


 

 
 

 

 

 

 

4. Select a student from the Enter Grades section located below the course list. 
5. To report initial non-attendance at the beginning of the term OR at midterm grade entry, be sure to use the 

Midterm Grades tab. Select the N grade from the Midterm Grade dropdown box. To record as a final grade 
for the term, use the Final Grades tab and Final Grade dropdown box.  

6. Enter the last date of attendance in MM/DD/YYYY format in the Last Attend Date field or select the date from 
the calendar (F9 or double click in the field). 
If the student never attended, enter the current term start date as the last date of attendance. 
Use caution to make sure grades are entered for all students on all pages (reference Per Page section). 

7. SAVE. Save frequently! 

   30 minutes of inactivity will automatically log out and cause any unsaved changes to be lost. 
 


