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Entering Grades 

Mandatory Fields 

Course Type: 
Undergraduate/Postgraduate 



Entering Grades (Normal Courses) 

Print students list with grades 
and status (W/WF/WA) 

Empty Status means 
active student 

Exam Absent records 
(F) by default when 
the record is saved 

Grades List 

Save individual records 



Entering Grades (Normal Courses) 

Save All Records within 
current page 

This warning ask the user to save 
before moving to the next page. 
Second pages will open for sections 
with more than 100 student. 

Submit the grades to Head of 
Department for Approval 



Entering Grades (Normal Courses) 

If not all grades are entered this message will be displayed 
when the send button is clicked 



Entering Grades (Normal Courses) 

Save Buttons Disabled, waiting for HOD approval 



Entering Grades (Training Courses – 
S/U)  

S/U List 



Entering Grades (Project with 
Incomplete Grade) 

(I) grade is handled as status, and this page displays only active status, so 
when saving - the student record will move to the incomplete page. 

Avoid Entering (I) and grade for the same student -  
it will give an error when saving 



Entering Grades (Search for inactive 
status) 

Search for (W) students 



Entering Grades (Grades Approval 
Process)  

When the request is rejected by the Head of Department you will 
see this message and all save buttons will be enabled again 



Entering Grades (Grades Approval 
Process)  

This Message indicates that the grades are officially approved by both 
Head of Department and Dean of Registration 


