[bookmark: _GoBack][image: ]How to enter grades electronically
Navigate to datavu.valpo.edu and login.
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Click on “Faculty”
[image: ][image: ]ck Click on “Grading”
Select the current term and then click on “Submit”

[image: ]Select that it is a final grade (never select midterm grade) and then select the class name and title
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Enter the student grades and click “Submit”

Classes that must be graded anonymously will be listed by anonymous number and classes that can be graded by name will be listed by student name.

TIPS FOR ENTERING GRADES:
1. Place your cursor on the grade field for the first student and enter the grade you wish to enter .
2. Use your mouse or the TAB key (three times) to move to the next student. 
3. When you are finished entering your grades, press SUBMIT at the end of the class list. You must do this to record your grades. You will get a Grading Confirmation Form which will tell you that grades were recorded. 
4. If you have a large section to enter, put part of the grades in and press SUBMIT. You must press SUBMIT within 20 minutes or you will be timed out of DataVU and will need to start over. You are allowed to enter a part of the class grades, you do not have to enter them all at once. This should be particularly useful for entering graduate (3L) grades by the earlier deadline in May for the spring semester. Every time you press SUBMIT you get an additional 20 minutes. 
5. Grades will be posted to student transcripts once it is established that the grade normalization policy has been met and all sections of multiple-sectioned courses have submitted grades. Once grades are posted to transcripts you will not be allowed to change grades on the web. Graduate (3L) grades in May will be posted to transcripts following the exam period and as they are submitted. 
6. You can check to make sure that your grades have been recorded by going back into the course section to see if the grades are there. You can also print out your grade sheet if you want a copy of the grades that you submitted.
7. Though we refer to S/U graded courses as pass/fail the actual grade is ‘S’ for satisfactory and ‘U’ for unsatisfactory. Also, the grade for the course honors paper is ‘HA’. The database will not accept ‘P’ for pass or ‘AH’ for honors A.

The Law Registrar will advise when grades are due.  For questions related to the process of using datavu to enter grades you may seek assistance from Law IT.  For questions related to timing, grade changes, or inaccuracies in the grading sheets, please contact the Law Registrar. 
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