
Grade My Classes 
 

Instructors can access grade rosters for classes they are currently teaching, as 
well as classes already loaded in BroncoWeb that they are assigned to teach in 
future semesters.  

 
1. Sign into your Faculty Center and select the Grade Roster link.   
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2. The grade roster for the selected course opens.  
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3. Instructors can record and submit grades for their classes anytime up to 
the on-line grading deadline.  
 
→ Enter grades in the Grade Input field. Note: Use the Tab key to move 
through fields or use the cursor to select each field. The Enter key does 
not work.  
 
→ Repeat grade entry for each student. Note: Save periodically to prevent 
loss of work. There is a Save button located above and below the Grade 
Input column.  
 
→ Instructors have the option to set a default grade. Enter a default grade 
and click add this grade to all students. Note: This will assign your entire 
class the same grade while still allowing you the ability to change 
individual grades.  
 

 

 
 

4. After saving you will be prompted to submit your grade roster. 
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5. Click Submit when grades for all students are recorded.  
 

 

 
 
 

6. A Submit Confirmation page will display. Select OK to submit your grades 
or Cancel to return to the grade roster. Note: Clicking OK will make the 
grades viewable to the students. 
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7. F Grades  
 
For Financial Aid purposes, you will need to complete additional 
information on students receiving a grade of ‘F’. If the student completed 
the course and earned a grade of ‘F’, check “Student Completed Course”. 
If the student earned an ‘F’ because they never attended class, check 
“Student Never Attended”. If the student earned an ‘F’ because they 
stopped attending class part way through the semester, input the date the 
student last attended.  
 
Incomplete Contracts  
 

 

If you assigned a student a grade of Incomplete enter the Incomplete 
Contract information. Note: the contract information is viewable by the 
student. The student will also receive an email notification that you have 
assigned them a grade of incomplete.  
 
Complete F Grades & Incompletes Contract page for all students and click 
submit. The word Submitted will display when the information has saved.  
 

 


