RUtgerS The State University of New Jersey
e

(REGIS) ROSTERS & ELECTRONIC GRADING INFORMATION SYSTEM

To All Faculty and Academic Department Administrators,
Welcome to the REGIS system training guide.

REGIS is the latest enhancement of the Rutgers web grading system. As
of Fall 2005, REGIS will replace WEBROSTER as the official on-line
grading system.

The REGIS system has enhanced the download roster feature so that the
downloaded file may be graded and uploaded to the REGIS system for
final grades submission.

The following Power Point slide presentation will describe how to
download a roster as an Excel file, prepare it and upload it for final grade
submission.
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Rutgers Central Authentication Service (CAS) - Netscape

. File Edt Wew Go Bookmarks Tools ‘window Help
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Rutgers, The State Un

Rutgers Central Authentication Service

Please Log In

“Wou have requested access to a site that requires Rutgers authentication. Thiz is not a public netwark and explicit authorization is required. For security reasons, please Log Out and Exit wourweb browser
when you are done accessing sendices that require authentication!

Enter your Rutgers NetlD and Password

HetID: ||

Password: I

Authentication Type: | Default j

|_ Warn me before logging me into other sites.

MetlD: Most applications are now uzing the Rutgers HetlD for authentication. fyou have a NetlD and do not remember what it is you maw look it up uging the Net/D Lookup application. If vou do not yet have
3 MetlD you may Create 3 Acoount and NetlD.
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Go to URL:

https://www.acs.rutgers.edu
/rosters

* Enter your Net Id
 Enter your password

. Click on “LOGIN”

@ =) & O F]) | Document: Done (0,34 secs)



https://www.acs.rutgers.edu/rosters
https://www.acs.rutgers.edu/rosters

RETRIEVING ROSTER

\'.ﬁ! Rosters & Electronic Grading Information System (REGIS) - Netscape - |E||5|
. File Edit Wew Go Bookmarks Tools Window Help |
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Rutgers, State Univ f e rsey WebCT Mailing List Help ag Out

Rosters & Electronic Grading Information System (REGIS) ° Type in the Unit-
Subject-Course-
Section#

Clazs Rosters Quick Search

(Note: Supplement codes
are no longer necessary.)

CHOODSE ROSTER

Semester Unit Subject  Course  Section H 13 H
e I e . ghclt( on Retrieve
oster

(Note: The system will
log out users after one

Camden. Mewark, Mew Brunswick/Pizcataway, Rutgers University THE STATE UNPVERSITY OF NEW JERSEY h 0 u r -)
Camden, Newark, or Mew Brunswick/Pizcataway RUT‘ |ERS

@ = & @'B Sending request to wuew.acst2 putgers.edu... ==




RETRIEVING ROSTER USING
DRILL- DOWN METHOD

() Rosters & Electronic Grading Information System (REGIS) - Netscape =] 3]
. File Edt Wiew Go Bookmarks Tools ‘Window Help

@Q O @ O Q https:p’,l’www.acstZ.rutgers.adu,l’msters,l’driIIDuwn.htm?activeTab=t2 | [QSearch ] éo @
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o A mail 48 Home @L Search | EJBockmarks 5 Contact 5 People 5 Yellow Pages % Download [3Charmels S5 Metscape Ssarch S Metscape Search

Futgers, The State Univer ey © Mailing List

Rosters & Electronic Grading Information System (REGIS) ° Select Semester

Class Rosters Drill-down Search hd Sel ect Un |t

Drill-down Search

CHOOSE ROSTER

Semesten | Falzo0s =]
Unit: | 21: Mewark College of Ats & Sciences = ° Sel eCt CO u rS e

 Select Subject

Subises: | 080 ART x|
Course: [ 276 INTAGLID PRINTMAKING =]
Sections:

e Select Section

(el + click for
multiple selections)

Fietrieve Roster |

Camden, Mewark, Mew Brunswick/Piscataway, Rutgers Universit: THE STATE LINIVERSITY OIF NEW JERSEY

Zamden, Hewark Hew Brunswick/Piscatawa RUTGERS

. Click on
“Retrieve Roster”
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DOWNLOADING ROSTER

(Note: Information on display is strictly for instructional purposes and does not reflect actual grading)

