How To’s in Ellucian Self-Service:

FINAL Grades

e Log-in to https://myaccount.highpoint.edu/

e Select Faculty from the Self-Service landing page

e Select the Class Section you wish to grade from the page below
NOTE: Be sure to choose the correct Class Section under the correct Academic Term.

e The class section selected will appear
Click the tab labeled Grading

e An Overview of the Grading tab will appear.

Click FINAL GRADE
NOTE: Ensure the FINAL GRADE tab is chosen, NOT Midterm tab

The FINAL grading screen will appear

Choose the appropriate letter grade to record via the dropdown
box.

DETAILED SCREEN SHOTS LISTED BELOW


https://myaccount.highpoint.edu/

Sign-In Page
Log-in to https://myaccount.highpoint.edu/

@ StuentPlanning . TEST- STUDENTPL WebAdvior @ COL SE. @ TEST-COUFAGUE. @ Informer Reporting @) PASSPORT ) Worldy highpoint

wbm HiGH PoINT UNIVERSITY

ENTER YOUR HPU LOGIN
CREDENTIALS
hitps:/imyaccounthighpoint.edul

CLICK "SIGN IN"

o @ COUBAGUE-USE. @ TEST

£, vbobbitt @ Help

> signout

LANDING PAGE

TO ENTER FINAL
GRADES

Hello, Welcome to Colleague Self-Service!

Choose a category to get started.

CLICK FACULTY

ent Finance
ew your latest statement and make a payment online,

o @ Advising

oS alzlog Here you can access your advisees and provide edback on their academic planning
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https://myaccount.highpoint.edu/

Faculty Overview Page

Select the Class Section you wish to grade from the page below
NOTE: Be sure to choose the correct Class Section under the correct Academic Term.

x +
r ®
B Biaciboscd (B) @ Student Planning TEST E - USE. © TEST-COUEAGUE. @ informer Reporting @) PASSPORT Workdoy highpoint @ Directory Advising
wdm HiGgH PoINT UNIVERSITY & vbobbitt (3 signout @ Help

FACULTY OVERVIEW PAGE

TO ENTER FINAL GRADES

Manage your courses by selecting a section below

CLICK THE CLASS SECTION

Class Section Details Overview Grading Page
Click the tab labeled Grading

: »

thoord (8] @ Student Planning TEST - STUDENT PL WebAdvior @ COUEAGUE-USE. @ TEST-COLLEAGUE. @ informer Reporting @ PASSPORT Worlday highpomt @ Directory Achwing

= wdm HicH PoINT UNIVERSITY 8 vbobbitt (> signout (D Help

Section Details
/ CLASS SECTION DETAILS PAGE

TO ENTER FINAL GRADES
PSY-2000-05: (S)introduction to Psychology CLICK GRADING

Seats Available 0 of
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Class Section Details Overview Grading Page
Click FINAL GRADES

NOTE: Ensure the FINAL GRADES tab is chosen, NOT Midterm (you will be able to quickly view the midterm grade that was assigned.)

mdsm HIGH POINT UNIVERSITY

Section Details

Pl PSY-2000-065: (S)Introduction to Psychology

raduate CLASS SECTION DETAILS
OVERVIEW GRADING PAGE

TO ENTER FINAL GRADES

CLICK FINAL GRADES

Class Section Details FINAL GRADE Page
Choose the appropriate letter grade to record via the drop down box.

When finished entering FINAL GRADES, CLICK the button

mdm H1GH POINT UNIVERSITY

- PSY-200 5: (S)introduction to Psychology

c
CREDITS

ST GRADES BUTTON

UNLIKE MIDTERM
GRADING, THE FINAL
GRADE TAH CONTAINS A

POST GRADES BUTTON.
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Class Section Details FINAL GRADE Page (cont.)
Note: You will be asked to confirm grade posting

mdim HiGH POINT UNIVERSITY O vbobbitt (> Signout (@ Help

DailyWork * Faculty - Faculty Overview

Section Details

< Back to Courses

PSY-2000-05: (S)Introduction to Psychology

2020 Spring Undergraduate
High Point Campus

M/W/F 2:00 PM - 3:10 PM

1/13/2020 - 5/7/2020

Stout School of Education, 257 Lecture

Seats Available 0 of 32 2
Confirm grade posting

Roster Grading

Overview Final Grade Midterm

7 ]
Student Name ~ studentiD $  Final Grade {  Expiration Date { | ClassLevel C  Ccredits
1466160 Freshman 4
1 v 12/18/2020
1687975 Freshman 4
c+ v M/dfyyyy
1683425 Freshman 4
8 i W/dryyyy
1782303 f i Freshman 4
AU v M/dhyyyy
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FAQ'’s

® How do lissue an INCOMPLETE GRADE?

When an Incomplete Grade is deemed necessary simply select “I”. In addition to the grade of “1”,
the system will require an enforceable EXPIRATION DATE.

NOTE: The date entered will “expire” the day following. The day following the expiration date, the system will
automatically “translate” the grade of “I” to a final grade of “F”.

wedm HiGH POINT UNIVERSITY

INCOMPLETE GRADES

e How long do I have to submit grades using Self-Service?

Not long... If you remain idle for too long (approximately 3-5 minutes) the system will log you out.

e I have Seniors who are graduating and I need to submit their grades early. Can I enter some

grades, click the Post Grades button, and still be able to log-in at a later time to enter the
remaining grades?

Yes! As long as you see the drop down box, final grades can be submitted. Once the Post Grades
button is clicked; you lose the ability to make any changes.

Brooke Lutz — blutz@highpoint.edu

For questions regarding Self-Service grading, please contact the Academic Records Manager located in The Office of the University Registrar.
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