
Online Grading Instructions 

Step 1 Log into SageAdvisor using your Sagenet ID and password.

Step 2 Click on Faculty to enter SageAdvisor as a faculty member

Step 3 Click on the grading link, located under Faculty Information Heading.

Step 4 Select the term by clicking on 

submit. 

Note: Do not enter a start and end date.
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Step 5 Select “Final” by clicking on the drop down arrow, highlighting, and clicking “Final.” Select the 

course to  grade by clicking on the circle next to the course title. Click submit.

Step 6  Enter a letter grade for each student in the course in the “Grade” column by clicking inside the 

empty field and typing the letter grade. 

Press the Tab key or click into the next empty field. Do not press enter, this will save 

sheet and submit the grades even 

After entering a grade for each student in the course, click submit. 

Step 7 After clicking submit, confirm that all grades were submitted correctly and click OK.  If a grade is 

incorrect, go back and chan

Step 8 After the grades are confirmed, start back at step 4 and submit grades for other courses.
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Enter a letter grade for each student in the course in the “Grade” column by clicking inside the 

empty field and typing the letter grade.  
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After entering a grade for each student in the course, click submit.  

After clicking submit, confirm that all grades were submitted correctly and click OK.  If a grade is 

go back and change the grade. 

After the grades are confirmed, start back at step 4 and submit grades for other courses.
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