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Mid-Term Grades 
 
To enter Mid-Term Grades, navigate to: 
 
Home > Self Service > Faculty Center 

 

 Click the  icon next to the course you wish to enter Mid-Term Grades for. 
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Mid-Term Grades (cont’d) 
 

 
 The Grade Roster Type should be set to “Mid-Term Grade.” 

 Use the Roster Grade drop down menus to enter the appropriate Mid-Term Grade for each 
student.  (To enter the same Mid-Term Grade for all students in the class, select the grade from 

the  above the roster, then click the  button.) 

 After all Mid-Term Grades have been entered, change the Approval Status to “Ready for 
Review.” 

 Recheck your data entry. 

 After all Mid-Term Grades have been reviewed for accuracy, change the Approval Status to 
“Approved.” 

 Click the  button to save the Mid-Term Grades.  Please remember to save your 
grades before exiting! 

 The  button sends an email to the selected students. 

 The  button sends an email to all students in the class. 

 The  button opens a printer friendly grade roster. 

Instructor Name 
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Final Grades for Graduating Students 
 
To enter Final Grades for Graduating Students, navigate to: 
 
Home > Self Service > Faculty Center 

 

 Click the  icon next to the course you wish to enter Final grades for. 
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Final Grades for Graduating Students (cont’d) 
 

 
 The Grade Roster Type should be set to “Final Grade.” 

 Use the Roster Grade drop down menus to enter the appropriate Final Grade for each 
graduating student.   

 Recheck your data entry. 

 After Final Grades have been entered for all graduating students and reviewed for accuracy, 
make sure the Approval Status is set to “Not Reviewed.” 

 Click the  button to save the Final Grades for graduating students.  Please remember 
to save your grades before exiting! 

 The  button sends an email to the selected students. 

 The  button sends an email to all students in the class. 

 The  button opens a printer friendly grade roster. 

 
 
 
 

Instructor Name 

Final Grade 
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Final Grades for Non-Graduating Students 
 
To enter Final Grades for Non-Graduating Students, navigate to: 
 
Home > Self Service > Faculty Center 

 

 Click the  icon next to the course you wish to enter Final grades for. 
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Final Grades for Non-Graduating Students (cont’d) 
 

 
 The Grade Roster Type should be set to “Final Grade.” 

 Use the Roster Grade drop down menus to enter the appropriate Final Grade for each student.  

(To enter the same Final Grade for all students in the class, select the grade from the  

above the roster, then click the  button.) 

 After all Final Grades have been entered, change the Approval Status to “Ready for Review.” 

 Recheck your data entry. 

 After all Final Grades have been reviewed for accuracy, change the Approval Status to 
“Approved.” 

 Click the  button to save the Final Grades.  Please remember to save your grades 
before exiting! 

 The  button sends an email to the selected students. 

 The  button sends an email to all students in the class. 

 The  button opens a printer friendly grade roster. 

 

Instructor Name 

Final Grade 


