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Electronic Grading 

Navigate to Grade Roster 

1. Log into myzou.missouri.edu.  

 

2. On the Faculty/Staff Homepage, click the Main Menu tile.  

 

3. In the menu that appears on the left of the screen, click Self 

Service. 

 
4. In the Self Service menu that appears on the 

left of the screen, click Grade Roster under 

Faculty Center. 
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5. Alternatively, after you click the Main Menu tile, you can click the Faculty Center link in the Welcome to myZou section of the screen. 

 
a. On the My Schedule page that 

opens, click the Grade Roster icon 

on the left side of the class whose 

roster you wish to grade. 

 

b. If you are not sure which icon is for 

Grade Roster, refer to the Icon 

Legend above the table. 

 

c. Click the Change Term button if you 

need to access a grade roster from a 

different term than the one listed. 
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Enter Grades 

The following steps demonstrate how to enter grades into the Grade Roster. 

1. Log into myZou and navigate to the Grade Roster for the class whose 

grades you want to enter.  

 

a. Expand the Roster Grade field for each student and select a 

grade.  

 

Note: Additional steps are required when assigning 

Incomplete, U, and F grades. 

 

b. If you have not finished inputting all grades but need to stop 

and come back later, leave Not Reviewed in the Approval 

Status field and click the Save button. 

 

After saving, you may leave the Grade Roster page; the grades 

you entered before leaving will be there when you return to 

the page. 

 

TIP: It’s a good idea to save frequently in case you are called 

away unexpectedly. 

 

2. When you have finished entering a grade for every student on the 

roster, expand the Approval Status field.  

 

a. Select Ready for Review if another person (e.g., Department Chair)  

must review the grades before approving.  

b. Select Approved if no other person must first review the grades. 

c. Click Save when you have made the appropriate selection.  

https://registrar.missouri.edu/


myZou Faculty: Electronic Grading  Training and Reference Guide 

Copyright ©2026 University of Missouri Division of IT, PeopleSoft Campus Solutions Request support: registrar.missouri.edu 
Date modified: 5/1/2026 Page 4 of 13 Request udates: techwriters@umsystem.edu 

3. A message dialog appears, confirming that the grade roster is complete. 

 
 

4. An automatic process runs to check for approved grade rosters and posts the 

grades in each student’s Student Center.  

 

a. Once grades have been posted, the status of Posted appears in the 

Grade Roster Action section. 

 

b. The Approval Status field displays Approved and its options are not 

selectable. 

 

c. A column appears to the right of the Level column and Posted appears 

in that column on each row. 

 

 

 

End of Topic.  

Return to Top. 
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Enter LDA and Grade Contract 

Enter Incomplete Grades 

Grades marked Incomplete require that the last day of academic activity (LDA) be entered in the 

Last Date of Acad Activity field on the grade roster. 

1. For a student whose grade is incomplete, enter “I” in their Grade Roster field. 

 

2. When the Save button in the Approval Status field is clicked after you’ve 

entered grades for each student, one of two Message dialog windows appears. 

Read the instructions in the message and then click OK to dismiss it. 

 

a. Displays initially, after the incomplete (I) grade is assigned, but before 

a date is provided. 

 

b. Displays on subsequent save attempts if the date that was provided is 

invalid. 

 

3. A date field, highlighted red, appears in the Last Date of Acad Activity column 

for all students with I, F, or U entered in the grade roster column.  

 

Click the calendar icon next to each red-

highlighted date field and select the 

appropriate LDA within the term.  

Choose the month and year first, and 

then the day. The calendar will close, and 

the selected date will populate the field. 

 

Note: If the field remains red, the date is 

invalid. It must be a date within the 

grade roster’s term. 
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4. When Save is clicked after the LDA(s) has been entered, the 

Incomplete Grade Contract(s) page appears. The following 

instructions are for processing undergraduates. To enter 

incomplete grade contract information for the law school, med 

school, vet med, etc., refer to the Incomplete Grade Contract Steps 

for Graduates, et al. topic in the appendix.  

 

a. Read the important information about how and why the 

Incomplete Grade Contracts section must be completed. 

The links provide more information about incomplete 

grade contracts. 

 

b. Each student that received an incomplete grade in the 

previous steps is listed on the page with three fields 

displayed under their name. The fields are not required, 

but if you choose to enter information in one field under a 

student’s name, you must enter information into all three. 

The fields are as follows: 

 

c. In the Default Grade field, enter the grade that the 

student will receive if they DO NOT complete the work by the deadline. If you enter a grade here, you must complete the next two fields as 

well. 

 

d. In the Work to be completed field, enter a detailed description of the work or assignment (e.g., final paper/project, final exam) that needs 

to be completed before the Incomplete can be changed to a grade. This information will be posted on the student’s myZou homepage once 

you save it. 

 

Note: Please be specific so that the student and instructor are aware of exactly what is needed, including the deadline for completion. Fall 

incomplete grades must be completed by the end of the Spring term, but it may be earlier. Spring and Summer Incomplete grades have until 

the end of the Fall term, but it may be earlier.  
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e. In the Completion Deadline field, enter the date by which 

the work must be completed. A process runs once per 

week, and if it is past the completion deadline, the system 

will award the Default Grade to the student. 

