Early Alert Program

HOW TO FIND AND USE YOUR MID-TERM ROSTERS

Mid-term rosters are located in the same place as your final grade rosters on your Faculty Center.
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To access your mid-term roster, click on the Grade Roster icon to the left of a course - the icon highlighted below.
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When you open the roster, you should see that the Grade Roster Type is set to mid-term and the key for the mid-term
progress reports should display.
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Just as in entering final grades, select the student, go the Roster Grade and choose from the pull down menu options to
select SAT, CAU, FAI.
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When you are done entering what you want to enter, just click on SAVE at the bottom of the page.

If want to assign the same “alert” to multiple students, you can go through your roster, select the students who will
receive that alert by checking the box on the far left. Enter the “alert” you want to enter at the bottom of the roster.
Click on “Add this grade to selected students”. That will populate the Roster Grade box with that grade for all selected
students. Save roster.
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YOU DO NOT NEED TO APPROVE MID-TERM ROSTERS. JUST SAVE AT THE BOTTOM WHEN YOU HAVE
ENTERED ALL THE EVALUATIONS YOU WANT TO POST. Unlike on final grade rosters, you do not need to enter a
mid-term grade for every student on the roster to save it. You may do as many as you wish and then SAVE. You may
also go back to once saved and change the mid-term grade or enter mid-term grades for additional students and save
again.






