
ONLINE GRADING HOW TO GUIDE

Questions?
Contact Registration and Records at:
312/629-6700 or saic.registrar@saic.edu
 
 
 
1. Go to saic.edu Faculty Center > Quicklinks
2. Go to Self-Service
3. Login (use artic acct. email username and password)
4. Follow instructions on next two pages 
 
 



Login to Self Service and click on the Faculty Center

Click on the grade Roster Icon 
for the class you want to grade



Enter the students’ grades. Please
note, CR, INC, NCR and AUD (Continuing 
Studies Courses only)  are the only
acceptable grades. Any other grade
will be converted to NR.

After you have entered
all the grades, click SAVE

Go back to the Faculty center if 
you want to select another class

Click on Sign out to exit Self Service 
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