
Faculty Grade Submission

Below are the basic steps to submit your grades. 

 You will see two icons to the left of the Class information.  The first icon represent your
"Class Roster."  The second icon represents your "Grade Roster." 

Click on the "Grade Roster" icon.
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 Now you will see the actual grade roster with each enrolled student listed in order of
"ID."  Click on the column titles to sort by that particular title. 

 Clicking on the "Name" column title will sort the roster by name.
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 Now you should assign each student a grade by either entering the grade using your
keyboard or using the drop down box.

After you have entered all the grades for this particular class, change the "Approval Status" to
"Approved" and click "Save."
Note:  If you do not change the status to "Approved," the grades will not post to the student's
record.  Without the status being set to "Approved," students will NOT be able to see their
grades on-line.

Click "Return" to return to the Faculty Center Home Page.
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