Grading Instructions for WebAdvisor

Step 1: Click on WebAdvisor link http://www.muskegoncc.edu/webadvisor or Go to www.muskegoncc.edu, click on
WebAdvisor
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Welcome to MCC!

Muskegon Community College, an
associate degree-granting institution
of higher education, is a center for
lifelong learning which provides

persons the opportunity to obtain

their educational goals ...
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Step 2: Go to the LOG IN

’ Muskegon Community College
LOG Iv MAIN MENU  CONTACT US

Welcome Guest!

Faculty
Please Note: WebAdvisor is
unavailable hetween the hours of Employees
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Step 3: Enter your user ID and Password. (The Same as your Network ID and Password)

LogIn
User ID: |Jane_teacher
—
Pazzword: |||||-|||||
Show Hint [
SUBMIT

If you do not know your user id and or password, click on What’s My username and ID at the bottom of
the MAIN Menu of WebAdvisor

LOG IN MAIN MENU CONTACT US
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Step 4: Select the Faculty Button

’ Muskegon Community College
LOG IN MAIN MENU CONTACT Us

Students

Facuity

Welcome Guest!

Please Note: WebAdvisor is
unavailable between the hours of Employees
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Step 5: Under Faculty Information, click on Grading

| Faculty Information

Clas=s Hoster

Grading —
Zrading Informaticn

Search for Sections

Mw Clasge Schedule

Student profie

Step 6: Click drop down menu and choose term and then submit

Select a term or date range to restrict yvour clazs list

Term | v| e ——

Start Date End Date

SUBMIT

Step 7: Click on the drop down menu and choose Final Grading and then pick the section in which you

will be posting grades and Submit

Grading

Final or Midterm/Intermediate Grading —_—

Choose One Class Name and Title Start Date End Date Bldg Room Meeting Times Days of Week Loc Term
‘ ~ ” AH-101-F01 Medical Terminology ” 02/01/09 H 02/19/08 ” MAIN H 233 H 01-25PM - 04:25PM ” TH H H 2009FA |
‘ ~ ” ANTH-103-F04 Cult Diversity in Cont. Soc. ” n&i01/08 H 08/31/08 ” H H ” H H 2009FA |
‘ N ” BCOM-102-F03 Adv. Business & Tech Communi ” 0&/01/09 H 1217109 ” H H ” H H 2009FA |
‘ ~ ” BUS-101-F70 Principles of Accounting | ” n&i01/08 H 08/30/08 ” H H ” H H 2009FA |
‘ r \om-mu—'m Oral Communications ” 02/01/09 H 08/30/09 ” MAIN H 150 H 08:30AM - 09:25A1 ” TMH H H 2009FA |

SUBMIT



Step 8: Enter Grades and submit

These grades are acceptable to enter into the grade column:

s A, A-, B+, B, B-, C+, C, C-, D+, D, D-,

s E: When you enter an E grade, you must enter the last date of attendance.

AU: When a student is auditing your course, you must give an AU grade.

— | Incomplete — MUST have an expiration date (01/30/2010) Although shorter time periods may be

assigned, Incomplete grades must be completed within one year of the official occurrence of the grade.

PINP - For Zero credit hour biology labs such as BIOL 103A, BIOL 104A, BIOL 105C, BIOL 106A and
Internships such as BUS 290CI, ED 290CI and TECH 290ClI

NOTE: A+ is not a valid grade

Cross-

Student ID Status Grade Expire Date T;;E;;i:: ﬁﬁ:‘;’l;e g g‘r‘i’ '(';‘:92’ '(';‘rti' '(';‘r“f" 'gr‘%’ g‘r‘%’ Class Credits CEUS Listed
Section

Jdowi, Jon 0000350 || A ]A ] ] ]_' S0 3.00

Bon

IManilowe, 0103805 || A ]E ] ]g&”[]g ]_' S0 3.00

Barry o

Mumber 1 0001170 || A FR 3.00

gl Ji [12/1/2010 | r

Chriztine

.

The following Confirmation Screen will appear

FACULTY Welcome Jean!

Grading Confirmation Form

Clazs Name BCOM-102-F03

Title Adv. Businezs & Tech Communi
Location
Term Fall 2009

Instructor

Staff

Jane D. Teacher

*gur changes have been saved. Modified records are shown below =

SuBMIT

. . Cross-
Final Expire Last Date of MNever Inter Inter Inter Inter Inter Inter . .
Student 1D Status Grade Date Attendance Attended Gr1 Gr2 Gr3 Grd Gr5 Grb Class Credits CEUS I;:::Et}i?:n
Jovi, Jon Bon || 0000350 (| A E 09/01/09 S0 3.00
Maniow, 0103805 || A E 12117108 S0 3.00
Barry
Number 1 0001170 || A 1 12/01/2010 FR 3.00
Student,
Christing M.




Helpful Hints:
Once you have entered all of the grades and clicked submit, go back into the class to make sure they have been submitted.
If using a “+” or a “-* do not put a space in between the letter grade and the symbol.
If you give an “I", you must include an expiration date. Once that date has passed the grade will become an “E”. In order to
change the “I” or the “E” grade, you will need to complete, sign and submit a grade change form to Room 100J or the

Welcome Center (Student Assistance Counter).

If any grade codes are entered incorrectly, you will get an error message on the specific grade. All errors must be fixed or
cleared before clicking the submit button.

To change a student’s grade from Audit to Credit, please complete a Grade Change Form and submit it to Room 100J or the
Welcome Center (Student Assistance Counter).

If you have any questions, please call

Jean Roberts, Dean of Academic Services and Registrar at 231-777-0519 or email jean.roberts@muskegoncc.edu
Donna Warner, Records Technician at 231-777-0310 or email donna.warner@muskegoncc.edu
Don Bogema, LIFT Institute at 777-0264 or email at don.bogema@muskegoncc.edu.
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