Entering Grades in WebAdvisor

Once you complete the initial login steps and have your user ID and password, you can begin the Faculty
Grading process.

If you just completed the initial login process and are still logged in, you can continue. You know you
are logged in if your name is displayed in the ‘Welcome’ message on the left side of the screen. If it
says ‘Welcome Guest,” you will need to log in first.

To log in to Web Advisor:

1. Open a web browser and go to this address: https://webadvisor.durhamtech.edu/WA/WebAdvisor
2. Click the LOGIN link.

3. Enter your user ID and password and click SUBMIT.

4. If you are unable to log in to Web Advisor, please contact the Helpdesk at 919-536-7200, ext. 6111 or at
helpdesk@durhamtech.edu

To begin entering grades:

1. After logging in, click on the Faculty link.
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2. You should see a link for Grading.

If you don’t see the ‘Grading’ link on the screen, first insure that you are logged in. (You are logged in if you
see your name in the upper right area of the screen.) If you are logged in and do not see the ‘Grading’ link

please call the IT Help Desk at ext. 6111.

Click on the Grading link to begin the process.
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3. Select the term from the Term pull down and click the SUBMIT button to continue.
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4. Select Final from the ‘Final or Midterm/Intermediate Grading’ pull down menu. Click on the radio

button for the course that you wish to grade and the click the SUBMIT button to continue.
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5. Enter your grades on the ‘Final Grading’ screen, as shown below. You can navigate this screen using your
mouse or the TAB key.

Do NOT press the ENTER key until you have entered all of your grades and are ready to submit!

‘I’ GRADES: Students receiving an ‘I’ grade must complete the course work during the next semester or the
grade changes to an ‘F’ grade. If a student has an ‘I’ grade, you must enter an ‘Expire Date’ along with the
grade. The expired date is the last day for the subsequent semester. For a Fall 2008 ‘1’ grade, the Expire Date
is 05/12/09.

‘W’ GRADES: If the student has a ‘W’ grade, Do Not Enter! You must submit a Drop/Withdrawal form for
the grade. This step is critical for FTE and audit purposes!!!
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6. Once you are done, click the SUBMIT button and your grading entries will be saved.
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6. When you are finished submitting your grades, click LOG OUT and then exit your web browser.

7. FINAL STEP: Logout of WebAdvisor completely when you are finishing grading your courses!




