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Introduction 

Overview 

INGRESS is a custom application that has been developed for USG institutions that share course 

sections with each other. It facilitates the following functions:  

 

 The transfer of shared course sections, faculty and student enrollments from each 

participating institution’s local Banner system to INGRESS; INGRESS sends this 

information to Vista. 

 The balancing of available course seats across participating institutions. 

 Updating the maximum seat counts of shared course sections. 

 The transfer of faculty and student person updates from local Banner systems to 

INGRESS, which sends the information to Vista. 

 The entry and submission of attendance verification and grades by faculty. INGRESS 

transfers these entries to the students’ home institutions. 

 Reporting  

 

Intended Audience  

This user guide is intended to provide step-by-step instructions for faculty who perform the 

following tasks related to courses shared via the INGRESS tool: 

 

 Attendance Verification Submission  

 Mid-Term Grade Submission  

 Final Grade Submission  

Disclaimer 

The screen shots in this document do not represent actual students, faculty or course sections; 
they are provided purely as examples. 
 

Accessing the INGRESS Faculty Console  

The Faculty Console is an INGRESS tool that instructors will use to submit attendance 
verification and grades for students registered in shared course sections. 

 

Log into Georgia ONmyLINE Vista at:  https:goml.view.usg.edu  

Enter your GOML Vista faculty username and password. 
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Click on Georgia ONmyLINE. 
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On the Course List click on the section entitled “INGRESS — INGRESS Tool.” 

 

Click on the link to INGRESS – PROD. 
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The INGRESS Faculty Console will appear on the next page.  The Faculty Console includes the 

name of the instructor at the top of the page in addition to fields for the selection of the 

semester and course sections. Four tabs appear below the course section field:  Class Roster, 

Attendance, Midterm Grades and Final Grades. 

 

Viewing the Class Roster 

The Class Roster provides the instructor with pertinent information about the students enrolled 
in each course section for a particular term.  The following information is available on the class 
roster: 

 The student’s name, user id, email address and home institution. 

 The names of students who have been dropped or withdrawn from the class are highlighted in 
red. 
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Downloading Class Roster to Excel Spreadsheet 

The class roster is also available to download as a Microsoft Excel spreadsheet.  To download 

the roster to Excel, click on the Excel spreadsheet icon located in the lower left corner of the 

page and save the spreadsheet to your local computer. 
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Entering and Submitting Attendance Verification 

Faculty must enter attendance verification data for students enrolled in course sections by 

using the Attendance Roster on the INGRESS Faculty Console.  Follow the instructions below to 

enter attendance verification data for students. 

 

Step 1 – Choose the semester and course section by clicking once inside these fields. 

Step 2 – Click on the Attendance tab.  The name of students who have been dropped from the 

class will be listed in red. 

 

 

Step 3 - Enter the attendance verification by clicking on the down arrow in the Attendance 

column beside the student’s name.  Select “Absent” or “Present” for each student.  You may 

enter attendance verification for students who have been dropped or withdrawn from the class 
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if necessary.  You may enter and save attendance verification entries several times before final 

submission. 

Step 4 – Once attendance verification has been entered and you are ready to submit the final 

report, click on “Submit Attendance Report” located in the bottom left corner of the page.  This 

action will submit attendance verification to the home institutions for all students enrolled in 

the course. 

If faculty submits the report without completing all entries, the 
following warning will be displayed listing students who are missing attendance 
verification. 

 

 

 

 

Step 5 - The following confirmation screen will be displayed after attendance verification is 

successfully submitted: 
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 An e-mail message is automatically sent to the Registrar’s Office at the students’ home 

institutions notifying them that the instructor has submitted attendance verification for 

the class. 

      If a change to a student’s attendance is required after the attendance 

verification roster has been locked, faculty should contact the faculty member’s 

Registrar’s office with the name of the student, his or her home institution, 

course title and the correct attendance information.  The faculty member’s 

Registrar office will, in turn, contact the student’s Registrar’s office with the 

change. 

 The faculty member may view the attendance verification entries from the Class Roster.  

