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Vendor Name: ____________________________________

Scorer’s Name
:____________________________________
Date: _________
Time:  __________

Location D260

	Session 4 Grades

	Scenario 4.1 Grade Submission

	Setting:

	Faculty given proper security submit grades via the Web

	Criteria

	1. Demonstrate how the system accepts and post grades received via the Web.

2. Demonstrate how the system acknowledges receiving and posting of grades to the faculty member.
3. Demonstrate how the system verifies and alerts Record staff when grades are posted.
4. Demonstrate how system identifies special grading procedures i.e. an Incomplete Form must be on file when an “I” grade is posted by faculty.  Faculty should be able to create an online Incomplete Form for submission with online grades.

	Outcomes:

	System will accept and post grades via the Web.

System will alert Records staff and faculty when grades are posted.

System will provide online form generation 

	Questions:

	Scenario 4.2 Class Rosters availability

	Setting:  

	Faculty can download and print rosters

	Criteria:

	1. Demonstrate the ability for faculty/staff to view/print/download rosters including Temporary Rosters, No Show Rosters, Permanent Rosters & Grade Rosters

a. In an ad-hoc manner for a single course or a group of classes (e.g., by course, by instructor, by department, by campus*, date range, attendance type, division

b. Globally, for all classes

c. With variable column headings (e.g., student name, student identification number) (Provide samples)

d. For classes that involve census dates (provide samples)

e. For classes that involve positive attendance (provide samples)

f. Ability to print late add codes on rosters (provide samples)

g. For exceptional reporting needs (e.g., last day of a student’s attendance –veterans, financial aid students;(provide samples)

h. For faculty who want to record attendance and grades (provide samples)

2. Demonstrate the ability to download class rosters into an instructor’s electronic grade book in a variety of formats

3. Demonstrate a faculty member’s ability to access (with appropriate security) basic student information (e.g., email address, telephone number)

4. Describe the system’s ability to generate class rosters in a variety of forms -- electronic, hardcopy, etc.  In addition, describe the customization that is possible for column headings, format, etc. (provide samples and details – margin and page breaks, formatting, options, etc.)
5. Demonstrate ability to generate reports such as missing grade and attendance rosters, rosters generated.
6. Demonstrate a disclaimer statement regarding awareness of FERPA guidelines for all users at login.

	Outcomes:

	Ability for faculty to download and print rosters via the web.

FERPA disclaimer for all users

	Questions:

What programs interface with system?

	Scenario 4.3 Grades/Reports/Probation/Dismissal

	Setting 4.3a :

	The posting and processing of grades 

	Criteria:

	1. Demonstrate the ability, with proper authority, to change a grade after it is entered

2. Demonstrate the use of tables/rules that enable the definition of various grading symbols (e.g., A, B, C, D, F, W, I, CR/NC, RD, MW)

3. Demonstrate the ability to assign values to various grades, including +/- grading values.  (e.g., A = 4.00)

4. Demonstrate the ability to query the system for missing grade reports

5. Demonstrate the ability to record Incompletes (“I” grades) and track them for follow up action  …  and automatically assign a “roll to” grade including transcript

6. Demonstrate the ability to generate grade reports (Including multiple copies for students via the following:

7. Demonstrate the ability to generate grade reports for instructors as verification for the grades that were entered into the system

8. Demonstrate the ability to enforce deadlines for withdrawals that are initiated by students/faculty

9. Demonstrate the ability to place and release holds on a student’s record to prevent registration, the release of academic transcripts.

10. Demonstrate the ability to rollover audit grades (from registration) to the final grading/transcripting processes, including restrictions and ability to exclude them

11. Demonstrate the ability to rollover grades to students’ official transcripts (Describe options – by course, date, etc.)

12. Demonstrate the ability to update a student’s academic standing with an automatic change to his/her academic record (e.g., probationary status as a result of assigned

	Outcomes:

	System allows for efficient course revision, maintaining history information

System supports the placement and release of holds on student records.

	Questions:

	Setting 4.3b:

	ACADEMIC PROBATION

Once a student has attempted a total of 12 term units, he or she shall be subject to academic probation if the student has earned a cumulative grade 

PROGRESS PROBATION

A student who has attempted at least a total of twelve (12) term units shall be placed on progress probation when the percentage of all units for

DISMISSAL

A student who is on academic probation shall be subject to dismissal if the student maintained a cumulative grade point average of less than 2.0 in all

REINSTATEMENT

	Criteria:

	Demonstrate the ability to support academic standing rules for special populations (e.g., high school students, financial aid students, EOPS students, veterans)
Demonstrate the ability, with proper authority, to modify a student’s academic record (grades, units, academic standing).

Demonstrate the ability to record custom/standardized comments on a student’s transcript

Demonstrate the audit trail for grade/transcript changes

Explain the processes that enable students to request unofficial/official copies of their transcripts  --  with coursework from all colleges appearing on a single

Demonstrate the ability to generate unofficial/official copies of a student’s transcript with a generation date. 

Demonstrate the creation of rules that enable generation of special designations and lists (e.g., Honor Roll, Probation, and Suspension) with an override

Demonstrate the grading and transcript processes for classes with unusual start/end dates.  So, for example, it should not be necessary to wait for the completion of a term to post grades.

Demonstrate the ability to enter “Credits by Examination, Independent Study, 2+2 credit, cross enrollment, military credit, AP tests, CLEP and DANTES.  

Demonstrate the ability to code courses as either non-degree or degree (AA) applicable

Demonstrate the ability to enter transfer work from other institutions. 

Demonstrate the academic transcript layout(s), including notations for honors, GE, no-degree applicable, etc.

Ability to exclude replacement and electronic transcripts from transcript count.
Ability to mask SSN’s from showing on Transcripts

Demonstrate the ability to indicate that a student might have transcript data that is stored outside of the system (e.g., microfiche, folder, PRC) 
Ability to pull addresses from a file to include on transcript (a database of frequently used institutions) 

Ability to electronically record and access disciplinary action as permitted 

Ability to view name and address where transcripts have been previously sent

Describe the system’s ability to send and receive electronic transcripts data via FTP, EDI.

Demonstrate system’s document imaging capabilities with respect to academic records

Demonstrate your ability to post degrees and/or certificates and honors to a student’s record.

Demonstrate how the system interfaces with Diplomas on Demand

	Outcomes:

	Probation /disqualification and academic progress can be handled by this system.

The academic record can be maintained based on institution policies and procedures.

	Questions:

	Scenario 4.4 Processing transcripts

	Setting:

	The admissions and records office is responsible for sending paper and electronic transcripts. Enrollment and degree verifications are generated for multiple reasons.  The office is also responsible for receiving transcripts hard copy and electronic transcripts.

	Criteria

	Demonstrate how your system processes a request for an Official and Non-Official Transcript 

Demonstrate the process for sending and receiving electronic transcripts

Demonstrate the system’s ability to provide enrollment and degree verifications. 

	Outcomes:

	Transcripts will be able to be processed batch and real time.

System is capable to send and receive electronic transcripts.

System will have the functionality to do enrollment verifications on line.

	Questions:
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