
The Grading Process

Office of the Registrar

WELCOME!



Where do I go to enter my grades?
Step 1:  Log on to your MyLeo.  From the main screen, click on myLeo.

Midterm & Final Grading



Step 2:  Click on the Faculty Services tab



Step 3:  Click on either the

Midterm Grades  

or Final Grades link



Step 4. Use the pull down arrow to      

view terms.  Highlight the term 

in which you want to enter 

grades.

Step 5. Click on Submit



Step 6. If you are teaching more 

than one course, all courses will 

be listed.  In this case, highlight 

only the course to be graded.

Step 7. Click on Submit



You will now be presented with your grading roster.

Step 8.  If a W or Q is automatically entered under a student’s Grade, please enter 

the Last Attend Date for that student and the Attend Hours if available. You will 

not be able to override a W grade.

For all other grades, use the pull down arrow to select the appropriate grade for 

each student.



Step 9.  When you see a “Q” already entered for a student’s final grade on 

your grading roster, you should replace the “Q” with either:                                      

“DP” (for Dropped Passing) or a “DF” (for Dropped Failing)



Step 10.  When a student is unable to complete the coursework, you may assign an 

incomplete grade. The “I” grade is used ONLY for Thesis & Dissertations.  All 

other courses use the “X” to indicate an incomplete.

When the “X” grade is given, the credit hours are NOT included for one semester 

(exclusive of summer) in calculating the student’s GPA. Grades of “X” earned 

during the spring or summer must be completed by the end of the following fall 

semester.  If the “X” is not removed, a grade of “F” will be assigned and this will 

be calculated in the GPA.

Recording a grade of “X” requires the filing of a plan of completion.  The plan will be 

submitted with the official grade record sent to the department head who will 

forward it to the Dean’s office. The plan must include why the grade was given 

and detail steps necessary for the student to receive the final grade.          

Incompletes



Step 11.  After you enter all of your grades, be sure and hit SUBMIT button 

on each page!  



Step 12.  If grades are not submitted during the open grading period, 

instructors must complete a Petition for Grade Change form for each 

student for each class in order to enter the grades for the term.  The 

completed form is sent to the Department Head for signature, 

forwarded to the Dean’s office and Graduate School for signatures, 

and then is submitted to the Office of the Registrar’s for processing.

Link to the grade change procedure and petition is located at:  

http://www.tamu-

commerce.edu/administration/Rules&Procedures/rules_procedures.asp?

RID=94

Link to Computation of GPA and X removal process:  http://www.tamu-

commerce.edu/administration/Rules&Procedures/rules_procedures.asp?

RID=93

PLEASE SUBMIT GRADES ON TIME!!
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Contact Information:
Office of the Registrar

903-886-5071
Paige Bussell – Registrar

Paige_Bussell@TAMU-Commerce.edu

903-468-3209

Tamara Lane – Associate Registrar

Tamara_Lane@TAMU-Commerce.edu

903-886-5069

Stacy Gould – Enrollment Auditor

Stacy_Gould@TAMU-Commerce.edu

903-886-5070
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