How to Enter Grades
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Center from the menu on the left.
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Verify you are viewing the correct term, at the top of the page. If not, click the Change Term button to
select the correct term and return to this page.
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When grade rosters are generated, the Grade Roster icon will become available for you to select. Click on
it, to enter the grade roster for your class.
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While there are three different ways to enter grades for your class, in all cases you must change the
approval status of the roster from Not Reviewed, to Approved in order to finalize grade entry and submit
your roster to the Registrar’s office.
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You can enter grades three different ways:
1. Onestudent at atime
2. Excel Upload
3. Mass Assignment - easily add the same grade to everyone in the class

Individual Grade Entry
Use the drop-down menu to add a grade for each student. If you have a large class, it is recommended
that you save the page periodically in case of system outage or internet disruption.
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Excel Upload



Use the Upload Grade Spreadsheet link to upload a file of grades to your grade roster. Follow the
on-screen instructions for proper formatting and loading of the file. Contact the OIT HelpDesk if you
need assistance with this process.
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Mass Assignment

If a large number of
students in your
class have earned
the same grade, you
may wish to
mass-assign grades.
Use the select
checkbox to select
each student who
should be assigned
the specified grade.
Once the correct
students have been
selected, use the
drop-down menu at

the BOTTOM of your

roster, to assign a
grade to the
selected students.

*Note, this process will

override any grade
already entered for a
student, so make your
selections carefully!
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