The roster with attendance verification data may also be downloaded in an Excel 

spreadsheet format. 
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Entering and Submitting Midterm Grades 

The Midterm Grades function allows faculty to submit midterm grades for students enrolled in 

a course, if midterm grades are required.  Follow the instructions below to enter midterm for 

students by using the Faculty Console. 

Step 1 - Choose the semester and course section by clicking once inside these fields. 

Step 2 – Click on the Midterm Grades tab.  The names of students who have been dropped or 

withdrawn from the course will be listed in red. 
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Step 3 - Click once inside the Midterm Grade field located next to the student’s name and select 

a valid grade from the drop-down list. Faculty may enter midterm grades for students who have 

been dropped or withdrawn from the course if necessary. Plus and minus grades are not 

available.  The list of valid grades for shared courses follows: 

 

A, B, C, D, F, I (Incomplete), IP (In Progress), W, WF, S (Satisfactory), U (Unsatisfactory), CR 

(Credit by Exam), K (Other) 

 

If the faculty does not enter a midterm grade for a student, the midterm grade will be reported 

as “No Grade.” 

Step 4 – You may enter and save midterm grades several times before final submission by 

clicking “Save All.” 

Step 5 – Once you are satisfied that all midterm grades have been entered, click “Submit 

Midterm Grades.”  This action will submit midterm grades to all students’ home institutions. 

The following warning message will appear for any student that does 

not have midterm grade entered.  Faculty may enter the missing midterm grade 

or continue with the midterm grade submission.   
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Step 6 – The following confirmation screen will be displayed after the midterm grades have 

been successfully submitted: 
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 An e-mail message is automatically sent to the Registrar’s Office at the students’ home 

institutions notifying them that the faculty has submitted midterm grades for the class. 

      If a change to a student’s midterm grade is required after the midterm 

grade roster has been locked, faculty should contact the faculty member’s 

Registrar’s office with the name of the student, his or her home institution, 

course title and the correct grade information.  The faculty member’s Registrar’s 

office will, in turn, contact the student’s Registrar’s office with the change. 

 The faculty member may view the midterm grade entries from the Class Roster.  The 

roster with midterm grades for all students may also be downloaded in an Excel 

spreadsheet format. 

 

Entering and Submitting Final Grades 

The Final Grades function allows faculty to submit final grades for students enrolled in a course.  

Follow the instructions below to enter and submit final grades for students by using the Faculty 

Console. 

Step 1 - Choose the semester and course section by clicking once inside these fields. 

Step 2 – Click on the Final Grades tab.  The names of students who have been dropped or 

withdrawn from the course will be listed in red. 
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Step 3 - Click once inside the Final Grade field located next to the student’s name and select a 

valid grade from the drop-down list. Faculty may enter final grades for students who have been 

dropped or withdrawn from the course if necessary. Plus and minus grades are not available.  

The list of valid grades for shared courses follows: 

 

A, B, C, D, F, I (Incomplete), IP (In Progress), W, WF, S (Satisfactory), U (Unsatisfactory), CR 

(Credit by Exam), K (Other) 

 

If the faculty does not enter a final grade for a student, the final grade will be reported as “No 

Grade.” 

Step 4 – You may enter and save final grades several times before final submission by clicking 

“Save All.” 

Step 5 – Once you are satisfied that all final grades have been entered, click “Submit Final 

Grades.” This action will send final grades to all students’ home institutions. 

The following warning message will appear for any student that does 

not have a final grade entered.   



   

INGRESS Faculty Console User Guide — Release V1.0                                   Page 16 of 18 

 

 

Step 6 – The following confirmation screen will be displayed after final grades have been 

successfully submitted: 
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 An e-mail message is automatically sent to the Registrar’s Office at the students’ home 

institutions notifying them that the faculty has submitted final grades for the class. 

 If a change to a student’s final grade is required after the final grade 

roster has been locked, faculty should notify the faculty member’s Registrar’s 

office with the name of the student, his or her home institution, course title and 

the correct grade information.  The faculty member’s Registrar’s office will, in 

turn, contact the student’s Registrar’s office with the grade change information. 

 The faculty member may view the final grade entries from the Class Roster.  The roster 

with final grades for all students may also be downloaded in an Excel spreadsheet 

format. 
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