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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 “LOG IN.” 

 

 
 

2. Next, enter your “User ID” and “Password,” in the spaces provided.  
Then, click “Submit.” 
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3. From your “WebAdvisor” main menu, select “Faculty.” 
 

 
 

4. Under “Faculty Information,” choose “Grading.” 
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5. From the drop-down menu, select the current term and click “Submit.” 
 

 
 
 
6. If you are reporting midterm grades, at the top of the next page, select 
“Midterm/Intermediate” from the drop-down menu. 
 
Note: This process is the same for both Midterm/Intermediate grading and for Final 
grading. We will work through Midterm/Intermediate grading in this tutorial. The steps 
are the same when completing final grades, simply select Final from the drop-down menu. 
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7. Then, select the radio button next to the course for which you want to submit your grades 
and click “Submit.” 
 

 
 

8. The “Midterm Grading” page will open. Go to column “Midterm Grade” and enter the 
midterm grade for each student in your course.  
 
Note: If a student is receiving an “F” as a grade, please enter the last day they attended 
the course in the “Last Date of Attendance” column. 
 

 
 

http://www.indianhills.edu/


©Indian Hills Community College | www.indianhills.edu | Page 5 of 7 

 

9. When you have finished entering the grading information for each student in the course, 
click “Submit.” 

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

you entered is correct. 
 

Note: You may go back into a course multiple times and update this information until the 
grading period closes. 

 
 

 
 
 
 

http://www.indianhills.edu/


©Indian Hills Community College | www.indianhills.edu | Page 6 of 7 

 

11. Print a copy of the grade report for your records and one for your departmental office, if 
necessary. To print, select “File,” then “Print” in your web browser.  

 
12. Finally, click “OK.”  
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Note: When you have completed entering your Midterm/Intermediate grades, you will 
need to sign one copy of the printed confirmation sheet and submit it to your 
Departmental Office.  
 
When you have completed entering your Final grades, you will need to sign and submit 
the printed confirmation sheet along with your Grade Center Grade Report from MyHills. 
 
For more information on how to complete a Grade Center Grade Report, see the tutorial 
titled Grade Center: Grade Report in the MyHills tutorial section. 
 

 
Office of Online Learning  

 
Looking for more computer tutorials? Please visit: www.indianhills.edu/tutorials. 

 
For further information about deregistration attendance reporting or the STAR process in 

general, please contact the Office of the Registrar: www.indianhills.edu/registrar. 
 

For further assistance on this topic or other technical issues, please contact the IT Help Desk 
Phone: (641) 683-5333 | Email: helpdesk@indianhills.edu | Web: www.indianhills.edu/helpdesk 
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