
 
 
 

Information for Faculty about Grading Using the 
 On-Line Grading System on WebAdvisor 

 
On-line grading using WebAdvisor is the method now required for use by all Faculty to report semester grades.  Below are 
the instructions for accessing and using the on-line grading screens. Please feel free to call or email the Office of the 
Registrar with any questions you may have about the use of this on-line grading system. 
 
Amanda Steele-Middleton         Office of the Registrar 
Registrar                123 Johnson Hall 
760-8424                                                                                                             760-8593 
steelea@meredith.edu                                                                                                    registrar@meredith.edu 
 
 
Instructions for using On-Line Grading System: 
  
Step #1 - Begin by logging into WebAdvisor for Faculty. (Note: If you do not know your WebAdvisor login and password 
information, you can send an email to infosys@meredith.edu from your Meredith email account and your information will 
be emailed to you.)  
 
Step # 2 - Once you have logged in, select Grading on the WebAdvisor for Faculty Menu.  

 
 
 
 
 
 
 



Step #3 - Select the term in the drop-down box and click on Submit.  

 

 
Step #4 - Select Final grading from the Final or Midterm/Intermediate Grading drop-down box. Select the class to be 
graded by clicking in the Choose One box next to the class name. Click on Submit.   

 



Step #5 – Your class roster will then be on the screen.  Enter the student’s grade next to her name on the screen. You do 
not need to enter anything into the Expire Date column unless you are entering a grade of “I”. When you enter the grade 
of “I” next to her name, WebAdvisor will then require you to enter a date in the Expire Date column.  Please enter the last 
day of the next semester.  For Fall 2009 Incompletes, the date should be April 29, 2010.   It is not necessary to enter all of 
the grades for your section at once. For example, you may enter senior grades prior to the senior grade deadline and then 
enter grades for the rest of your students at a later time.  
 
IMPORTANT NOTE:  ONCE YOU HAVE ENTERED ALL OF THE GRADES YOU WISH TO ENTER AT ONE TIME, 
YOU MUST HIT THE SUBMIT BUTTON AT THE BOTTOM OF THE SCREEN OR YOUR WORK WILL BE LOST.  
There is a timeout of 15 minutes. If you are leaving the screen for any reason, please be aware that if you are 
away more than 15 minutes, you will lose the work you have entered. Since you can submit a partial grade roster, 
it would be best if you submit any time you are called away from your computer.  
 
 
 

 
 
The following grades are valid entries: A, B, C, D, F, P, I, Z, AU, NA. Students who have dropped will not appear on your 
grading roster. Students who have withdrawn should have a grade of W already entered by the Office of the Registrar.  
Only the Office of the Registrar may enter W grades. If you think a student has withdrawn and her name is on your grade 
roster, give her an F and notify the Office of the Registrar so that the student’s status can be clarified.  
 
If you wish to assign a grade of Incomplete, Incomplete contracts signed by you and the student are 
required. You must submit these forms to the Office of the Registrar prior to your leaving campus for the semester.  A 
grade of Incomplete is given when a student has a small, concrete amount of outstanding assignments or tests yet to be 
taken and when you and the student agree that an Incomplete rather than a failing grade is appropriate 
 
Z grades are usually given only for courses that, by design, span multiple semesters: such as research projects and 
honors theses.  
 
 
 

 



Grades must be verified before they can be viewed by the student. The verification process is handled by the Office of the 
Registrar daily. A grade roster can be verified even if all students do not have grades. Once grades are verified, they 
cannot be changed, so please make sure your data entry is correct before you submit each grade roster page. If you wish 
to change a verified grade, you may do so using the current grade change process.  
 

• For Fall semester, grades are due for all students by 12:00 noon the Monday following the Final Examination 
period. 
 

• For Spring semester, grades are due the Tuesday before graduation for graduating seniors and the Tuesday 
following graduation for all other students. 

 
• For summer classes, grades are due 48 hours after the end of the summer class. 

 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Revised 10/2009 



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /FRA <>
    /ENU (Use these settings to create PDF documents with higher image resolution for improved printing quality. The PDF documents can be opened with Acrobat and Reader 5.0 and later.)
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308000200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e30593002537052376642306e753b8cea3092670059279650306b4fdd306430533068304c3067304d307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e30593002>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


