cusin

Q.

www.ucd.ie/registry \\?7




My Module Grades — Manual Grade Entry.

The manual grade entry option defaults to Final Grades on the Faculty Grade Entry page. If you are manually entering
Component Grades you can do so by clicking Gradebook (Component Grades) function located at the top left of the Faculty
Grade Entry page.

Final Grades Gradebook (Component Grades)

My Courses I _— ‘ I
— .
~ ~ ~ N N ~ ~
v v v v v v
202300 - 2023/2024 September CHEM - Chemistry 30210 Struct Determ&Heterocyc Chem 10626 Completed In Progress
I 202400 - 2024/2025 September CHEM - Chemistry 30210 Struct Determ&Heterocyc Chem I 10626 Not Started Not Started
202300 - 2023/2024 September MDSA - Medicine Systems One 20200 Respiratory Biology 10941 Completed In Progress
202400 - 2024/2025 September MDSA - Medicine Systems One 20200 Respiratory Biology 10941 Not Started Not Started
202300 - 2023/2024 September PHAR - Pharmacology 40050 Drug Discovery & Development | 10975 Completed In Progress
202400 - 2024/2025 September PHAR - Pharmacology 40050 Drug Discovery & Development | 10975 Not Started Not Started
——

To enter grades, click the module being graded entered from the list of modules. If you are unable to locate your
module from the list, use the Search function located in the top right corner. The Search function works best using the
CRN for the module.
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Manually Entering Final Grades.

Faculty Grade Entry « Final Grades
Once you have clicked on the relevant module from

the Faculty Grade Entry page, the Final Grades _ o
. Final Grades  Gradebook (Component Grades) .
page will open.

My Courses &

In order, to enter a final grade click the drop-down i . . v v .
. 202300 - 2023/2024 September CHEM - Chemistry 30210 Struct Dete

menu located to the right of the Student Names and -
202400 - 2024/2025 September CHEM - Chemistry 30210 Struct Dete °

StUdent Number 202300 - 2023/2024 September MDSA - Medicine Systems One 20200 Respiratory ;
Once Final Grades have been selected for all NS iy
students list, click Save located in the bottom right Enter Grades
corner. g ¢ N
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Selecting Components for Manual Grade Entry.

Faculty Grade Entry Final Grades

To enter component grades, you will first need to click on the Faculty Grade Entry
Gradebook (Component Grades) tab on the Faculty Grade RN |,
Entry page My Courses

202300 - 2023/2024 Seotember

Next, click the module which enter component grades are being entered. Then click on the Component button on the bottom
right corner of the screen.

Faculty Grade Entry

Final Grades ~ Gradebook (Component Grades)

My Courses ‘ Search ‘ |
Completed CHEM - Chemistry 30210 VA1 Struct Determ&Heterocyc Chem 204 | \ ‘ ‘ Paga D ~Em @ Dot Daae C]
Not Started CHEM - Chemistry 30210 VA1 Struct Determ&Heterocyc Chem 204 == =
Completed MDSA - Medicine Systems One 20200 vQ1 Respiratory Biology 204
Components
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Manually Entering Component Grades.

Once you have clicked on the Component
button, the module component list will be
displayed. To enter grades for a component,

Faculty Grade Entry « Gradebook « Components

Components

double click on the relevant component, this FnlGrades Gradebook(Component rades) . o
WI” Open the Component Grades page WI" Struct Determ&Heterocyc Chem - Components 3
open. . : . > ; A
. Spectroscopy will be assessed by Z
In order, to enter component grades click on Jassignmens hatwilbegraded :
the drop-down menu located to the right of ASGNSSHY el - couceD o y

the Student Names and Student Number. - componentwil ave one

Once Final Grades have been selected for
all students list, Select Save located in the
bottom right corner.

Enter Component Grades i v

N
v
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How to Amend Manually Entered Grades.

Final Grades  Gradebook

In some cases, you may need to amend Final or e o
Component grades before grades are
committed to Academic History. - =

To amend grades, you should follow the same e
process used to manually enter grades. It is : :  g—
extremely important once you have chosen the :
new grade from the drop-down menu, you
select Save.

