e-Grading Steps

1. Log in to e-campus using your email-id and password.

2. Click on Faculty Center.

3. Select the term for which you wish to record grades from the drop-down box at “Select Term”, then click “Change”.

4. Click on the grade roster icon in the right column for the course to be graded.  
5. Select “Final Grade” in the Roster Type drop-down box.
6. Enter a valid grade (including the “+” and/or “-“ for each student).

7. Use the tab key to move to the next student or click on the blank space provided.  

8. After entering grades for a few students, click the SAVE button at the bottom of the page.  You may have to scroll down using the arrows along the far right side.  A save confirmation message is displayed.  It’s a good idea to save often in case you are interrupted.  
9. You will be required to enter the attendance record for all F grades.  If you select “Attended Until”, also enter the date the student last attended class.  (The attendance record is needed in order to meet regulatory requirements associated with awarding federal Title IV financial aid.)

10. When every student has the correct grade, click save at the bottom of the page.  Then change the approval status (located on the middle left side) to approved by clicking the down arrow and highlighting “Approved”.  All grades must be entered before changing the status to Approved.  

11. Click the SAVE button at the bottom of the page.  You may have to scroll down using the arrows along the far right side.  A save confirmation message is displayed.

12. To select a different class, click on the RETURN button to the left of the SAVE button at the bottom of the page. 

13. To change a grade before the deadline, go into the class roster and change the approval status to “Not Reviewed” and click Save.  Enter the correct grades and change the approval status back to “Approved” when complete.  Click Save again to save your changes.  Print a copy of the grade roster after all grades are entered.

14. Log out of e-Campus by clicking the Sign Out link in the top right corner.

Note: Be sure to save often because you will be logged out after 20 minutes of inactivity.

Valid Undergraduate Grades


Valid Graduate Grades


A





A


A-





A-


B+





B+


B





B


B-





B-


C+





C


C





F


C-





I


D+





S


F





U


I





WP


S





WF



U


WP


WF 

