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Overview

 View and enter your course section(s) grades in MyGJU 

[1-3].

 Define course section grades assessments

 Submit your students’ grades

 Grades approval by the Chair and the Dean

 References
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MyGJU Instructor’s View
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Login to the MyGJU portal [1-3] as an instructor



Viewing your Course Sections Grades (1)
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1. Click on the Academic Affairs Tab

2. Click on the Grades button to move the view shown in the next slide



Viewing your Course Sections Grades (2)
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Viewing your Course Sections Grades (3)
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3. Select the desired course section

4. Click on the View button to move to the next slide



Entering your Course Section Grades (1)
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1. Enter grades here

3. Keep saving your grades

5. Upon completion submit your grades for 

approval (see later slide)

4. Click on this 

button to edit the 

exam assessments 

(see next slide)

2. Check this 

checkbox to 

report 

Incomplete

grades



Manage Exam Assessments
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Note 1: The total grades of all exam assessments 

must be equal to 100

Note 2: You must select an exam assessment and 

set it as a final exam by clicking on the Set as Final 

Exam button. This step is required to enable the 

system to distinguish and report the Out of 60 grade 

to the students ahead of the final exams period.

Note 3: To hide/show the exam assessment grades 

from/to your students check/uncheck the Show 

Grade checkbox

Add (this adds a new row in the table), Delete (deletes the selected row), and Edit exam 

assessments. When done, click on the Save button to save your changes or click on the Cancel

button to cancel your changes



Entering your Course Section Grades (2)
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Manage Grades page after adding a Midterm assessment 



Submitting your Course Section Grades (1)
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When done click on the Submit button to send 

your grades for approval by your Chair and 

then your Dean



Submitting your Course Section Grades (2)
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1. Check the Confirm submit checkbox

2. Enter a note if you like

3. Click on the Submit button

Note: If you click the Submit button then you cannot edit your grades anymore



Submitting your Course Section Grades (3)
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Figure 1: After clicking 

the Submit button in the 

previous slide you will be 

taken to the grades front 

page on the left

Note: The Grades 

Status of the selected 

course section has 

changed to Submitted by 

Instructor

Figure 2: If you try to 

View the course section 

grades now you will 

notice that they are now 

view only

Figure 1

Figure 2



Grades Approval By the Chair (1)
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1. Click on the Chair’s Tasks 

Tab

2. Click on the Grades 

Submission button

3. Enter a Course ID, if 

needed

4. Click on the Search button

5. Select a course section that 

is Submitted by Instructor

6. Click on the Review Grades 

button and see next slide



Grades Approval By the Chair (2)
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1. Review the grades

2. If all is fine, click the 

Approve button to approve 

them and to send them to 

the Dean for final approval 

(see next slide)

3. If not fine, click on the 

Reject button to reject the 

grades so they can be sent 

back to the Instructor for 

correction



Grades Approval By the Chair (3)
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1. Enter a note if desired

2. Click the Submit button, which will change the Grades Status to Approved by Chair 

Note: Next, the Dean can follow similar steps as the Chair to Approve or Reject the grades. If the Dean 

rejects the grades they will go back to the Chair for double checking; Otherwise the grades will be ready 

for posting on the students’ transcripts by the registration department



Grades Approval By the Dean
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1. Click on the Dean’s Tasks 

Tab

2. Click on the Grades 

Submission button

3. Enter a Course ID, if 

needed

4. Click on the Search button

5. Select a course section that 

is Submitted by Chair

6. Click on the Review Grades 

button

7. Then, follow similar steps 

as the Chair’s as shown in 

the previous two slides to 

finish the Grades approval 

flow
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