
Instructions for entering grades on-line through e-Services. 
 
Login using your Faculty ID number  
(8 digit number assigned to you at the time of 
your initial employment) and PIN number 
(originally set the YYMMDD of your birthday or 
the last 6 digit of your SSN). 
 
If you do not know either one or both of 
these numbers, please contact the 
Records Office at 755-2020. 
 
Once you are logged in, select 
‘Class Management’. 
 
Make sure you are in the term 
for which you want to enter 
grades. If you are not, select 
the ‘Change semester’ link and 
follow the instructions to 
select the appropriate term. 
 
Step 1: Entering  
“Last Date of 
Attendance” 
Information.   
 
Select ‘Class List’ to 
view a list of your 
classes.  Select the class, 
find the student, select 
the ‘LDA” link, then 
enter the student’s last 
day of attendance or check the box that indicates that the student never attended. 
 
After you have entered in the ‘LDA’ for 
the appropriate students in your classes, 
you are now ready to enter in grades. 
 
Step 2: Select ‘Grade Entry’ from the 
‘Class Management’ menu item. 
 
 
You will see a list of all of your courses. 
Select ‘Enter Grades’ for the course 
for which you would like to begin  
entering grades. 
 
 
 
 
 



 
 
A list of students currently registered 
for your course will be displayed.  Enter 
in the grade in the white box provided 
next to each student’s name.  
 
For students that have already had a 
LDA or ‘never attended’ entry, enter a 
‘F’ grade.   
 
Up to 50 records display at a time.  
Courses with more than 50 students will 
get multiple grade entry screens for a 
single course. 
 
After the grades are entered for the 
course, select ‘Proceed to Next Step’. 
 
 
The page displayed will present to you 
the grades that will be posted.  Please 
confirm that the grades are accurate.  If 
they are, re-enter your PIN  number and 
select ‘Process Grades’. 
 
If you made an error, you will need to 
use the ‘back’ button on your  
browser to return to the grade entry 
screen. 
 
 
You will get the following message 
when your grades are successfully 
entered. 
 
 
 
If you have additional courses to grade, 
select ‘Grade Entry’ to access 
additional courses. 
 
 
 
After you are done entering grades, remember to log out. 
 
 
 
 
 
If you have any questions, please contact the Records Office at 755-2020. 


