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Electronic Submission of Early Alert Grades via Titan Web 
 
Special Instructions: 
Only instructors of select classes in ENGLISH, WBIS, MATH, PBIS and COMM, who are participating in the Early 
Alert Pilot Program (EAP), will be submitting Early Alert Grades.  The same process for submitting Final grades 
electronically is used for Early Alert grades, with a few exceptions: 

 Submitted Final grade rosters are posted nightly.  The posting process is required to allow student access 
to final grades in Titan Web.  Early Alert grades, however, are not posted and are available to students in 
Titan Web immediately upon an instructor’s submission of the grades to the Registrar.  Early Alert grades 
are intended to be advisory in nature and are NOT recorded on students’ transcripts. 

 Unlike Final Grade rosters, Early Alert Grade Rosters will not be available to you via Titan Web after the 
grading period ends.  Likewise, the students’ access to Early Alert grades will be removed at the same time. 

 You will record special Early Alert grades:   
 ACA (Academic Issues)  
 ATT (Attendance Issues) 
 BOT (Both Academic & Attendance Issues) 
 OK (No Academic or Attendance Issues) 

D2L Export/Import of Grades is not available for the assignment of Early Alert grades. 
 

Grading Period: 
The Early Alert grading period for the Fall 2009 term will begin at 8:00 AM on Wed., Sept. 30, 2009.  The deadline 
for submitting the grades is 4:00 PM on Fri., October 16, 2009. 
 

Tutorial for Entering Early Alert Grades: 
 

Step Action 

1. Using your internet browser, login to Titan Web, http://www.uwosh.edu/tw 

2. 

On the Faculty Center page, note the default term.  If a different term is needed, click [Change 

Term], select the correct term, and click [Continue]. 
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3. 

On the Faculty Center page, locate the class to grade in the My Teaching Schedule section.  

Click on the Grade Roster Icon [ ] to the immediate left of the class number. 

 

4. 

On the Grade Roster page, make sure the Grade Roster Type is [Early Alert ]. 

 

5. 

Record each student’s grade by clicking on the drop-down arrow in the Roster Grade box and 

selecting the appropriate Early Alert  grade.  Or, if ALL  students are to receive the same grade, 

you can use the [ ] option by clicking on the drop-down arrow, 

selecting the grade and clicking on the [<- add this grade to all students] button. 
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6. 

 Click on the [Save] button at the end of the roster.  Repeat this step frequently as you record 

grades to avoid timing out and the potential loss of recorded grades. 

 

 
 

7. 

Once Early Alert  grades are recorded for every student on the roster and you are ready to 

submit the grades to the Registrar’s Office: 

a. Change the Approval Status of ‘Ready to Grade’ to [Submit to Registrar] 

b. Click on the [SAVE] button 

OPTIONAL - use to assign the SAME 

grade to ALL students 
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8. 

Two pop-up messages will appear to confirm successful submission of the Early Alert  grade 

roster.  Click [OK ] to exit the messages. 

 

 
 

9. 

To print a copy of the Early Alert  Grade Roster, click the [Printer Friendly Version ] button, 

then use your internet browser’s print feature [>File>Print].  Or, use the [download] grid located 

on the Grade Roster page to download the roster to Microsoft Excel. 
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10. 
If you need to enter Early Alert  grades for additional classes, click [RETURN] at bottom of the 

Grade Roster. 

11. When finished, click [Sign out] in the upper right-hand corner of the page. 

12. Close your internet browser by clicking on the [X] at the top right-hand corner of the page. 

 

Download to 

Excel Grid 