B@-0-D

Reset ’

o o
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My Module Grades - Brightspace Transfer.

The Brightspace Transfer process has 3 steps.

1. Click on the Grade Item you want to transfer from
Brightspace.

2. Click the component you are transferring grades to.

3. Review grades and confirm transfer of grades.

To confirm the transfer of grades from Brightspace to My
Module Grades click Transfer Grades.

gono oob
Transfer Grades

Once the transfer is complete the Return to Input &
Manage Grades button will appear. Select this button
to close out the transfer process.

Grade Transfer from Brightspace - Step 1 of 3

Available Brightspace Grade Items for NMHS32570 in 2020/21 Autumn Trimester

Choose the Brightspac

eclymia | Grade Transfer from Brightspace - Step 3 of 3

(Grade Item Name Already Transferred | Available to Transfer | Not Transferable
Bkt Mot s

Portfolio 2 0 3 Grade Transfer for NMHS32570 in 2020/21 Autumn Trimester

Transfer grades from Brightspace Grade item: Portfolio 2

k Component: ASSIGN - Unspecified:Creation of and reflection on samples of AV recorded thera

Grade Transfer from Brightspace - Step 2 of 3
fidics)

Available Gradebook Components for NMHS32570 in 2020/21 Autumn Trimester

en: Portfolio 2

19209117 Amy X863 C

Continue
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Brightspace Transfer Grade Item Missing.

If the Brightspace Grade Item is not appearing in Step

1. of the Grade Transfer from Brightspace process. SR A R R R

Back to My Module Grades

You will need to return to Brightspace to ensure the
Available Brightspace Grade Items for NMHS32570 in 2020/21 Autumn Trimester

Grade Item is a Letter Grade and has been published on
Brightspace. Please be advised, any changes which are Choose the Brightspace grade ftem that you wish to ransfer to Gradebook

applied in Brightspace will only be reflected in Step 1 ,  Noof grades ‘
after the hOUI'|y update Already Transferred | Available to Transfer | Not Transferable

Portfolio 1 27 )
ortfolio = Select and
Continue

If the Grade item is a Letter Grade and has been portfolio 2 0 2 Q scciond
published but the Grade Item is still not appearing. P —— - . _
Please email grading.support@ucd.ie for assistance. TOTAL Portfolio » o 0
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My Module Grades - Uploading Grades.

There are two options available for uploading grades to

My Module Grades.
Grade Entry
1. Upload Component Grades. P ———— Py
H anual Grade Entry (Component & Fina
2. Upload Flnal Grades- Enter component grades and/or final grades using @

Banner Faculty Grade Entry

Both Final and Component Upload options will require an
excel sheet in comma-delimited (.csv) text format to

Brightspace Grades Transfer

upload grades. ﬁ Transfer Component Grades
Transfer component grades from Brightspace @
You can create your own file with the following headings
Student ID (Student Number) must be in Column A and Infohub Grades Upload
the Final Grade in Column C. f Upload Component Grades

Upload component grades from spreadsheet

Alternatively, you can use the Prepare Upload File option
which can be found under each option. This will allow you f Upload Final Grades
to download a template in which you can enter your grade [

into Column C.

To do this, you will first need to select the Grade for
Upload.

Upload a spreadsheet with final grades
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Uploading Component Grades.

1. CRN & Component Details

Select Component for upload

Once the Component Upload file has been oustanding | Commisma|

prepared and saved in comma-delimited S can 10502

Select for Grades
Upload

. Group-Work Team Creative Video Submission (OBLIve/LIFT) 25% 317 317 0 Component Grade
(.csv) text format you can proceed with the Wagning- Graces
Group-Work Team Interview & Debrief/Prebrief 25% Weighting - 317 317 0 Ci Grade (=]
up|oad process Graded scalé
Part-Learn Early Stage Teambuild Submission 10% Weighting - 317 317 0 Component Grade 13|
Graded Scale
. . . ‘Group-Work Team Dossier - Portfolio of Collaborative Activ... 317 317 0 Component Grade D
40% Weighting - Graded Scale
First, click the Grade for Upload, ensuring =

you have ticked the correct CRN and Group-Work Team Crestve Video submission OOLverUF 25% | 257

