
Submitting Final Grades 
Background 
SU faculty must submit final grades through the Faculty Module in mySeattleU (Colleague Self Service). The interface is cleaner, 
faster, and more stable than SU Online. 

Instructions 

Step 1: Log in to mySeattleU. On the landing page, there will be a main menu and an additional side menu.  



Step 2: Select Faculty from the main menu. Selecting Faculty will take you to an overview of the sections assigned to you. 

You will now see the sections assigned to you. 



Step 3: Select the section to view section details. 

Step 4: In Section Details, select Roster Check & Grading.  



Step 5: Below Roster Checks & Grading, select Final Grade. Final Grade will be visible when grading screens are open.  

You will now see a full list of students registered for that section.  

 



Step 6:  For each student, provide a final grade using the drop-down, or by typing in the earned grade. Every student on your 
roster must receive a grade. If the grade you wish to assign is not listed in the drop-down, the course does not allow that option. 

Note: When entering a grade of F or I (incomplete), a last date of attendance is required. No other grade requires a date entry. 
The date must be in M/D/YYYY format (no leading zeros). The grade will not be recorded until the date has been provided. If the 
final grade is F and the student never attended, select the “never attended” button instead of entering a date.   

Default grades: To complete the I grade process, you must complete an Incomplete Grade eform which includes indicating a 
default earned grade if the outstanding work is not completed. The Incomplete Grade eform is a contract with the student. 

  

 

https://forms.seattleu.edu/#/form/41/?header=false&focus=true
https://forms.seattleu.edu/#/form/41/?header=false&focus=true


Below is an image of the red alert notification indicating the individual student’s grade needs a last date of attendance and will 
not be recorded until it is provided.  

When you have provided the last date of attendance, the notification will disappear.  



Step 7: Once the grade is selected, it is recorded in the system. There is no need during grading to select a submit grades 
button. The system automatically records the grade once it is selected. The grade can be changed through this screen up to the 
moment when grades are posted at noon on grading day. 


