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Online Grade Rosters 
This guide outlines the process for faculty to enter grades online using  myCSUSTAN Faculty Center 
for Fall 2008 and beyond. 

Grade Rosters are available from the faculty center as soon as Enrollment Services has opened 
the grading cycle.  From the grade roster you can: 

• Enter grades online 
• Download your grade roster to Excel 
• Print the grade roster 

 
Grade Roster 
 

 

 

 

 

 

 

 

 

 
 
• Select the Faculty Center option 

under Self Service. 

• Grade rosters are available only 
after Enrollment Services has 
created them near the end of the 
term. 

• Select the Grade roster icon next 
to the desired class section to 
begin entering grades. 

 

 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Use the drop-down list to select  
the grade you wish to assign to 
student. 

• When you are done entering 
grades, click on SAVE button. 

• Leave the Approval Status as Not 
Reviewed until you complete 
entering grades for all students. 

• You may SAVE and leave this 
page at any time and return to 
complete entering grades.  Once 
you change the Approved 
Status to Approved, you will 
not be able to change the 
grade since the grade then 
becomes final. 

• You will be prompted by various 
messages reminding you that  
the grade roster is complete, etc. 

• You can download the grade 
roster by clicking on the icon. 

 
  

Click on Grade roster icon 
next to the desired class 

section to begin the process 

 

Leave Approved Status as Not 
Reviewed until you have completed 

entering grades for ALL students. 

Download

Save 
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• Once you have entered grades 
for ALL students, select Approval 
Status as Approved and click 
on SAVE.   Once approved, then 
grades will become part of 
student record and you will not 
be able to change grades online.   

• Once you change the status to 
Approved, and click SAVE, you 
will receive a message 
reminding you that it’s final.  
See example on this screen. 

• You can download the grade 
roster by clicking on the 
download icon. 

 

  

 
 
 
 
 
 
 
Note:  Don’t forget to Sign Out from the system 
 
 
 
 
 

Once you have completed entering ALL 
grades, select status as Approved so that it 

is recorded on the student record 

 


