Entering Grades and Positive Attendance Hours

The following instructions explain how instructors can enter final grades and positive attendance
hours.

Step 1: Access the Grades Screen

e From your employee dashboard, select Faculty.
o Select Grades.
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Step 2: Select Your Class

o Select the correct CRN/Section.
« This will open the roster of students enrolled in your class.
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Step 3: Enter Final Grades and Attendance Hours

e Under the Final Grade column, enter either SP (Satisfactory Progress) or UG
(Unsatisfactory Progress) for each student, as appropriate.

o Enter the student's total hours attended in the Hours Attended column.

o Please leave the '""Last Attend Date' column blank.
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Step 4: Save Your Entries

e Once all grades and attendance hours have been entered, be sure to select Save/Submit to
record your entries.



