Final Grade Submission Periods

Winter Quarter 2018 Monday, March 12—Monday, April 2, 2018 at 11:59 p.m.

Spring Quarter 2018 Monday, June 4—Monday, June 25, 2018 at 11:59 p.m.

With MyUCLA Gradebook, instructors can manage their classes throughout the term
and submit final grades. If they only want to submit final grades, they can use
Gradebook Express. Both applications allow instructors to set up TAs or other
assistants to help them enter grades, but only the faculty member in charge of a class
can submit final grades.

To access MyUCLA Gradebook or Gradebook Express, instructors use their UCLA
Logon ID and password. To reset a forgotten password,
see https://logon.ucla.edu/passreset.php.

For assistance with Gradebook Express, a help guide is available.

Faculty Gradebook Express
In order to submit the student's grade, please follow these instructions:

o Gotomy.ucla.edu and click the Login license plate to access the login screen.

o Click on the license plate icon to get to the MyUCLA login page. Enter your
Bruin Online (BOL) login ID and password. Set the ID Type to Bruin Online. If you
don't have a BOL account, see www.bol.ucla.edu/.

o Onceyou've loggedinyou'll see a list of the classes you're teaching this term on
the right side of the screen. Find the title of the class for which you wish to
submit grades and click on the "Gradebook" link to start the grade submittal
process.

« You will be asked to choose between "Gradebook" and "Gradebook
Express." Choose "Gradebook Express.”

« If youwant help entering grades into your Gradebook, click on the "Set-up
Gradebook Assistants" links. You will use this feature to give your TAs and/or
departmental staff access to your Gradebook.

« Ifyou're ready to begin entering your grades, click on the "Enter” grades link if
you plan to enter your grades one by one, or on the "Upload" grades link if
you're planning to use a text file to upload your grades to your Gradebook.
Please note that some grades require a remark. Suggested remarks for each
grade type are available from the "Remarks" list-box.



http://my.ucla.edu/directLink.aspx?featureID=75&term=YYT&srs=999999999
https://logon.ucla.edu/passreset.php
http://www.registrar.ucla.edu/Portals/50/Documents/facultystaff/gradebookquickref.pdf
http://my.ucla.edu/
http://www.bol.ucla.edu/

o Todisplay an expanded view of your roster (e.g., wait-listed and dropped
students) or to record a comment to a student, click on "Options” and choose
the appropriate view.

o After you have entered all the grades and required remarks, click "Review and
Submit." Please note that you will not be able to submit your grades until you've
entered a grade for every student on your roster.

o Review the grades and remarks. If you need to correct a grade or remark, click
either the "Enter” or "Upload" link. Make your corrections, and then
click "Review and Submit."

« Onceyou've reviewed your grades and are ready to proceed with the grade
submittal process, click the "Submit Final Grades to Registrar” button.

« Ifyour transaction is successful, you will receive a confirmation page complete
with your confirmation number and a record of the grades you submitted to the
Registrar. Please print a copy for your records.

If you already have an account but don't recall your password, please call 310.825.7452
or visit 124 Kerckhoff Hall to have it reset.

Late Grading Instructions

To submit a grade after the quarterly deadline, access the new late grade page through
a link on the Gradebook Choice Screen (click on the link circled in red in the image
below). Please click on the link rather than choosing either the Gradebook or
Gradebook Express options.

MEW: Late Final Grades or Final Grade Changes online!
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