INDIANHILLS

B N coMMUNITY COLLEGE

Computer Tutorial:
Grade Reporting in WebAdvisor

Purpose:Each term, all full-time and part-time faculty are required to report midterm and final
grades for each student. This process is done through WebAdvisor.

1. First, from the “WebAdvisor” home page, select®* L OG | N. ”

L., INDIANHILLS |
Il COMMUNITY COLLEGE LOGIN MAINMENU | CONTACTUS

Continuing Education

Welcome Guest!

Prospective Students

WebAdvisor gives students and staff secured access to our S

database. il Students
NOTICE: If you have trouble logging in, try your seven i

digit ID number + "Az" as your password. An example i Facuity

is 0123456Az. : _

You can find your student number by using the
"What's my User ID?" link under “Log In Help".

LOg 1N or select from the menu on the right.
Log In Help

Apply to Indian Hills
Indian Hills Home

Registration Instructions

LOG IN MAIN MENU CONTACT US

WebAdvisor;..

POWERED BY ellucians

2. Next, enter your “User ID” and “Password,” in the spaces provided.
Then, click® Submi t . ”

I.{\ INDIANHILLS

COMMUNITY COLLEGE MAIN MENU

CONTACT US

Welcome Guest!

Username |jmemor

Password Iooooooooo -

Hint |
\ e

MAIN MENU CONTACT US

WebAdvisor;.:

POWERED BY elluciane
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3. From your “WebAdvisor” main menu, select “ &culty.

I{\ INDIANHILLS

COMMUNITY COLLEGE CHANGE PASSWORD || LOGOUT || MAINMENU. || CONTACT US
Welcome Jordan!

WebAdvisor gives students and staff secur:
database. Students

NOTICE: If you have trouble logging in, try your seven

is 0123456Az.

You can find your student number by using the Employees

“What's my User ID?" link under "Log In Help".

LOg iN or select from the menu on the right.
Log In Help

Apply to Indian Hills
Indian Hills Home
Registration Instructions

CHANGE PASSWORD LOG OUT MAIN MENU CONTACT US

WebAdvisor; .

POWERED BY ellucians

4. Under®* Facul ty Ichobse“Gmadingi”"on, ”

—I\ INDIANHILLS

COMMUNITY COLLEGE CHANGE PASSWORD

FACULTY - WEBADVISOR FOR FACULTY MENU

Faculty Information

ass Roster
Grading

earch for Sections

My Class Schedule
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5.

6.

From the drop-down menu, select the current termand click® Su b mi t .

I{\ INDIANHILLS

COMMUNITY COLLEGE CHANGE PASSWORD || LOG OUT || MAIN MENU

FACULTY

Grading

=lect = te gle range to restrict your class list
Spring Term 21

End Date

Tem q
Start Date I

SUBMIT

CHANGE PASSWORD

LOG OuT MAIN MENU

If you are reporting midterm grades, at the top of the next page, select
“Mi dt er m/ | nftoa thedegldovantment.

Note: This process is the same fbpth Midterm/Intermediate grading and for Final
grading. We will work through Midterm/Intermaliate grading in this tutorial. The steps
are the same when completing final grades, simply select Final fromdhop-down menu

I—I\ INDIANHILLS

Z
.4

COMMUNITY COLLEGE CHANGE PASSWORD | LOGOUT = MAIN

FACULTY

Grading

Final or Midterm/Intermediate Grading || Midterm/Intermediate Vv h

Choose One Class Name and Title Start Date End Date Bldg Room Meeting
Ol MAT*040*G01 Basic Mathematics 082817 | 111547 | WWW | wiww.

O MAT*762*02 Technical Math for Industry 0812817 1115/17 | ATCM | 118B 05:00PM -

SUBMIT

CHANGE PASSWORD LOG OUT MAIN K-,

5 AL | LT ety 4
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7. Then, select the radio button next to the course for which you want to submit your grades
andclick® Su h mi t

-I\ INDIANHILLS

COMMUNITY COLLEGE CHANGE PASSWORD | LOGOUT | MAIN

RV

{

. *

Grading f

>

Final or Midterm/Intermediate Grading IMidtermllntermediate Vl )
Choose One Class Name and Title Start Date End Date Bldg Room Meetin ‘I’
® 'MAT*D40°G01 Basic Mathematics oozt | osmim W [ v ;
MAT*762%02 Technical Math for Industry 02/24/21 05/31/21 ATCM | 1198 | DS:00PM (!‘

' =

4

{

MAIN M,

SUBMIT

CHANGE PASSWORD LOG OUT

8. The “Midterm Grading” page will open. Go to column “Midterm Grad€ and enter the
midterm gradefor each student in your course.

