
  

How To’s in Ellucian Self-Service: 

FINAL Grades 

      
 

 

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

 

• Select Faculty from the Self-Service landing 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.  

 

• The class section selected will appear   

Click the tab labeled Grading 

 

• 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/
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Sign-In Page 

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

 
 

Landing Page - Select Faculty 

 
 

https://myaccount.highpoint.edu/
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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.  

 

 

 

Class Section Details Overview Grading Page   

Click the tab labeled Grading 
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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.)  

 

 
 
 
 
 
 
 

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 
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Class Section Details FINAL GRADE Page (cont.) 

Note: You will be asked to confirm grade posting 
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FAQ’s 

• How do I issue an INCOMPLETE GRADE? 
When an Incomplete Grade is deemed necessary simply select “I”.  In addition to the grade of “I”,  

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”. 
 

 

 
• 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.  

• 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. 
 

 
 

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

Brooke Lutz – blutz@highpoint.edu   

mailto:blutz@highpoint.edu

