HOW TO RECORD GRADES IN CARDINAL STATION
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Select “Student/Faculty Self -Service’
from the My Menu box.
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Student emn Self-Service
Instructors click here to view your class rosters and erter grades. Advisors click he
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Thiz link takes you to the Student AdminiztrationHuman Resources 8.0 system.

1% This document describes how to navigate through
Cardinal Station &= & functional user.
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2005-2006 Academic Calendar
Click here to view the 2005-2006 Academic Calendar.

Station developed specifically for aur faculty users.
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Log on to Cardinal Station. Select “Student/Faculy Self-Service” from
the My Menu box in the upper left hand corner the sreen.
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"""""""""""""""""" [l Select “Instructor” from
the My Menu box.
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Course Catalog

‘j'} Thiz link lets you see the full course
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Qgga This link lets you see the complete

= schedule of claszes.
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Select “Instructor” from the My Menu box in the upper left hand
corner.



Select “Record Grades”
from the My Menu box.

Select “Record Grades” from the My Menu box.



Select the Term, in this
example “Fall 2005.”

Select the Term, in this example “Fall 2005.”



Select the “Course Title, in thig
case “Professional Ethics” for
which the grades will be

Select the Course Title, in this case “Profession&thics” for which the
grades will be inputted.



Ensure the Final Grade
appears in the Roster Type
box. Then scroll down to the
students’ name on the Rostef.

Ensure the Final Grade appears in the Roster Typedx. Scroll down to
the students’ name on the Roster.




Record the appropriate grade in the
Grade Input on the same line as the

students’ name.

Complete the input and hit
the “Save” button on the

Record the appropriate grade in the Grade Input boxon the same line

as the students’ name.
Complete the input and hit the “Save” button on thebottom of the page

when done.