Note: If a studentis receivingan“F’ as a grade, please enter the last day they attestti
the course in the'Last Date of Attendancecolumn.

I{\ INDIANHILLS

COMMUNITY COLLEGE

Midterm Grading

Class Name MAT*762*02
Title Technical Math for Industry
Location Ottumwa Campus
Term Spring Term 21
Instructor

Jordan Mentor

Cross-listed courses are included for grading.

Student 1D Status || Midterm Grade J| Last Date of Attend Never Attended Class Credits CEUs Cross-Listed Secti
Cooper, Sheldon 0374401 | N I I [ID FR 3.00

winkle, Leslie | 0413228 | N V2/01121) O FR 3.00
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9. When you have finished entering the grading information for each student in the course,
click® Submi t . "

I_{\ INDIANHILLS

COMMUNITY COLLEGE

FacuLTy

Midterm Grading

Class Name MAT*762°02

Title Technical Math for Industry

Location Ottumwa Campus

Term Spring Term 21
Instructor

Cross-listed courses are included for grading.

Student 1D Status Midterm Grade Last Date of Attendance Never Attended Class Credits CEUs Cross-Listed Section

0374401 | N O FR 3.00

FR 3.00

Cooper, Sheldon
winkle, Leslie | 0413228 | N oo || O

10. The “Grading Confirmation Form” page will open. Please double-check that the information
you entered is correct.

Note: You may go back intacoursemultiple timesand update this informationuntil the
grading period closes.

INDIANHILLS

COMMUNITY COLLEGE

Grading Confirmation Form

Class Name MAT*762%02
Title Technical Math for Industry
Location Ottumwa Campus
Term Spring Term 21
Instructor

** Your changes have been saved. Modified records are shown below **

Student ID Status Midterm Grade Last Date of Attendance Never Attended Class Credits CEUs Cross-Listed Section

Cooper, Sheldon [ 0374401 [ N [a | | | 3.00
[ |

[Winkle, Leslie | 0413228 [ 0 [a | |
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11. Print a copy of the grade report for your records and one for your departmental office, if
necessary. To print, select® F i thema’, P r iingolur'web browser.

Edit View Favorites Tools

New tab Ctrl+T
Duplicate tab Ctrl+K
New window csN ITY COLLEGE CHANGE PASSWORD || LOG OUT || MAIN MENT
New session

Open... Ctrl+0
Edit

Save

Save as. Grading Confirmation Form

Close tab

Page setup... *02
Print... Ctrl+P | for Industry

Campus
h 17

Print preview...

Send

Import and export...

E hanges have been saved. Modified records are shown below **
Properties

Exit

12. Finally, click® OK . ™

I_{\ INDIANHILLS

COMMUNITY COLLEGE

Grading Confirmation Form

Class Name MAT*762702
Title Technical Math for Industry
Location Ottumwa Campus
Term Spring Term 21
Instructor

Jordan Mentor

** Your changes have been saved. Modified records are shown below **

Student D Status Midterm Grade Last Date of Attendance Never Attended Class Credits CEUs Cross-Listed Section
Cooper, Sheldon | 0374401 | N A
[Winkie, Leslie | 0413228 | N A |
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Note: When you have completed entering yoMidterm/Intermediate grades, you will
need to signone copy ofthe printed confirmation sheet and submit ito your
Departmental Office.

When you have completed entering your Final grades, you will need to sign and submit
the printed confirmation sheet along with gur Grade Center Grade Report from MyHiills.

For more information on how to complete a Grade Center Grade Report, see the tutoria
titted Grade Center: Grade Report in the MyHlills tutorial sen.

Office of Online Learning

Looking for more computer tutorials? Please wsitw.indianhills.edu/tutorials

For furtherinformationabout deregistration attendancesporting or the STARocess in
general, please contact the @## of the Registrarwwww.indianhills.edu/registrar

For further assistance on this topic or other technical issues, please contéCiHbip Desk
Phone:(641) 6835333 | Email:helpdesk@indianhills.equwWeb: www.indianhills.edu/helpdesk
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