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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. 
  

 
    
         

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.  

 
 

 
 
                                                                     
           

Step # 4 Click on the “Faculty Services” 
                tab.  
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Step # 5: Click on “Final Grades”. 

 
 

                                                                                                 
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. 

                                
 

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If a student has withdrawn from the class, a “W” grade 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. 

 
 

*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. 

 
Please ignore the following messages if received when 
grading a student with an “FA/FN” grade via MyNSCC: 
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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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