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Entering grades in WebOodi: 
Teacher’s Guide 
 

1. Verifying registration statuses 
 

Grades can be entered in WebOodi for courses that have been fully completed by the student. After  
entering the grades, the teacher can transfer the grades to the Student Services for final registration, 
where any issues concerning, for example, a valid study right are checked.  
 
Log in to WebOodi and pick ”staff” as your role from the drop-down menu. 
 
Begin by checking, that all the registration statuses have been verified. The statuses can be viewed and 
changed in the course participant list. Go to My Instruction -> Functions -> View Course Data 
 

  
In this example, registration statuses are verified via the exercise group, which is a hierarchical sub-unit to 
the actual course. Registrations can, however, be also verified by going to the participant list of the course 
that’s upper in the hierarchy, which always contains the registration information of all the participants from 
each exercise group. Please note, however, that entering grades can only be done on the highest course 
level!  
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Click on the icon next to the number of students 
 

 
 
Registrations are usually verified automatically at the end of the registration period. If this is not the case, 
change the registrations from actual registration to verified, and remember to click the save button.  

 
Tick the boxes next to those students whose registrations you want to verify. You can also tick all of them at 
once. After this, use the confirm the selected registrations button. 
 
You can add students to the course by pressing the add student button +

 
Remember to verify registrations of any newly added students as well.  
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2. Entering grades 
 
After verifying the registrations, go back to the My Instruction page, and choose Enter grades. NB! If you’re 
teaching a lecture course with no sub-groups, the link to entering grades can also be found in the course 
participant list. 

 
 
With courses that have sub-groups (exercise groups for example), grades can only be entered through the 
course that’s at the top-level in the hierarchy. 
 
 

 
 
The grading screen first lets you pick the students that you want to enter grades to. You can enter grades in 
smaller batches or all at once.   
 
The add students button allows you to add students to the course at this stage as well.  
After choosing the students, click on Enter grades to selected students 

 
 
 
 



Helsingin yliopisto WebOodi 
Opiskelijarekisteri Versio 4.8.6 
 

4 
 

In the next page, you can first enter information regarding all the students. Fill out the information you 
want, and by pressing add that information is automatically taken to all of the student’s selected below.  
 

 
 
Typically the date, scope and language are information that doesn’t vary that much, while grades are 
probably best left to enter individually. Even if you automatically fill out the dates, languages, and scopes in 
the fields below, you can still manually change these fields individually.  
 
It is advised to frequently use the save function below, so you don’t lose any information entered. 
WebOodi will warn if your session is about to time out (in 30 mins).  
 
The date is always the date of the examination or the last date of the course.  
 

 
 
 
The preview and transfer buttons are operable after all the required fields have been filled. Fields that have 
not been properly filled will display in red if trying to transfer the grades too early: 
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The information filled in the additional information field will show on the transcript. Please fill the 
information to all three language tabs. If no translations are available, insert the English version to all three 
tabs.  
 
NB! The preview function is only meant for the teacher’s eye, don’t use this to publish the results of the 
course, as the file contains identifiable information regarding the students. A PDF file containing the results 
generates automatically after you’ve sent the grades to registration, which can be used to publish results.  
 
After finished with all the details, click Transfer for registering. 
 

 
 
 
 
The programme will ask you to confirm the transfer 
 

 
 
After the transfer the results are sent to the Student Services for final registration. 
 
You will then be taken back to the previous screen, where the results you’ve registered appear in green, 
and any student without a grade yet can now be registered next.  
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If you notice that there’s been an error in the grading and you can’t change the result yourself anymore, 
contact the appropriate Student Services (Kruununhaka, Kumpula, Meilahti, Metsätalo or Siltavuori). 
 
 
 

3. Grade report file 
 

At the top of the page you’ll find the grade report in PDF format. Each set of students you give grades to 
will generate a new grade report. The PDF file is not to be published to the students, as it contains the 
names of the students. Results can be published via the Course page, but it is only allowed to use the 
student’s ID number and grade.  
 
You can find the Course pages and all of the courses you’re teaching via http://teacher.helsinki.fi 
 
 

 


