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Date: 09 September 2015
REG SOP No. 1

SUBJECT: EMPOWER STUDENT INFORMATION SYSTEM SOP FOR ADMINISTRATOR OFFICERS (AOs)

A. ISSUSANCE AND PURPOSE 
This standard operating procedure (SOP) is the issuance of REG SOP No. 1, dated 09 September 2015 and establishes guidelines for designated Administrator Officers (AO) and Instructional faculty Member (IFM) on how to utilize the USU Empower Student Information System to enter grades for their program courses.

B. BACKGROUND
The University has purchased a new university wide Student Information System (SIS), USU Empower. In addition the university has reorganized many of its business processes with reference to admission, registration, graduation and enrollment. The University Registrar (REG) is the lead on this initiative and is seeking to automate many of its processes, including the submission of grades to the REG. 

C. DEFINITIONS

D. POLICY
All academic departments will be responsible for grade submission and the transfer of narrative evaluations to REG.  Grade submission can be conducted via two modes at this time.  For AO and IFM, who utilize Sakai for grade submission, grades will be automatically uploaded into USU Empower.  For AOs and IFM, who don’t utilize Sakai for grade submission, USU Empower is available for grade submission via the web at http://registrar.usuhs.edu.  
Please follow the grade submission policy of your school/college. 

E. RESPONSIBILIES
The final responsibility of grade submission lies with the IFM.  However, the IFM may share responsibility with the department AO or a designee.  The REG must be informed by the IFM who will share grade submission responsibilities so that they can be given appropriate rights in USU Empower.

F. PROCEDURES
1. The IFM or designated AO are required to enter grades online using Saki or USU Empower. No paper grades should be submitted to the Reg.  However, clerkship/post clerkship narratives should be emailed to Mrs. Andrea Greene to andrea.greene@usuhs.edu.
2. If using Empower, please follow the following instructions: 
a. Log into Empower via the web at http://registrar.usuhs.edu.  Your log in information is the same as your Single Sign On SSO account. Once logged in, you will see the Welcome page.

[image: ]

b. In the welcome page, on the right side under Faculty Classes. Look for the course you are entering grades for. Under the course, click on the link Grading Elements and you will be taken to the following page.
[image: ]

c. There you will see a list of the students enrolled in that course. For each student you will see a drop down menu to input his/her grade. Select the student’s grade then click submit grades, otherwise it will not be saved.
[image: ]


G. EFFECTIVE DATE
[bookmark: _GoBack]This REG SOP No. 1 is effective immediately.
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