
Grading User Guide 

 
 After Logging in you will be redirected to this page, you will click on Grading & Attendance under Faculty Services to 

access the grading program. 
 

 
 
 



 After clicking on one of the above you will be redirected to this page. 
Where you can: 
1- Review the Courses Registered, Campuses & Sections. 
2- Review the Year, Term, and Grade Status. 
3- Manage the Attendance, Grades & Reports. 
4- Use the search box to overlook any column that you need. 

 
 

 

 

 

 

 Click on any one to filter by the Year, Term, and Grade Status. 
Status 

 Click on any button to review & 
manage the Grades, Attendance & 
Reports. 
 

The list of courses will appear according to the filters.  

Use the search box to overlook any column that you need 



 After clicking on grading it will redirect you to this page where you can: 
1- Insert or review the grades for any student in the course. 

 

 Insert the Grades. 

Here you will see all the registered students under this course to update their grades.
  

Here you will see the Grade Status. 

Here you will see the Course Details. 

Here you will see the grades by Graph Overview. 

Click here to view full screen. 



2- Review the (Total, Grade, Absence, and Incomplete & In progress) of each student. 
3- Write your own comments in the instructor comment section. 
4- Review the comments of the (H.O.D & Vice Dean). 
5- After checking all the grades you must submit to the HOD  (after submitting you cannot edit the grades) they will either 

accept or reject if they accept then it will move on to the vice dean if he/she accepts but if it gets rejected it will be sent 
back to the HOD and back to the faculty. 

 

                                

Review the Total, Grade & Absence, IC/IP. 

Write the Instructor comments & submit the grades to the HOD. 

Review the comments of the (H.O.D, Vice Dean). 



6- If you click on the report section three options will appear: 

 Grades by evaluation by course. 

 Evaluation comments. 

 Evaluation reports. 
 

 

 
 

 

 