Rosters & Electronic Grading Information System (REGIS) - Netscape = |EI 5[

. File Edit Wiew Go Bookmarks Tools Window Help

| @0 Q @ Q Q https:,l’,l’www.acstZ.rutgers.edu,l’rosters,l’displayQuickSearch.htm | [@\ Search 1 dffza @
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o E Mal 48 Home 0‘ search | CJBookmarks %% Contact %% Pecple %% Vellow Pages % Download E3Channels % Netscape Search i Metscape Search

Log Qut

Mailing List Help

Sermester Unit Subject Course Sections Extract Date SREN FOR Grading Crownload
Fall zoos 21 ogz0 27e o1 11/27/z2005 e 11/12/2005 - 01/04/2006 Encel Spreadsheet

. Click on “Excel

Section Index Supp Campus Credits Roster Size Valid Grades

INTAGLIO PRINTMAKING 01 34020 NEWARK a0 3 8, B, B+, C, C4, O, F, IM, NS, PA, RD, RF, 8, TB, TB+, TC, TG+, TD, TF, THE, TT, TH, T2, U, ¥ Spreadsheet" on the
Student Unit Clazs Curricl Curricz Loc WWarning Comment Grade Comment Permission t H
op right hand corner
1 | CARRINGTON, JOCELYM H 21 06 0s1 — I p g
of the roster
2 | DELVALLE, ADA 62 M 0oo I — I
3 | GAZZILLO, PATRICIA 21 06 0s1 — I
4 | HOLLEY, PATRICIA A 21 08 081 HC [ I =
5 | KAOUNIS, MARGARET T 21 06 iEG) — I
& | WILK, ANMAE 21 06 081 — I

Add Student(s) To Roster

- Thiz section is notto be used to change a grade for a registered student, All grade changes must be made through 2 Grade Change Form,
-upto 5 atatime

- *Last Mame and First Mame are required

Student ID * Last Mame * First Mame Middle Initial Warning Comment Grade Comment

I |
I |
I |
—
—

il

4 I
] I

Section  Index  Supp Campus  Credits Roster Size SIUEMIT ROSTER I -
INTAGLIO PRINTMAKING 007" leoe Ny M ToP

esi A, B, B+

@ = 2 @ ] | Document: Done (0.741 secs) = 8




EXCEL SPREADSHEET

(Note: Information on display is strictly for instructional purposes and does not reflect actual grading)

Ed Microsoft Excel - displayClassRosters-2 =1
File Edit Wew Insert Format Tools Data  Window Help Type aquestionforhelp =2 B X
DEEXR SEYV| & BB oo @ -2 5|40 -3,
atial Unicode M3 10 - I u E = %, WB|(EE| DA
3t T Bl 52) | Y@ Reply with Changes... End Review... |
E6 - fx Grade . .
Al B | C ] D CET F T & [ H ] [0 k[ L [T M [N][ 0 [ a [ * Type in grades in
Semester Unit | Subject Course =
Fall 2005 21 080 276 Grade box
Title Section Index  Supp Campus Credits  Roster Size
INTAGLIO PRINTMAKING | 01 34020 NEWARK 3 B ° Type com ments |n
Sec | Index | Id Student Grade |C t[VWarning C t Email Unit Comp | Curric1 | Curric2 Loc | Permission Comment bOX’
1) 34020 100000000 | CARRIMGTOM, JOCELYM H |a great work 21 08 031
01 | 34020 200000000 |DELVALLE, ADA a 62 MM 00D nJ next to the
01 | 34020 300000000 \GAZZILLO, PATRICIA a 21 08 081
01 | 34020 400000000 HOLLEY, PATRICIA A a 21 06 |08t HC students grade
01 | 34020 500000000 KAQUMIS, MARGARETT |a 21 08 080
01 | 34020 G00000000 ‘WALK, ANNA E a 21 08 081

[NRREENR STREN R NREaE R NV REE Ry RNy Y RN R R R R N e Rt v el el el Kl el -

an
4 » w\displayClassRosters-2
Ready

|l

(Note: You can not add
Students to an Excel
File, however, you can
add them to the REGIS
grading system.)
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SAVING EXCEL SPREADSHEET FOR

UPLOAD

(Note: Information on display is strictly for instructional purposes and does not reflect actual grading)

1\Daocuments and Settingsip.. \displayClassRasters-2
2 \Documents and Settings\paulatDesk, . 12112010112

