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Step Action 

1.   Click the Grade Roster graphic. 

 

 

2.  Select Midterm Grade or Final Grade from Grade Roster Type list. 
 

 

3.  Enter grade by clicking on and selecting from list.  Do this for each student.   
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Step Action 

4.  Set Approval Status appropriately: 
 
>Approved = Grades entered and ready for Registrar to collect 
 
>Not Reviewed = Default setting when you first get to the page 
 
>Ready for Review = Grades entered but not ready for Registrar to collect 
 
 

5.  Click the save button. 
 

 

6.  NOTE:  The grades will NOT display in the Official Grade column until the Registrar's 
Office has run their processes. 
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