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Introduction 
 

This guide outlines the process for faculty to enter grades online using the myStanState Faculty 

Center in PeopleSoft. 

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 
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Navigating to PeopleSoft 
 

The Online Grade Rosters are accessible from within PeopleSoft. You can navigate to PeopleSoft 

using the links found on your myStanState dashboard. 

Using your preferred internet browser, navigate to my.csustan.edu and log in using your Stanislaus State 

credentials. You will be prompted to log in using Multi-Factor Authentication (MFA). For more 

information or help with issues involving MFA, please contact OIT. 

 

Upon logging in, you will see your Employee Dashboard. Scroll down and locate the box within 

your Employee Dashboard with the header labeled PeopleSoft. Within the Peoplesoft box will be 

a header labeled PeopleSoft Single Signon. Click the link below this header labeled MyStanState 

Student Center to navigate into PeopleSoft. 

  

 

Note that the PeopleSoft link will open a new tab or window. If you have a pop-up blocker, you 

may need to disable it in order to allow the window to open. You may also be prompted to log in 

again with your Stanislaus State credentials.  
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Navigating to the Grade Roster 
 

Once logged into PeopleSoft, you will land on your Instructor Homepage. Click the tile on the left 

labeled Classic Home to access the Faculty Center. 

 

For more information on navigating the Homepage and Nav Bar, please refer to the Fluid Nav 

Campus Guide. 

From your Faculty Page, you can access your class schedule, class roster, and grade roster. Click 

on the link labeled My Schedule to select a class whose grade roster you want to access. 

 

https://www.csustan.edu/enrollment-services/fluid-nav-campus-guide
https://www.csustan.edu/enrollment-services/fluid-nav-campus-guide


Online Grade Rosters | Page 5 of 8 
Revised 7/18/2023 

 

Double check the term in which you are working. If the term displayed near the top of the My 

Schedule area is incorrect, select Change Term to adjust your term as necessary. 

 

Locate the class section whose grade roster you want to access on your Teaching Schedule and 

select the Grade Roster Icon to the left of the class section.  
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Inputting Grades 

 

 

1. Approval Status 
While you are still inputting the grades for your students, leave the Approval Status at the Not 

Reviewed drop-down menu option until grades have been entered for ALL students. 

Attempting to change the Approval Status prior to all grades being entered will result in an error 

message. 

2. Grade Selection 
Use the drop-down list to select the grade you wish to assign to each student. 
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Note: students that receive an Incomplete “I” grade require an Incomplete Grade Agreement to 

be filled out. For more information on the Incomplete Grade Agreement, please see the 

Incomplete Grade Agreement guide. 

3. Print Roster 
Click on the Printer Friendly Version link to print out a copy of your grade roster. 

4. Saving 
You may Save and leave this page at any time by clicking the Save button at the bottom of the 

page. If properly saved, you can retain your progress to complete entering your grades at another 

time.  

Saving using the button at the bottom of the page will prompt a reminder message to verify your 

Grade Roster and input grades for all students. 

 

Click the “OK” button to proceed with saving. 

  

https://www.csustan.edu/sites/default/files/groups/Campus%20Training%20%26%20Professional%20Development/chrs/incomplete_grade_agreement_bpg_dec2022_1.pdf
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Submitting Grades 

 

Once you have entered grades for ALL students, select Approved from the Approval Status drop-

down menu and click on the save button within the Grade Roster Action section. 

 

 

Upon saving, you will receive a message confirming your grade submission for this class section. 

Once approved, the grades will become part of the student record. For information on changing 

grades online, please refer to the Online Grade Change Process Guide. 

https://www.csustan.edu/sites/default/files/groups/Campus%20Training%20%26%20Professional%20Development/chrs/grade_change_mod_bpg_dec2022.pdf

