
Faculty Enter Grades Instructions 

1.  Click on the “Faculty Services” tab in your  SSB menu.   

 

 

 

 

 

 

 

 

 



 

2. Click on “Your Teaching Schedule”   

 



3. Select the course that you want to enter grades by clicking on the “Class List”.  It should be 

highlighted in blue.  In this example, I am clicking on the number 17.

 

 

 

 

 

 

 

 

 

 



4. Click on the word “Enter” in the Grade column. 
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5.  Click on the Grade drop down box in the grade column and select the appropriate grade. 
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6. When you are finished entering grades, press the submit button to send them to the Registrar’s 

Office for processing.    That’s it!    

 

 

7. Grades will be due exactly 12 days from the end of the block, at which point the grades you have 

submitted will post to the students’ transcripts.  After that, you will no longer be able to make 

changes to those grades.  You will however, be able to submit any additional grades not already 

submitted. 
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8. You can confirm the submission of your grades by viewing your class list and the grades will be 

listed.

 

 
 


