Mount St. Joseph University

Grading Instructions for Midterm, Final Grades & Grade Changes


Initial Midterm and Final Grades

1. Log into MyMount http://mymount.msj.edu.
2. Click the Academics tab, then Class Lists and Grading in the left gray sidebar. Your courses will appear. 
3. Term Selection: 
a. System will default to current term. 
b. If another term is needed, click the “View More Options” link, and select the one you want from the drop-down list. 
4. Click the View Courses button. 
5. Under the “Go Directly To” column, choose “Grade Entry.” 
6. Your course roster will appear. 
7. Enter final grades or midterm grades as appropriate for each student. 
NOTE: 
a. Do not change any W grades. 
b. Do not enter NC grades for students who have stopped attending. Please enter the grade earned, even if it is an F grade. 
8. Double check grades for accuracy. 
9. Click the  Save button often to save the grades. You must Save for the grades to appear on the student’s transcript. 
10. Once you have clicked the Save button, an email will be sent your MSJ email account listing the names of the students on your grade sheet and the grade you have assigned.   


Please Note for all midterm and final grades:  
1. If a student has been attending your class and their name does NOT appear on your grade screen, you must contact the Registrar immediately at Registrar@msj.edu. 
2. Every student who appears on your grade screen must be assigned a grade, even those who have stopped attending. 
3. Do not change any W grades. 


Change of Grade Request Form (Required after the grading window has closed) 

1. Log in to myMount.
2. Select the Academics tab, then Class Lists and Grading from the gray column on the left side of the page. Under “Links” and “Ungrouped”, click on  Change of Grade Request. 
3. Select the session and year in which the course was offered from the drop-down menu and click the Update button.




4. Click the radio button next to the course you want to submit a grade change for and click the Select Marked Course button.
5. The Change of Grade Request Form box will appear below the list of courses with the course #, section, session, and year you’ve chosen.
6. Select the student from the Choose a Student drop-down list.
7. Click the Continue Request button.
8. The Course #, section, session, year and student name will appear along with the grade as it is currently recorded.
9. Choose the grade you wish to change to in the To drop-down menu, and add the reason for the change request.
10. Click Submit Request.
11. The grade change will be displayed. Notification has also been sent to the student’s advisor and the Registrar’s Office, who will make the change on the student’s record. 
12. Once the grade is changed by the Registrar’s Office, the student and instructor will receive notification. 


Any questions, contact Registrar@msj.edu, or call 513.244.4621 for assistance. 
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