


PART I: onQ

Processing Steps

Screenshots

Step 1:
Start by logging into onQ.

There are two options to Select a
Course:

1. Click on the Tile icon in the
Header row and, in the drop-
down list, select the course.

or
2. Click on the course within the

My Courses widget that you
want to upload grades for.

Step 2:

1. Click on the Assessmentsdrop
down list.

2. Click on the Grades menuitem.

Step 3:

Click the Enter Grades link.

Step 4.

Click on the Send to PeopleSoft
button to send the grades to
PeopleSoft.

Note: If you receive the error
message “No valid enrolments”,
confirm with your Department’s
Timetabling Assistant that you
are the Instructor of Record for
the course, in PeopleSoft.
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Step 5:

1. Select the Export to
PeopleSoft checkbox for the
section(s) you would like to
send to PeopleSoft.

2. Change the Grade to export
if you want to export
something other than the
Final Grade.

3. Click on the Fetch Grades
button.

Note: This process may take a
few minutes to complete. Please
do not click any other buttons or
links while processing is taking
place.
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Step 13:

On the
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SteD 15 aculty Center Search

Click on the Grade Roster icon
belonging to the course for which
you are uploading grades.
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Step 17:

After you click on Save, the
grades will display in the Roster
Grade and Converted Roster
Grade fields.

Congratulations you have
successfully uploaded your final

grades from onQ into PeopleSoft.




