
Faculty Grading InstructionsFaculty Grading Instructions
for WebAdvisorfor WebAdvisor

IMPORTANT NOTE:  Effective April 28, 2008, when you assign a final 
grade of “Incomplete” on WebAdvisor, you will choose among five 
alternatives:  IB, IC, ID, IF, or IN.  By doing so, you will be indicating the 
default grade (B, C, D, F, or NC) that will be posted one year later if the 
specified make-up work is not completed.  You must still submit a signed specified make-up work is not completed.  You must still submit a signed 
Record of Incomplete form to the Office of Admissions & Records for each 
Incomplete grade you assign, indicating the specific work that remains to be 
completed.
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Faculty Grading HelpFaculty Grading Help

• Click the HELP button for additional 
information from any page.information from any page.

• If you have questions, contact your 
campus Admissions and Records campus Admissions and Records 
office.
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office.



Grading LinkGrading Link

• From the • From the 
WebAdvisor 
for faculty 
menu click on 
the Grading 
link (under link (under 
Faculty 
Information).Information).
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Select the Grading TermSelect the Grading Term
• Select the 

appropriate appropriate 
term from 
the drop the drop 
down box.  

• Click • Click 
SUBMIT.
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Choose the Section to GradeChoose the Section to Grade
• Select Final as 

the grading the grading 
option.

• Select the section 
that you wish to that you wish to 
grade by clicking 
in the Choose 
One box, next to One box, next to 
the class (you 
may select only 
one class at a one class at a 
time).  

• Click SUBMIT.
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• Click SUBMIT.



Entering GradesEntering Grades
• Enter a grade for 

each student (you 
can do some and can do some and 
then finish later, 
just make sure that 
you click SUBMIT).

• Enter the Expire • Enter the Expire 
Date (one year 
from the end of the 
term) for all term) for all 
incomplete grades 
only. See page 1 
for more 
information on information on 
incomplete grades. 

• W grades (drops) 
are not allowed.
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are not allowed.
• Click SUBMIT



Confirmation PageConfirmation Page

• This page 
confirms that confirms that 
grades have 
been submitted 
for the section.for the section.

• Click on the OK 
button to return 
to the main 
faculty menu.
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Additional Grading InformationAdditional Grading Information

• You may go back into a previously graded • You may go back into a previously graded 
section to verify/view/print grades, as needed.

• Important:  The grading process is not • Important:  The grading process is not 
complete until the SUBMIT button has been 
clicked.clicked.
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