3 \Documents and Settingsip.. \displayClassRosters-1

EA Microsoft Excel - displayClassRosters-2 -2 =l

File | Edit Wiew Insert Format Tools Data  Window Help Type a question forhelp = 2 B X
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Close
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1 G Save as Web Page. .. Unit  Subject  Course i
2 21 080 276
=l Save Workspace. ..
| By Search..
| 5| \Weh Page Preview Index Supp Campus Credits  Roster Size
| B | 34020 MNEWARK 3 B
7 Page Setup...
| S | Print Area Grade [Comment |Warning Comment Email Unit Comp  Curricl Curricz Loc  Permission
=] . X dla great work 21 06 051
R Privt Prosien a B2 |NM 000 ]
[ 11| & prirt... Crl+P a 21 |06 081
| 12] SendTo a 21 08 031 HC
| 13| a 21 0B 080
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5]
16|
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Click on “ File” on the
drop down menu

Select “Save As”



SAVING EXCEL SPREADSHEET FOR

UPLOAD (continued)

(Note: Information on display is strictly for instructional purposes and does not reflect actual grading)

Fd Microsoft Excel - displayClassRosters-2

File  Edit Insert Format Tools Data

Dy SRV 4 RE-<T 9 - @& 5 -2] 5[4 0

==1x]

Wi ‘Window  Help Type a question forhelp (= 2 @ X%

Atial Unicode M5

-u -|[B]z u [E]=

EG - & Grade

.0 .00
B 2% 5, fa N

.. End Review... _

Al B | C [ D
Semester
Fall 2005

[J[ k[ L [ M [N] o [ P [ @ |

x|
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Save in:

@ ¥ [ [T - Tods~

Title Section
INTAGLIO PRINTMAKING | 01

Sec | Index Id

01 | 34020 100000000
01 | 34020 200000000
01 | 34020 300000000

Student
CARRINGTON, JOCELY
DELWALLE, ADA
GAZZILLO, PATRICIA

Histary

ermission
%

My Documents

01 34020 400000000
01 | 34020 500000000
01 | 34020 |BOODOOOOD

HOLLEY, PATRICIA A
KADQUNIS, MARGARET
WYILK, ANMA E

T A

Deskkop

' Entire Workbook 7 Selection: $E$8:3F$14

E I add interactivicy

Rutgers Electronic Grading Informatia. .. Change Title...

|2108027601

Save:

i] Publish. .. |

Favorites

5 Page kitle:

o
My Metwork
Flaces

File name:

( Save

Cancel

Save as kype:

web Page

[N RNy RN N o B e N e e e el Bl el e B Pt -

Text (Tab delimited)

Unicode Text

Microsoft Excel 5.0/95 Warkbaak

Microsoft Excel 97-2002 & 5.0/95 Workbook
2 delimited)

ac ke
Microsoft Excel 4.0 Worksheet hal

RN EN

T}
i 4 » M|\displayClassRosters-2
Ready

(K1 | LIJL‘

« Typein File Name

(Note: we suggest that
you use a naming
convention that will
reflect the specifics of
the course such as
title or course number
and section.)

» Select “Save As
Type” .CSV
(Comma delimited)

. Click on Save



SAVING EXCEL SPREADSHEET FOR
UPLOAD (continued)

(Note: Information on display is strictly for instructional purposes and does not reflect actual grading)

EI
@ File Edit Yiew Insert Format Tools Data  Window Help Type a question forhelp (= o @ 2
Dedd SRV & RE-<F o-o- @ 2 -2 3[4 -3,

Arial Unicode M5 ST _{ u : B % o, 4w G AL
d @ Pa A @ ¥a % gﬁ ¥¢ Reply with Changes... End Review...
- & Grade
a] B [ o | D LET F ] 6 | H | [ L [l o el i
Semester Unit  Subject  Course —
Fall 2005 21 080 276
Title Section Index Supp Campus Credits Roster Size
INTAGLIO PRINTMAKING | 01 34020 NEWARK 3 B
Sec Index Id Student Grade [Comment|Warning Comment Email Unit| Comp | Curricl Curric2 Loc | Permission
01 34020 100000000 |CARRINGTOM, JOCELYN H Ja great work 21 |06 081
o 34020 200000000 DELVALLE, ADA a B2 | MM 0oo M
01 34020 300000000 | GAZILLO, PATRICIA a 21 |08 031
01 34020 400000000 | HOLLEY, PATRICIA A a 21 |06 081 HC
om 34020 500000000 KAOQUNIS, MARGARETT  la 21 |06 050
o1 34020 600000000 WLk g et i S| x|

[N VRV RV N R e N et B el el Bl el e el .