Weighting - Graded

°

Component Grade

Scale

Component. e |
Graded Scale

Part-Learn Early Stage Teambuild Submission 10% Weighting - 257 257 0__Compgnent Grade

0O0D0O0

Next, Choose File for Component Upload. e

Component Grades will be inserted or updated for any students listed in the uploaded file who are registered in the chosen CRN and if the grade is valid. You can check the file data s valid

File to Upload [ Choose file | No file chosen
Next, click Validate Only. This will identify -
any errors that exist within the file, such as il Format: The uploadd le st be a commadeliited ) s ith heStdent 10 Colarmn Aand the i Gradein Colam . Colurn s

assist you identifying students only and is not referenced when processing the upload but the column must existin the file. The first row of the file is assumed to contain column headers Component:
and will be skipped

invalid student IDs or missing grades which

SV File Layout Example

need to be fixed on the file. » . -

1 Student ID Student Name (or other infofempty) Component Grade

2 20123456 Bloges Joe B+

If there are no errors click, Upload. i ‘

o
Meas(n( | Assessment g

& a
UC

Clarlann UCD | UCD Registry cusin

Q.

www.ucd.ie/registry Qy




Uploading Final Grades.

To upload Final Grades you must first click the Grades

for Upload. 1. CRN Details

Select CRN for upload if more than one available

Once you have clicked on the correct final grades for

upload click on Validate Only. If there are no errors, Graing
0 30 0 ncomple

proceed with uploading the grades. 30537 Graded Grade Scale 3

Select for Grades Upload

* File Format: The uploaded file must be a comma-delimited (.csv) file containing exactly three columns with the Student ID in Column A and the Final Grade in Column C. Column B is to
assist you identifying students only and is not referenced when processing the upload but the column must exist in the file. The first row of the file is assumed to contain column headers
and will be skipped.

CSV File Layout Example

A B C
1 Student ID Student Name (or other info/empty) Component Grade
2 20123456 Bloggs Joe B+
3 20654321 Other AN C

Validate Only
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My Module Grades — Grade Review.

Once all grades have been entered for a module,

grades should be reviewed to ensure no errors have My Module Grades

occurred during grade entry.
g g ry Select Academic Year:  Academic Year 2024/2025 v

To review grades, c_Ilck the A-Z bufttonllocated under
the Grade Information column. This will open a page

with the following information for the module:

*Assessment Strategy. m
*Remediation Strategy.

.
EE S
*Module Course Reference. Number (CRN) for the % st i

Grading Actions GAP

Module
Observations | Module Signoff

Grade | Tutor | Publish Grade Grade

Entry | Grading | Grades Information Distribution
tri m eSte r £2024/25 Autumn Trimester
ACC10060 - Introduction 202400 11123 9 9 ‘s - N/A
Module Results Sheet. i E A B
Grades can be reviewed on the Module Results el Ll A B E = il n WA
rganisations
Sheet located at the bottom of the report.
CHEM30210-Struct 20240010626 4 aq (— ma [ Az [, | N/A
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My Module Grades - Invalid Grades.

While reviewing your grades the most common Help information for Module Resut sheet €
error which can be found is an Invalid Grades

If an invalid grade has been entered, a warning

message will appear as follows Grade Roll

Disabled. An error message will also appear in c D+
the Valid Grade Check column on the Module

Results Sheet, highlighting the student the error

relates to.

In order, to be able to commit grades to c c
academic history the invalid grade will need to

be changed. A FX

o o
A ann
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My Module Grades — Committing Grades.

Module Result Sheet for

Once all grades have been reviewed it is RSN SUE Ty esthy

the responsibility of the Module

. . Help Information for Module Result Sheet 0
Coordinator to commit grades. -

=
Component Full Names Extract All Roll Grades
[Students 25 Graded 6 Rolled 0]

Filter...

To commit grades to Academic History,
scroll to Module Result Sheet section and
click on Green Roll Grades button.

* Extenuating Circumstances T Withdrawal Application

Show/Hide Columns ~ X o~ ” .
sistest.ucd.ie says

You are about to roll grades for CHEN30130 for Academic 2019

Do you wish to continue?
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