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WebAdvisor grading hints

To help avoid those mysteriously disappearing grades
· Give every student a grade – do not leave any students without grades

· Do not use plus or minus signs – only A, B, C, D…

· Only give grades as defined in Southwestern’s 2009/2010 catalog, or 
refer to the Grading Instructions memo.  
But please do not grade with “Y”, “W”, or “X”. – We know who you are!
· “I” grades require the “I” and the student’s CURRENT GRADE AND the date the completed contract is to expire.  Grade “IF” expiration date “06/12/11” for example.
See the Grading Instructions memo for a better explanation.

· Do not enter a date under the expiration date column unless you are grading with an incomplete grade.  So do not use this column as a “last day of attendance”.

· We have a new column for last day of attendance.  Please enter six digit dates for the students who stopped out before the term ended.

· Grade your classes quickly to keep WebAdvisor from “timing out”.

· After you enter your grades and hit submit, you will see a grade confirmation form.  Double check your entries.  You may screen print them – just in case – and send the screen prints to the division director’s secretary.  You can also screen print into an email to save paper.
· If your computer is too slow and cannot load WebAdvisor properly, use another computer on campus.  Refer to the Grading Instructions for alternatives.

· Most importantly - Having problems?  Don’t give up - Please call Rocky Lavoie, Ext. 7425 or Shawn Liggett, Ext. 7221.  We are here to help!
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