Nashville State
Community College

Instructions for Entering Grades via MyNSCC
(Self- Service)

Step #1: From the Nashville State home page,
click on the “MyNSCC” link under the
Faculty & Staff heading.
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Step # 2: Enter your A number and password in
the space provided and the click on the
“Login” button.
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Step # 3: Click on the “My Self Service”
tab at the top of the screen.

¢= SunGard Higher Education - Windows Internet Explorvr
Gg';a ~ |21 repsiiimy nsce edujrender . userLayoutRactNode. UPNE_roct—roct |[><] [Live search
P o [a SunGard Higher Education Lt B S | d=h - [ Page - F Tools -

Welcome Melissa K Pauley Content Layout My Account
Oniine courses  Elaamin T Logout

HOME | CAMPUS LIFE | MY SELF SERVICE

e to myNSCC

« Campus Calendars To access your online courses, click NS Online Courses in top right menu There are no
- catalogs announcements
e e e Click the My Seif Service tab above lo access your registration, financial aid,
= grades, and many other senices
Directory . [
e Institutional Researc Flease remember the password you created when you first logged in as well
< "R‘,D’akr'f e as your old six digit PIN. e Locations and Maps
- orktor The PIN that you currently use to logon to campus computers will remain the « Safety and Security
« Instructional Senvices same. « Parking Regulations

= Quality Matters

. CSD
= Eprint
= Holiday Schedule

Error Report

tuZ6I1n3S
rencountered problem while trying to complete rendering

Message
rror type:General arror (code O
Problam type
B Facebook Error_message:Ganeral channel rendering failure.

(E] twitter = =
&8 vouTube

@ Linkeain

Jobs at NSCC Ask a Question Consumer Information

& Internet F100% -

Step # 4 Click on the “Faculty Services”
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Step # 5: Click on “Final Grades”.
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Step # 6: From the drop down box, choose
the term to be graded and click “submit”.
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Step # 7: From the drop down box, choose
the course to be graded and click “submit”.
You can also enter the CRN directly.
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Step # 8: The Final Grades page lists the course
information as well as all students who are/were
enrolled in the course.

From the drop down box, choose the appropriate
grade for each student. Please note, + and — grades
are not allowed. Only valid grades for the course
will be available via the drop down list.

If a student has withdrawn from the class, a “W” grade
will appear in the grade field for that student.
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Step # 9: Click on “submit” once all students have
been graded.
=2

crosoft Internet Expl

e Edit  Wiew Favorites Tools  Help

Qo - © - [H Bl @] Ot Prrmone: @ | (-2 B - LA S

Address [5] hetpstjensss nsce . edu:902SpIsf TSTR/bwIkFFgd . P_FacFinGrd ~] so Links >

Course Information

English Composition I - ENGL 1010 800
CRMN: 51676
Students Registered: E]

A Please submit the grades often. There is a 20 minute time limit starting at 11:20 am on Dec 05, 2007 for this page.

Final Grades

Record sStudent i Credits Registration Status Grade Rolled Last Attend Date Attend Registration

Number Name MM A DD Y Y Hours Number
0-999.99

1 2.000 Registered by [ [ |1

Campus Personnel

Dec 05, 2007

= 3.000 Registered by |ooz4azo07 Il |2
Carmpus Personnel

Dec 05, 2007

= 3.000 Registered by [ [ |3

Campus Perscennel

Dec 05, 2007

A Please submit the grades often. There is a 20 minute time limit starting at 11:20 am on Dec 05, 2007 for this page.

Betiirm to Previo s
<

2 & Internct

*Please note that there is a 20 minute time limit

on this screen. After 20 minutes of inactivity, the
system will log you off. If this occurs, login and go
back to the Final Grade screen to continue grading the
course.
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Step # 10: Now that you have submitted your grades for the
class, they will be part of the students file. Students
will be able to view their grades via myNSCC once the
Records Office has rolled grades to Academic History. The
Records Office will begin the grade rolling process once grading
has begun for each part of term of each semester.

*Note: Once a grade has been rolled to history, you will not be able to
change it via MyNSCC. You will need to submit a Change of Grade form to
the Records Office for us to make the correction. You can find the Change of
Grade form in Public Folders.

Step # 11: You may now click on “Return to Previous”
to grade another course.
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Please ignore the following messages if received when
grading a student with an “FA/FN” grade via MyNSCC:

4R Grade changes you made were saved successfully; however, Last Date of Attendance
updates made on this page will not update the Attendance Page at this time.

& The student has not withdrawn from the class.

Faculty will receive a reminder email from the Records Office
concerning grading deadline dates. These email reminders will be
sent to your NSCC email address. We ask that you check your NSCC
email regularly. Please contact your department secretary for help
logging into your NSCC email account.
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