Ready

i
M 4 » M[\2108027601

2108027601, csv may conkain Features that are nok compatible with CSY (Comma delimited), Do ywou want to keep the workbook in

this Format?

@ » To keep this format, which leaves out any incompatible Features, dlick Yes.
= To preserve the Features, click Mo, Then save a copy in the latest Excel Farmat.,
» To see what might be lost, click Help.

Yes Mo Help

|4

MUM

(Note: After you click on
“save”, you may receive
a dialogue box, alerting
incompatibility with
comma delimited files,
click “Yes” to proceed.)



UPLOADING .CSV FILE ROSTER

Rosters & Electronic Grading Information System (REGIS) -

. File Edit Wew Go Bookmarks Tools Window Help

@o O @ O o https:,l’,l’www.acstZ.rutgers.edu,irosters,l’cnurseUpload.htm
-

;IEIEI‘
| [Q Search ] go @

» EAMail 48 Home GL Search | EJBookmarks % Corkact %% People % Vellow Pages %% Dowrload CJChannels % Netscape Search % Metscape Search
Rty T e Uni i

f Mew

Rosters & Electronic Grading Information System (REGIS)

Uplaad Course

Upload Course

File Upload

Look in: I :__{j Deskiop

Mailing List  Help  Log Qut

x|

F@‘ Iy Documents

K2 Iy Computer

1. CHOOSE COURSE TO UPDATE

@ Internet Explorer

gNetscape Mail & Mewsgroups
PresentationZ—UpIDading Roster-pmec
@Ruheader

Shortcut to Supplies 2004-2005

Semester Unit Subject  Course  Section

[Farzoos =] i [0 e [T

. RealPlayer Web Roster Presentation-prc
() | Rutadmin 3l Webshots Deskkop
2. CHODOSE COURSE FILE TO UPLOAD My Documents S5HFtp @ ‘Windows Media Player

Pleaze upload G5V
id, student name (|

“erify Course Lpload

ber, rutgers

File name: |21 08027601

|l Files |

Files of type:

| ( Open |:

Cancel |

%

Camden, Mewark, Mew Brunswick/Pizcataway, Rutqers University

Mew Brunzswick/Piscataway

Camden, Mewark

THE STATE UNIVERSITY OF NEW JERSEY

RUTGERS

@ = A& @ F]) | Sending request to weww.acst2 rutgers.edu...

- &

. Click on Upload Roster

. Type in Unit-Subject-
Course-Section#

. Click on Browse

(Note: File Upload window
will appear.)

. Select location of the

previously saved .CSV
file

. Select appropriate file

to be uploaded

. Click on Open



UPLOADING .CSV FILE ROSTER
(continued)

N [
Window  Help

GQ o O O O https:,l’,l’www.acstZ.rutgers.edu,l’rosters,l’courseUpload.htm

o B Mal 48 Home Q Search | CJBookmarks %% Cortact % People % vellow Pages % Download £JChannels %5 Netscape Search <% Netscape Search

) Rosters & Electronic Grading Information System {(REGIS) - Netscape

. File Edit Yiew Go Bookmarks Toals

| [Ck Search ]

Sy Mailing List

Rosters & Electronic Grading Information System (REGIS)

Upload Course

Upload Course

-

. CHOOSE COURSE TO UPDATE

. Click on “Verify
Course Upload”

Semester Unit Subject  Course  Section

[Fazoss =i @ [oao [zve o7

M

. CHOOSE COURSE FILE TO UPLOAD

C\DocumerteandSe B

= = ToWse...
Werify Course Upload )

Please upload €%V [Somma Celimited) files only, The column order of the file must be: section number, reg index number, rutgers
id, student narne (last narme, first name, middle initial), grade, cormment,

