Faculty Recording Final Grades and

Change of Grades in PeopleSoft

Faculty receives an email notification from the Registrar or designee when grade rosters
become available, typically one week before the session end date.

Final grades must be entered in the Faculty Grade Roster in PeopleSoft Campus

Solutions.

Accessing PeopleSoft

1. Gotothe FCC Faculty and Staff website: https://www.frederick.edu/faculty-
staff.aspx.

2. Select Faculty & Staff, then click the Student Records (PeopleSoft) icon.

3. Login using your network username and password (same as email).

o Foraccessissues, contactthe IT Service Desk.

o Do notwait until the last minute to check your PeopleSoft Campus Solutions

access.
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Entering Final Grades

Faculty Center
This tile connects you to the Faculty Center screen with all its functions. You can access your schedule, class roster,

grade roster, and attendance roster.
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In FCC Faculty Center, select the appropriate term.
2263 = Spring 2026

2265 = Summer 2026



Click the Grade Roster icon next to the course.
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1. The Grade Roster icon appears approximately one week before the session end
date.
2. Verify all students are visible.

o Ifnot, select View All to display the full roster.

If you do not see all your
students on your grade
roster, check the number on
display, i.e., is the roster
showing 20 students of 20. If
not, select the View All to
expand the view to show all

/ students.
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Last Day Attended (LDA) Requirements

A Last Day Attended (LDA) is required when assigning the following grades:
e F
e AU

LDA Guidelines:
o The LDA mustreflect the student’s last date of academic activity, not just a login.
o The LDA may not occur during a college break or holiday.

e Ifthe student attends through the end of the course, use the last date of the
session.

o Ifthe student never attended, enter one day before the session start date.

Audit (AU) Grades
e The grading basis will be AUD. Faculty must enter the AU roster grade.
e AU should be the only grade option.
e AnLDAisrequired.

o Ifthe student never attended, record the LDA as one day before the session start
date.

e Ifthe student attended through the end, use the session end date.
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Submitting Grades

1. When all grades and required LDAs have been entered, set the Approval Status to
Approved.

2. Select Save.

o Theroster may be saved at any time prior to approval.
3. Ifanerroroccurs:

o Change the status back to Not Reviewed.

o Verify all grades and LDAs are entered.

o Reapprove and save.

4. A copy of the roster may be printed using Printer Friendly Version.
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o To return to Faculty Center and class list, select Faculty Center tab or
Change Class button.

Faculty Center Sparch

My Schedule | Class Roster | Grade Roster | Allendance Rosier
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2020 Spring | 15~week Regular Session | Frederick Community College | Undergraduate /
- Change Class

ESCI 223 - TB1 (4437)

Microbiology for Allied Health (Lecture)

Updating Grades After Submission
o Before grades are posted by the Registrar:
1. Change the Approval Status to Not Reviewed.
2. Update the grade.
3. Setthe status back to Approved and Save.
o After grades have been posted by the Registrar:
o Submitthe Change of Grade Form using the link.

o A Change of Grade form must be submitted for each individual student.


https://app.perfectforms.com/PresentationServer/App.aspx/Play/C8CmgAYk?f=C8CmgAYk

Additional Notes
e Faculty cannot assign W grades.

e Decisions related to incomplete grades must follow the Academic Standards

Policy.

e Students may view their grades once the Registrar posts them and the roster status

shows Posted.
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