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To access WebAdvisor:
1. Open any internet browser (Netscape, Internet Explorer, etc.) and type webadvisor.mckendree.edu in the address line.
If you are logging in from a computer on McKendree’s campus, you may simply type webadvisor in the address line.  Log in using your network username and password.
2. Click on Faculty.
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To access your course(s) for grading:

1. Click on Grading.
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2. The Grading screen will appear.  You will be asked to select either a term or a range of dates to restrict your search.  NOTE:  You cannot type the term in, but must select it from the drop-down box.  You may have to scroll down to find the correct term.
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3. A list of all of the courses you are teaching during the selected term will appear.  You must select Final Grading from the drop down box and click in the Choose One box even if only one course appears.
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4. The Final Grading screen will appear.  You can scroll down to see all of the students.  Only currently enrolled students will appear.  
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NOTE:  You MUST submit a grade for every student who appears on this roster even if you think the student has dropped the course.  If they appear, they did NOT officially drop.  If you have questions about a student, please call the Records Office.  Do not assign a grade of W, WP, or WF to a student who appears on the roster.  If they stopped showing up for class, give them the grade they earned or a WW (withdrawn without permission).  Do not leave a grade blank, if the student has stopped attending class, give them a WW (withdrawn without permission).
To enter grades:

1. Place the cursor in the first box in the Grade column and enter the grade (you do not need to enter the grades in capital letters).  DO NOT PRESS THE ENTER KEY!!  The program assumes you are finished and ready to submit grades when you press the Enter key.  Press the Tab key twice to get to the next grade box.  Continue entering and tabbing until all of the grades are entered.  NOTE:  Do NOT enter an expire date, even if you assign a grade of Incomplete.
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VERY IMPORTANT NOTE:  Be very careful to enter ONLY grades that are allowed at McKendree.  If you accidentally type in an E instead of a D, the grade will not be accepted.  The same goes for A+, D+, and D-.  The program will allow you to enter the grade and submit it (as I did above), but you will get an error message after you submit.  It is wise to check the grades carefully after you have entered them, before you press the enter key or click Submit.

The following grades may be entered:  A, A-, B+, B, B-, C+, C, C-, D, F, I and WW.  For graduate courses only, a grade of IP (In Progress) may be entered.
2. When you have finished entering and checking grades, either press the Enter key or click the Submit button.

If you have entered an invalid grade, the Final Grading screen will reappear with an error message at the top.  It will tell you which grade was invalid and which student it was entered for.  Enter the  correct grade and Submit again. 
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When the grades have been entered and submitted properly, the following screen will appear.
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If you need to enter grades for more than one class, select the Grading option again.

TIMING OUT:  For security reasons, WebAdvisor is currently set to throw us out after we have been logged in for 30 minutes.  If you are entering grades when you time out, the grades will not be entered into the system even though they appear on your screen as if they have.  Please pay attention to how long you have been logged in, and exit and re-enter WebAdvisor if you’re getting close to the 30 minute limit.
To change grades:

1. Until the grades are verified, you can change the grade in WebAdvisor.  To change a grade you have entered, follow the above procedure, click in the grade box of the grade you are changing, and type in the new grade.  Then submit the grades.

The grades that you enter will not appear on the students’ records until they are verified by the Records Office.  This process places the grades on the students’ transcripts.  You can make changes to grades only until they are verified.  After verification, the system will allow you to change the grade on the screen, but after you submit them, the following screen will appear:
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All of the grades remain as you submitted them, and you must then complete a Grade Change form in order to have the grade changed.
We run the verification process every afternoon at approximately 4:45 to verify dropped grades entered that day, so if you enter your grades earlier than the date that grades are due and then change your mind, you must submit a Grade Change form even though it is before the official due date.
On the date that monthly grades are due, we will verify grades several times during the day, and again just before 5:00 pm.  During the week that final grades are due, we will verify the grades several times a day beginning on Monday so that if students check their grades they will be able to see them.








