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From the home 

page Click on 

Courses 

 

INSTRUCTIONS FOR ENTERING GRADES (INSTRUCTOR PORTAL) 
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On the class list  

page click on 

the Grading 

Sheet Tab 

 

Once you see 

the Section 

Grading Sheet 

scroll all the 

way down the 

page 
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Once you 

scroll down 

the Section 

Grading Sheet 

Page , you’ll 

see the Class 

list. 

This is where 

you will input 

grades. 
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TIP: You can check all the boxes beside the students’ names by utilizing the 

BATCH UPDATE function. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Check the Box 

beside the 

student’s name 

Click on the + 

sign to expand 

the batch 

update tab 
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Click on the 

Final Grade 

field and a 

drop down 

menu will 

appear for 

your grades 

If you’d like to select all 

students, check the box 

marked All, 

Then click the GO button on 

the right.  

Doing this will check all the 

boxes beside the students’ 

names. 
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TIP: Utilize the BATCH UPDATE function to check the INSTRUCTOR APPROVED 

BOXES for ALL your students. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once you are done 

entering the grade, 

be sure to check 

the Instructor 

Approved Box 

Click All  

Choose Instructor 

Approved 

Click GO 

Doing this will 

check all the 

Instructor 

Approved boxes 

beside the 

students’ names. 
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Checking the Instructor Approved Box and Hitting 

Save Button (which you will find at the very bottom of 

the page) will Finalize Grades – they will no longer be 

Editable! 

Here’s a summary of the process: 

 


