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Path: Self Service > Faculty Center > My Schedule

The following are step-by-step instructions on how an instructor enters mid-term and
final grades for their courses. Note that you can either enter grades directly in Joe’'SS
or retrieve them from Blackboard.

1. Click the Self Service link.
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2. Click the Faculty Center link.
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4. Verify the semester currently on your screen is the correct term for which you are entering
grades. If not, click and select the correct term. Select from the list of

courses the course you wish to grade by clicking on the = symbol next to the Class.
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5. Be sure the Grade Roster Type displays the correct type of roster, i.e. Mid-Term Grade or
Final Grade. Enter grades by one of these three methods:

a. Enter grades via the drop-down options next to the student’'s name to enter grades
individually.
b. Check the box next to multiple student numbers and select the grade from the drop-down

box to assign grades en mass.
c. Select the button to pull grade roster from Blackboard.
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6.

Change Grade Roster Action to the appropriate Approval Status using the drop-down box
and ﬁ . Or just click to finish grade entry at a later time.
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