Systems ‐ SMURF
Class Attendance & Grade
Reporting

Registrar’s Office

SMURF – Samuel Merritt Records and Finance
Faculty Overall Attendance and Final Grades
Introduction:
This document covers Attendance and Final Grades. It provides information about
how the software works as well as information about how SMU has chosen to
address Attendance and Final Grades.
Attendance in General:
“Overall Attendance” is mandatory and must be taken two designated times per
semester to meet Enrollment Verification and Federal Regulations for Financial Aid.
The Registrar’s office will provide the dates Attendance needs to be taken. SMURF
also has functionality for “Daily Attendance.” “Daily Attendance” is an optional
feature available to instructors.
Overall Attendance (Mandatory):
1)
2)
3)
4)
5)

Click the “Classes” tab
Click the “Grading/Attendance” function
Click “Attendance” listed at left
Select the desired course
Click “View Overall Section Attendance” in the “Overall Attendance” section

Example of a course listing prior to taking Overall Attendance:

6) Make individual selections for Overall Attendance:
 For each student who is no longer attending the class, click the
drop down in the “Overall Attendance” column and select “No”.
Please provide the last date of attendance in the “Last Date
Attended” column. The remaining students will be automatically
set to “Yes” after you press “Save”.
 If all students on the roster are attending this class, click the drop
down in the “Overall Attendance” column and select “Yes” for the
first student listed only. The remaining students will be
automatically set to “Yes” after you press “Save”.

7) Click the “Save” button listed at the bottom to retain entries that were
made. Any Overall Attendance field left blank will be automatically set to
“Yes” after you press “Save”.

Daily Attendance (Optional):
1) Click the “Classes” tab
2) Click the “Grading/Attendance” function
3) Click “Attendance” listed at left
4) Select the desired course
5) Select the desired date listed in the “Daily Attendance” section. The
following is a partial screen shot with the status drop down selected that
may be used to populate all of the students with one value:

To populate all of the students with the status of “Present”:
a. Select the value of “Present” to the left of the “Apply Status” button
b. Click the “Apply Status” button

Partial screen shot after “Present” was selected and “Apply Status” button was clicked:

If not all of the students were “Present” then select the appropriate value for those
students.
6) Select Attendance Status values and enter Comments appropriately.
7) Click the “Save” button listed at the bottom to retain entries that were made.

Final Grades in General:
SMURF / PowerCAMPUS are considered to be the system of record where Official
Grades are entered and viewed. It is a fairly easy process for a faculty or staff member
to enter “Final Grades” for students via SMURF. As long as a Faculty member is
listed as teaching a course (any percentage of time for example 20%, 30%, 50%, etc)
they will have the ability to enter “Final Grades”. If a Faculty member has assigned an
assistant the right to enter grades the assistant will also be able to view and enter
“Final Grades”. The Registrar sets up the grading periods in PowerCAMPUS during
which “Final Grades” may be submitted online. “Final Grades” may only be
submitted online during the open grading period. No grade changes can be made via
SMURF once they are submitted.

Final Grades (Mandatory):
1) Click the “Classes” tab
2) Click the “Grading/Attendance” function
3) Select the desired course
Example of course listing prior to entering Final Grades:

The example above shows the “Save” and the “Submit Final” buttons. The “Save”
button is used to save the values you entered. You can enter some grades, “Save”
and enter more on another day. As mentioned earlier, the “Submit Final” button will
appear under specific conditions and once selected no changes may be made via
SMURF.
1) For each student, in the “My Grade” column, click the drop down arrow
to select the appropriate grade.
You should not see the choice of “I” for an “Incomplete” grade”

because an “Incomplete Grade Petition” needs to be filled out and
returned to the Registrar’s office for this situation. In the case of an
“Incomplete Grade”, it is suggest that no value is selected for that
student.
2) Click the “Save” button to save the entries.
3) It is strongly advised that Final Grades be verified prior to
submission. To verify information via paper or other electronic means:
a. Select the “Download Grades” option in the left menu bar to download
the grades via SMURF which looks like the following:

i.

ii.

Download Format: You may choose to download to Microsoft Word,
Excel, or as Tab-separated or Comma-separated files. Excel is the
most user friendly option.
Columns to download: You also have to select the columns
you wish to download by selecting columns and by using the
arrows.
The necessary columns to download are the “Name” and
“Final Instructor Grade.” For security and student privacy, it

iii.
iv.

is recommended you only download the students’ names (not
their “Id”). There is no “Final Transcript Grade” at this point,
so that is unnecessary to download.
Click the “Download” button after the columns are selected
Click “Open” or “Save” – Open the file or Save the file respectively.

b. The data from SMURF may then be compared to other grade sources
(e.g. Blackboard grade book or the instructor’s records) to verify the
entries.
4) When you are satisfied with the entries, click the “Submit Final” button.
5) The following is a partial screen shot of the Grading section after “Submit
Final” button was clicked – note that grades are now listed in the “Actual
Grades” column:

Useful information from the vendor about grading:
Button

Description

Save

If the time period is not open for grading, you will only be able to Save
the students’ grades.

Submit Final




If the time period is open for grading but you are not ready to submit
the students’ grades, select Save to just record the grades for now.
If the time period is open for grading and you are ready to submit the
students’ overall grades for the course section, select Submit Final.

If grade approval IS required, the grade will be saved in the PowerCAMPUS
Transcript Detail Record and the Actual Grade will be displayed for the student
upon approval by the Department Head.
If grade approval is NOT required, the grade will be saved in the PowerCAMPUS
Transcript Detail Record and the Actual Grade will be displayed for the student
when the grade is submitted.

Note about the text above from the vendor:
The text next to the “Submit Final” mentions “overall grades”. Since at SMU only
“Final Grades” will be entered via SMURF we changed the name of “Overall Grades”
to “Final Grades”.

