Centers for Teaching and Learning
Updated 11/18/03


WebSMART - Submitting Final Grades

Submitting your final grades online can be done from home or on campus. Most who try it say "That's easy. I thought it would be harder." It is not only more convenient for you, but it is more accurate because your grades do not have to scanned or hand-entered.

How to Access your WebSMART Faculty Services

Open Your Browser -enter this address into the address field in your browser https://websmart.smccd.net/
Login - Enter your User ID (SS# or G Number) and Pin number (default is birthdate as 6 digits--MMDDYY) and click "Login."
[image: image1.wmf]
*G Number - Effective January 1st, 2004:
To better ensure the confidentiality of your Social Security Number, the San Mateo County Community College District will be implementing a new User Identification Number. This number does not replace your Social Security Number as an identification number in the College records and Financial Aid requirements, but it provides us with an alternate unique number to use for reporting, correspondence with you, and for accessing your records within the Colleges' Student Information System. 

You will be informed of your new User Identification Number in future correspondence with your college. 

After January 1st you may still use your Social Security Number for all transactions with the Colleges, or you may begin to use your new User ID. Faculty and Staff can use either number to access your records, but only the User ID will display on their computer screens, attendance collection systems, grade rosters, and reports. 

The new User Identification Number will be a unique number beginning with the letter "G" and an additional eight (8) digits.

A privacy agreement page will open, please read and acknowledge.

HELP: If your pin# does not work, please contact your CTL coordinator for assistance.

Select:  Faculty Services
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How to Submit Your Final Grades
Step 1: 
Semester Selection

Select Term from pull-down menu and click "Submit".
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Step 2: 
Course Selection

Select the course you want from the pull-down menu and click "Submit".
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Final Grades

Step 3: 
Select from the Following (scroll down to:) 

Select:  Enter Final Grades and Positive Attendance Hours* (*not applicable to all classes)

Using the pull-down menus, enter the students’ final grades. Click “submit”.
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*Check to see if there is a link (at the bottom of the list) to an additional page of students if you do not see all of your students.

(Note: If you submit an “incomplete” grade of IB, IC, ID, IF, the student must present make-up work by the a due date to receive a higher grade. If the student fails to do so, he/she must receive the “incomplete” grade you submit here.) 

If your course tracks positive attendance hours, you will have an "Attend Hours" column in which you can enter each student's hours of attendance.

Be sure to click Submit when you are done.

Course Grade Listing  (confirmation page / printout page)

Click on the Course Grade List link at the bottom of the screen to review and print out the grades you have given and which are now showing in the District database.
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To submit grades for additional classes, select the Faculty Services link at the top to the page. Select a new course (Step 2) and then, select the Enter Final Grades link again (repeat Step 3).

Submit your Official Class Record (Green Sheet) to Admissions and Records.

Note: If you use Gradekeeper to keep your records, you’ll need to print out your Grades and Attendance Reports. 
Save Paper: If you are using a laser printer (or if your inkjet printer gives you page layout options) you can print out 4 pages on one page.   PC File: Print: Preferences: Pages per sheet: 4  or MAC: File: Print: Change "Copies & Pages" to Layout: Pages per sheet: 4.

Sign, then staple all Gradekeeper pages to your empty green record sheet before you submit your final grade paperwork to Admissions and Records. 

(Gradekeeper use is covered in CTL classes, Gradekeeper online, or by appointment with your CTL coordinator.)

Due dates: http://www.smccd.net/accounts/ctl//websavvy/criticaldates.html 
Also Available at CTLonline:  http://CTLonline.net   (Login, then select Teaching tools)
How to Download Your Class List

How to Use Grade Keeper (a grade keeping program)  

How to Submit Enrollment Verification

How to Submit Final Grades

CTL  Cañada - Peter Bruni 306-3160  |  CSM - Julie Sevastopoulos 574-6598  | Skyline - Anyta Archer 738-4207
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