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Overview 
This business process guide demonstrates how to enter class grades. The page will be available for input on the first 
day of finals for each term (subject to change). 
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Login to MySJSU 
 
The MySJSU homepage 
displays. 
 
1. Go to MySJSU 

(http://my.sjsu.edu/). 
 
2. Click the Login to 

MySJSU button. 

 

  
The Login page displays. 
 
3. Enter your User ID and 

Password. 
 
4. Click the Sign In button.  
 
Note: If you have difficulty 
logging in, please contact the 
CMS Help Desk via email 
(cmshelp@sjsu.edu) with 
your full name and SJSU ID. 
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Enter Grades 
 
The Faculty Center page 
displays. 

 

  
1. Use the Select Term 

drop-down menu to 
select the term you wish 
to grade. 

 

  
2. Click the Change button. 

 

  
The Course(s) for the term 
selected display. 
 
3. Click the Grade Roster 

icon to select the class.   
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The Grade Roster page 
displays. 
 
Note: Use this page to enter 
student class grades. 

 

  
4. Click the Look Up button 

to view valid grades for 
the course. 

  

  
The Valid Grades for the 
course display. 

 
  
5. Enter the grades for each 

student. 
 
Note Do not select RD as a 
grade value. A student who 
earned an Incomplete 
receives a letter grade of I. 
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6. To give all students the 

same grade, use the 
drop-down menu to 
select the grade, and 
then click the add this 
grade to all students 
button. 

 

  
Note: It is important to 
periodically save your work. 

 

  
7. If all grades are entered, 

use the Approval Status 
drop-down menu to 
select Approved. 

 
Note: If all grades have not 
been entered, leave the 
Approval Status as Not 
Reviewed. 
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8. Once the Approval Status 

displays Approved, click 
the Save button. 

 

  
A message displays when 
the roster is approved and 
saved. 
 
9. Click the OK button. 

 

  
The Grade Roster displays 
and the grade boxes 
disappear. 
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Change Grades 
 
Posted Status: 
 
Note: If the Status displays 
Posted, changes must be 
made via the Student Grade 
Update form and submitted to 
the Registrar’s Office. 

 

  
Pending Status: 
 
Note: If the Status displays 
Pending, changes can be 
made even if the grades have 
been approved and saved. 

 

  
The Grade Roster page 
displays. 
 
1. Use the Approval Status 

drop-down menu to 
select Not Reviewed. 
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The grade boxes display. 
 
2. Select the student and 

enter the new grade.  
 
3. Once all grade changes 

have been entered, click 
the Save button. 

 

  
The Grade Roster page 
displays. 
 
4. If all grades are entered, 

use the Approval Status 
drop-down menu to 
select Approved. 

 

  
5. Once Approval Status 

displays Approved, click 
the Save button. 
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Field Descriptions: 
 
• Course: Displays the subject area of the course and the catalog number. 
 
• Institution: Displays the institution (San José State University). 
 
• Description: Displays the course title. 
 
• Term: Displays the term the class was taught. 
 
• Class Number: Displays the system-generated number used for registration. 
 
• Session: Indicates which session course is offered (for example, Regular or Special). 
 
• Section Number: Displays the section of the course. 
 
• Career: Indicates the career attached to the course. 
 
• Component: Displays the type of course offering lecture or lab. 
 
• Day: Displays the day(s) of the week the course was held. 
 
• Instructor: Displays the name of the instructor assigned to teach the class. 
 
• Time: Displays the time the class was held. 
 
• Location: Displays where the class was taught. 
 
• Roster Type: Displays the type of roster (for example, final grade or midterm grade). 
 
• Display Ungraded Students Only: Component. Check this box On if you want the grade roster to display only 

ungraded students. 
 
• Approval Status: Displays the status of the grades entered Approved for grades ready to be posted or Not 

Reviewed for incomplete grade rosters. 
 
• Add this grade to all students: If used, it will assign the same grade to all students on the roster. 
 
• ID: Displays the student’s SJSU identification number. 
 
• Name: Displays the student’s name. 
 
• Grade: Displays the grade that will post to the student’s record. 
 
• Program and Plan: Displays the student’s academic program and major. 
 
• Level: Displays the student’s academic level. 
 
• Status: Displays the status of the grade roster (Pending until the Grade Roster Posting Process is run by 

the Register’s Office).  
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