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Grade and Assessment Approval procedures

Purpose

Before an instructor starts to insert students’ assessment result, first the corresponding course

assessment weight which is set by the instructor should be approved by the concerned academic

unit, mainly Department Heads. Moreover, grades submitted by an instructor will be approved

first by the concerned academic unit (department heads, academic program manager, etc) and

finally by the concerned College Dean or Director. It is after this sequence of approvals that the

grade is considered as valid and accepted. So the purpose of this manual is to show this sequence

step by step.

Components

1. Department Level

o EvaluationWeight Approval

o EvaluationWeight Rejection

o Normal Grade Approval

o Sup Grade Approval

o Makeup Grade Approval

2. College Level

o Normal Grade Approval

o Sup Grade Approval

o Makeup Grade Approval

Please note approval is taken place by the owner of the course both at department

level as well as college level.

Reminder
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1. Department or Equivalent Academic Unit Level

1.1.Evaluation Weight Approval

Each course has its own evaluation modality set by the concerned academic unit or

University. Based on such evaluation modality, an instructor will set his/her course

evaluation weight and confirm such evaluation setup. Once evaluation weight is

confirmed by the instructor, the concerned department might approve such

assessment weight. After the course evaluation setup approved, the instructor can

start to encode students’ assessment result.

Complete the following steps to approve evaluation weight follow the following steps:

i. In side navigation menu Click Evaluation Weight Approval under under (Grade

Management>Department Level) and You will be provided to the SIMS course

evaluation approval page, as shown in the following figure.

ii. The course evaluation approval interface will be available as shown below. If

there are approval requests, they will be displayed on the grid.

iii. Scroll from left to right and vice versa to see all attribute information.

iv. To see details about the evaluation weight setting, just expand the button to the left

of the instructor name.
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v. To approve or disapprove the course evaluation weight, click the Approve link to the

right of each request. While you click, the system may ask you if you are intentionally

clicking the Approval link.

vi. If you are sure, click the OK button so that the approval status selection option will be

activated.

vii. Choose Approve option if the evaluation weight is convincing or choose the

Disapprove option if not convincing.

viii. Once the appropriate approval option is chosen, click on Confirm link to confirm the

approval.

These are course
assessment weight set by
the instructor
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1.2.Evaluation Weight Rejection

Sometimes there might be cases where an already approved evaluation weight is

needed to be rejected as far as the instructor did not start to encode students’

assessment result.

Complete the following steps to reject course evaluation weight:

i. In side navigation menu Click Evaluation Weight Rejection under under (Grade

Management>Department Level) and You will be provided to the SIMS Evaluation

weight rejection page, as shown in the following figure.

If there is any approved evaluation weight, where the instructor did not start to

encode any of student assessment for the course, it will be displayed so that it is

possible to reject.

i. Scroll from left to right and vice versa to see all information.

ii. To see details about the evaluation weight setting, just expand the button to

the left of the instructor name.

Reminder
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iii. To reject or disapprove the course evaluation weight, click the Disapprove link to

the right of each record. While you click, the system may ask you if you are

intentionally clicking the Disapproval link.

iv. If you are sure, click the OK button so that the disapproval status selection

option will be activated.

v. Choose Disapprove option if rejection is convincing.

vi. Once the Disapprove option is chosen, click on Confirm link to confirm the

disapproval.

1.3.Normal Grade Approval

Once instructors have approved their grades, the next academic body to approve is the

department heads or equivalent academic units.

These are course
assessment weight set by
the instructor
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You can approve Grades for those courses you are assigned as the course owner

department head.

Complete the following steps to approve submitted grades:

i. In side navigation menu Click Normal Grade Approval under (Grade

Management>Department Level) and You will be provided to the SIMS

Department level Grade approval page, as shown in the following figure.

If there are approval requests, they will be displayed on the grid.

ii. Scroll from left to right and vice versa to see all information.

iii. To see details about the students and their corresponding grades, just expand

the button.

Note

Reminder
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iv. If detail assessment for each student is necessary to be seen before approval, it

is possible to generate formal detail assessment result jut by clicking on the

instructor name.

v. To approve or disapprove the grade, click the Edit link to the right of each

request. While you click, the system may ask you if you are intentionally

clicking the Edit link.

vi. If you are sure, click the OK button so that the approval status selection option

will be activated.

vii. Choose Approved option if the grade is convincing or choose the Rejected

option if not convincing.
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viii. Once the appropriate option is chosen, click on Update link to confirm the

approval or rejection.

