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REFERENCE GUIDE - FINAL GRADING IN THE FACULTY CENTER  
1. Go to inside.chapman.edu then click Employee Logins & Resources in the upper 

right hand corner.
2. a. Click on Faculty/Advisor Center tab under Top Logins (see below).

3. The Faculty Center opens to the My Schedule page and displays the courses you are assigned
to teach. The term will default to the last term in which you were assigned classes. The schedule 
can be downloaded to Excel by clicking on the spreadsheet icon. To change the term, click on the 
change term button.

       b. Then click Faculty Center on the Faculty/Advisor Homepage.
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4. You can access the grade roster in two ways. You can click on the Grade Roster icon next to a
class in your schedule to open its roster.

You can also click the Grade Roster link at the top of the page. This will open the first class in 
your schedule. You can change classes by clicking the Change Class button. 
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5. Click the View FERPA Statement link at the top of the roster to review the Department of
Education guidelines regarding release of information.

6. The Final Grade option defaults in the Grade Roster Type menu. If you only want to view
students that haven’t been assigned grades yet, check the box for Display Unassigned Roster
Grade Only.

7. If there are multiple students receiving the same letter grade, you can assign grades in a group.
Click the checkboxes next to the students’ ID numbers. Then, at the bottom of the page, select a
grade from the drop-down menu and click the <- Add this grade to selected students button.
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In this example the students were assigned a B+. 

8. You can also assign grades to individual students by clicking the drop-down menu in the Roster
Grade field and selecting a grade.

9. As soon as any grades are assigned, the following message appears at the top of the roster.
This alerts you to the need to save your entries.  If you click the Enable Tabs & Links button,
you will delete any grades that were assigned and not saved.
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10. For Incomplete (I) grades, the Lapse Deadline will default to the last day of the final exam period
in the next semester/trimester. This is the date a grade must be submitted by, not the deadline for
the student to complete their outstanding assignments. Please be sure to give yourself enough
time to grade the student’s work and submit their final grade on time.

If you and the student have agreed upon an earlier deadline, you may update this field. In
accordance with university policy, you cannot change the lapse deadline to a date later than the
default. For more information about Incomplete (I) lapse deadlines, please see the Academic
Policies and Procedures section of the University Catalog.

The Lapse To Grade will default to an “F.” This grade will post automatically on the lapse 
deadline if the student failed to complete their missing assignments. Enter a new value if the 
student should lapse to a higher grade.  

You are also required to explain why the student is receiving an Incomplete (I) in the Incomplete 
Grade Comment field. The page will not allow you to save without entering a comment.

11. Once you are ready to submit the assigned grades, click the save button at the bottom of the
page.



Campus Solutions – Final Grading – February 2024 updated December 2025  6 | P a g e

You can make changes to the grades and Incomplete data until the overnight grade posting 
process runs. Once grades are posted, you will not be able to update the data you entered using 
the Faculty Center grade roster.  


