
Entering Grades for an Academic Term 

 

Accessing Grade Entry: 

From the WOU Portal, click the Experience icon (located in top toolbar). Once in Experience, find the Faculty Services card 
and click Grade Entry: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



General Grade Entry: 

On the Grade Entry page, select the course to begin entering grades: 

 

 

 

 

 

Once a course is selected, the list of students will appear at the bottom of the page. Use the drop-down menu to select the 
Final Grade for each student. Please note, the page displays 25 results at a time. For larger classes, remember to click 
through to the next page of results: 

 

 

 

It is recommended to save as you go: 

 

 

 

 

 



Entering NC or F Grades: 

If a student is assigned a grade of “NC” (undergraduate classes) or “F” (graduate classes), the student’s Last Attend Date is 
required: 

 

 

 

 

 

 

 

The Last Attend Date must be between section start and end dates. Please leave the Hours Attended field blank. 

 

Entering Incomplete Grades: 

If a student is assigned a grade of “I”, an Incomplete Final Grade is required. Once an “I” is entered in the Final Grade drop-
down menu, a new tab opens for you to enter the Incomplete Final Grade: 

 

 

 

 



The Incomplete Final Grade is the grade the student would receive if no further work were submitted. Please do not update 
the Extension Date field:  

 

 

  

Once an Incomplete Final Grade is entered and saved, you can toggle back to the class list to continue entering grades by 
clicking the Roster tab: 

 

 

 

 

 

Once all grades are entered, click the Save button: 

 

 

If all grades were entered successfully, you will receive a green success message in the upper right corner: 

 



When you refresh the page, the course will show as Completed in the Grading Status column: 

 

 

 

 

 

If there are still grades missing, the course will show as In Progress in the Grading Status column: 

 

 

 

  


