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Faculty Grade Entry 

There are two ways for faculty to complete final grading in myCTState. This job aid will review both options, 
faculty may choose the option that best works for them.  

Manually Add Grades into “Faculty Grade Entry” 

Step 1. 

• Log into https://my.ctstate.edu/ with your credentials, which are your NetID and password.

Step 2. 

• Under Faculty Self Service, select “Enter Grades.”

Step 3. 

• On the Grade Entry landing page, select the “Final Grades” tab. 

https://my.ctstate.edu/
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Step 4. 

• Select the CRN you wish to access.

Step 5. 

• To record a final grade, select the drop-down menu next to the student’s name in the column titled
“Final Grade.”

• If you are assigning an “F” for a grade, you must enter the date the student last attended class in the
“Last Attended Date” field. For all other grades, leave this field blank.

• The “Hours Attended” field should remain blank.

• You may enter optional comments in the “Narrative Grade Comment” box. If you choose to use this
field; be mindful of what you enter as students will be able to see this text.

Step 6. 

• Once you have completed entry, click “Save.”
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• The appearance of the green notification “Save Successful” (upper right corner) and the
word “Completed” in the “Grade Status” column mean all students in the roster have been
assigned a grade.

The “In Progress” message will display, after clicking the save button, if you leave and return to the roster at a 
later point in time or enter final grades for some student but not all students.   The grades will still be 
recorded in Banner; however, the grade entry page will not display “Completed” or “Save Successful.”    

In some instances, the grade entry page will need to be left in an “In-Progress” status, if you have questions 
regarding when this may be the case, please follow up with your dean or contact the Director of Registration 
and Academic History.   

• If you are teaching more than one class, navigate to the top of the page, select a new CRN, or subject
and repeat the above steps to enter final grades for additional classes.