Camden, Mewark, Mew Brunswick/Piscataway, Rutgers University
Camnden, Mewark

THE STAJE UNIVERSITY CIF NEW JERSEY
Mew Brunswick/Piscataway

RUTGERS

@ ) & ©F E1J | Sending request to v acstz rutgers.edu..,

== &




UPLOADING .CSV FILE ROSTER
(continued)

&) Rosters & Electronic Grading Information System (REGIS) - Netscape - ol =l
. File Edit View Go Bookmarks Tools Window Help

OO O O O O https:,l’fwww.acstZ.rutgers.edu,l’rusters,l’cuurseUpand.htm | [QSEarch] do @

o B mal 4% Home C‘\Saarch [FJBookmarks %% Contact % People % Vellow Pages %% Download E3Channels %5 Metscape Search 3 Netscape Search

Rutgers, The State University of Mew Jersay

-

5 Mailing List Help Log Qut

Rosters & Electronic Grading Information System (REGIS)

Upload Course

(Note: The subsequent
Verify Course Upload Information p a.g e ver |f| es th e
“matched” information

s005 21 080 Z76 o1 11/27/2005 that Was entered |n the
uploaded File.)

Brades Uplaaded | Records Skipped | Students Added | MG Grades Applied | Rosters Gkipped

a 0 & a

* Verify that the
u statistics match the

Camden. Mewark, Mew Brunswick/Piscatawaw, Rutgers University W ro Ster d ata- u p I O ad ed

Camden Mewark. or Mew Brunzwick/Pizcataway Ru

 Click on “Upload
Course”

E & & SFE)  sending request to www.acst2 rutgers.edu,., ==




UPLOADING .CSV FILE ROSTER
(continued)

(Note: Information on display is strictly for instructional purposes and does not reflect actual grading)

() Rosters & Electronic Grading Information System (REGIS) - Netscape 18] x|

. File Edit V¥ew Go Bookmarks Tools window Help

= &R
Al @Q e @ @ Q https:J‘,l’www.a[st?.ruthrs.Edu)’rnsters,l’suhm\tCIassRDstErs.htm I [Q SEar(h] CQQ @

4 Mail 48 Home 0. search | EJBookmarks S Contact - People % ¥ellow Pages %% Download £JChanmels S Netscape Search S Metscape Search

Mailing st Help . This page presents a
saved view of the grades
just uploaded in the .CSV
file.

Semester Unit Subject Course Sections Entract Date OPEM FOR Srading Dawnload

. Verify that your
grades have been
uploaded correctly.

Section  Indes  Supp  Campus  Credits  Roster Size Walid Grades
LY (PR GRS LGS 01 24020 MEWARK 2.0 6 A, B, B+, €, O+, Dy Fy IN, NG, PA, RD, RF, &, TB, TB+, TC, TG+, TD, TF, THE, TT, T, T2, U, ¥ _ ..

Student Unit Clazs Curricl Curricz Loc Warning Camment Grade Camment Permission I * Once fl nIShed you
1 CARRIMGTOM, JOCELYM H z1 08 081 & may VleW/g I’ade
2 | DELVALLE, ADA 6z M oo I & another roster or
2 GAZZILLO, PATRICIA 21 i os1 A Cl |Ck On “ LOGOUT”
4 HOLLEY, PATRICIA A 21 i 051 He A on the upper rlght
s KASUMIS, MARGARET T z1 08 080 & h d f h
& WILK, AMMA E 21 08 081 & and corner of the

screen.

Pending Roster Additions

Student Il | Last Mame | First Mame Middle Initial | Warning | Comment | Grade | Comment

1 [rooooooe | [Smith [Mary [ a strended all classes (Note. Gl’ad es on
Add Student(s) To Roster H
~ Tkt smaion io mat e mead i dhonas o arods i ressimied sadams Alll grods dheraas mos: be moda dhrush & Grde @hanas Fom up loaded rosters will be

-upta S atarime

= ¥ [z (e omd) Fivsz Momme anm roied aval |ab | e for Stu d ent V| ew

Student ID * Last Mame * First Mame Middle Initial Warning Commeant Grade Cornment
I — — — — | 24 hours after upload
— — — | — , was processed.)
s T — I — |

Walid Grades: &, B, B+, ©, C+, O, F. IN, MG, PA, RO, RF, S, TB, TB+, TC, TS+ TOL TF THS, TT, TR, T2, UL B

= 2 @& E] | bocument: Done (0671 secs) = 5
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