1.4.Sup Grade Approval

Once instructors have approved sup (supplementary) grades, the next academic body

to approve is the department heads or equivalent academic units.

Complete the following steps to approve sup (supplementary) grades:

i. In side navigation menu Click Sup Grade Approval under (Grade

Management>Department Level) and You will be provided to the SIMS Sup

Grade approval page, as shown in the following figure.

You can approve Grades for those courses you are assigned as the course owner

department head.

ii. Scroll from left to right and vice versa to see all information.

iii. To see details about the students and their corresponding grades, just expand

the button.

Note
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iv. To approve or disapprove the grade for each student, click the Edit link to the

right of each student.

v. Choose Approved option if the grade is convincing or choose the Reject option

if not convincing.

vi. Once the appropriate option is chosen, click on Save All link to confirm the

approval or rejection.

1.5.Makeup Grade Approval

Once instructors have approved makeup grades, the next academic body to approve is

the department heads or equivalent academic units.

Complete the following steps to approve makeup grades:

i. In side navigation menu Click Makeup Grade Approval under (Grade

Management>Department Level) and You will be provided to the SIMS Makeup

Grade approval page, as shown in the following figure.



Student Information Management System (SIMS) - Grade and Assessment Approval procedures

Prepared by Bahir Dar University Page 12

You can approve Grades for those courses you are assigned as the course owner

department head.

ii. Scroll from left to right and vice versa to see all information.

iii. To see details about the students and their corresponding grades, just expand

the button.

iv. To approve or disapprove the grade for each student, click the Edit link to the

right of each student.

Note
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v. Choose Approved option if the grade is convincing or choose the Reject option

if not convincing.

vi. Once the appropriate option is chosen, click on Save All link to confirm the

approval or rejection.
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2. College/Institute/School/Faculty or Equivalent Academic Unit Level

2.1.Normal Grade Approval

Once the department heads or equivalent academic units have approved their grades,

the next academic body to approve is the college/institute/faculty deans or directors

equivalent academic units. This is the final grade approval process.

Complete the following steps to approve normal grades:

i. In side navigation menu Click Normal Grade Approval under (Grade

Management>College Level) and You will be provided to the SIMS College level

Grade approval page, as shown in the following figure.

If there are approval requests, they will be displayed on the grid.

ii. Scroll from left to right and vice versa to see all information.

iii. To see details about the students and their corresponding grades, just expand

the button.

Reminder
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iv. To approve or disapprove the grade, click the Edit link to the right of each

request. While you click, the system may ask you if you are intentionally

clicking the Edit link.

v. If you are sure, click the OK button so that the approval status selection option

will be activated.



Student Information Management System (SIMS) - Grade and Assessment Approval procedures

Prepared by Bahir Dar University Page 16

vi. Choose Approved option if the grade is convincing or choose the Not Approved

option if not convincing.

vii. Once the appropriate option is chosen, click on Update link to confirm the

approval or rejection.

2.2.Sup Grade Approval

Once department heads or equivalent academic units have approved

sup(supplementary) grades, the next academic body to approve is the

college/institute/faculty deans or directors equivalent academic units.

Complete the following steps to approve Sup grades:

i. In side navigation menu Click Sup Grade Approval under (Grade

Management>College Level) and You will be provided to the SIMS College Sup

Grade approval page, as shown in the following figure.

If there are approval requests, they will be displayed on the grid.

Reminder
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ii. Scroll from left to right and vice versa to see all information.

iii. To see details about the students and their corresponding grades, just expand

the button.

iv. To approve or disapprove the grade for each student, click the Edit link to the

right of each student.

v. Choose Approved option if the grade is convincing or choose the Reject option

if not convincing.

vi. Once the appropriate option is chosen, click on Save All link to confirm the

approval or rejection.

2.3.Makeup Grade Approval

Once instructors have approved makeup grades, the next academic body to approve is

the department heads or equivalent academic units. Hence this academic body could

approve makeup grades using the following steps:

Complete the following steps to approve evaluation weight follow the following steps:

i. In side navigation menu Click Makeup Grade Approval under (Grade

Management>College Level) and You will be provided to the SIMS College

Makeup Grade approval page, as shown in the following figure.
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If there are approval requests, they will be displayed on the grid.

ii. Scroll from left to right and vice versa to see all information.

iii. To see details about the students and their corresponding grades, just expand

the button.

iv. To approve or disapprove the grade for each student, click the Edit link to the

right of each student.

v. Choose Approved option if the grade is convincing or choose the Reject option

if not convincing.

vi. Once the appropriate option is chosen, click on Save All link to confirm the

approval or rejection.

Reminder
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