 

f. Options are displayed if a student is a candidate for a 

degree this term. 

 

g. If a student has already accepted or declined an 

Incomplete Grade Contract, the fields under their name 

are locked and the system will automatically assign the 

Default Grade when it performs its weekly process.  

 

If you must make a change to a locked contract, contact 

the registrar’s office. 

 

h. Click the Save link at the bottom of the page once you are 

finished. You will see an error message if you’ve forgotten 

to complete any fields. 

 

PLEASE NOTE: Once you click Save, the information that 

you’ve input appears on the student’s myZou page for 

acceptance or denial.  

 

i. Click the Return to Grade Roster link. 

 

5. Continue entering grades or complete the grading process as 

described in the Enter Grades topic. 
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View Incomplete Grade Contracts 

Faculty can view students’ Incomplete Grade Contracts by navigating to the grade roster, selecting the appropriate 

term, and then clicking the Incomplete Grade Contracts link.  

 

Recording an F Grade 

Students graded F will prompt for an LDA as described in the Enter Incomplete Grades topic, but they are not required to complete Incomplete Grade 

Contract(s) information. 

 

Recording a U Grade 

If a class is set up for Satisfactory/Unsatisfactory grading, U grades will prompt for an LDA as described in the Enter Incomplete Grades topic but Incomplete 

Grade Contract(s) information is not required. 

 

 

End of Topic.  

Return to Top. 

  

https://registrar.missouri.edu/


myZou Faculty: Electronic Grading  Training and Reference Guide 

Copyright ©2026 University of Missouri Division of IT, PeopleSoft Campus Solutions Request support: registrar.missouri.edu 
Date modified: 5/1/2026 Page 9 of 13 Request udates: techwriters@umsystem.edu 

Electronic Grade Change 

Once grades are posted, you must request a grade change within one year to change a student's grade.  

Change grades 

1. Navigate to the Grade Roster that contains a grade that you want to change. 

 

2. Click the Request Grade Change button in the Grade Roster Action section. 

 
3. The Grade Change Request form appears. 

 

a. Expand the Official Grade field for the students whose grades must be changed and 

select the new grade. 

b. When you are finished changing grades, click the Submit button at the bottom of 

the grade roster. 

c. A new column appears on the right of the list, which displays Success in the rows of 

the students whose grades have been changed. 
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Request Administrative Grade Change 

Once a year has passed and grading has begun for the new term, faculty can no longer change electronic grades on the grade roster.  

The following steps must be taken to request an administrative grade change. 

1. In a browser, go to tdx.umsystem.edu/TDClient/41/MUOUR/Requests/ServiceDet?ID=174 

 

2. On the Administrative Grade Change page that appears:  

 
a. Read the information about what constitutes an administrative grade change. 

 

b. Click the Request Service button. 
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3. On the Administrative Grade Change form, complete the fields as 

follows: 

a. Acct/Dept: Do not change the value in this field. 

b. Additional Contact (optional): Enter the individual(s) listed as a 

contact on a ticket. You may use the Search button (magnifying 

glass) or begin typing a name and click the appropriate 

employee when they appear below the field. 

c. Student Name (required): Type the full name of the student. 

d. Student ID (required): Type the student’s ID. 

e. Term (required): You may start typing and then select from the 

options that appear or expand the field and select an option 

from the dropdown menu. Options are Summer, Spring and Fall. 

f. Term Year (required): Enter the term year, e.g. 2024. 

g. Course Department (required): Enter the course department for 

the grade you want to change. 

h. Course Number (required): Enter the course number for the 

grade you want to change. 

i. Course Title (required): Enter the course title for the grade you 

want to change. 

j. Grade Change From (required): Enter the existing grade, e.g. “C-

“. 

k. Grade Change To (required): Enter the new grade, e.g. “A-“. 

l. Description (optional): You may enter a reason that you are 

requesting a grade change, e.g., “The student was given extra 

time to hand in the final paper and have it counted in their final 

grade.” 

m. Attachment (optional): You may add any relevant documents. 

n. When you have finished completing the required fields, click the 

Submit button.  

4. The form will be routed to the Office of the Registrar for processing. 

Once it is processed, you will receive confirmation via your university 

email account. 
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Missing Grades 

Refer to the myZou Faculty: Missing Grades quick reference guide for steps demonstrating how to find grades that still need to be entered. 

 

This is the end of the training guide.  

Return to Top. 
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Appendix 

 

Incomplete Grade Contract Steps for 

Graduates, et al. 

1. Enter incomplete grades as described in the first three steps 

of the Enter Incomplete Grades topic.  

 

2. On the Incomplete Grade Contract(s) page that opens, 

perform the following steps: 

 

a. Read the important information about Graduate 

Courses. 

 

b. The Work to be completed field is optional.  

 

c. The Completion Deadline field is optional. 

 

d. When you are finished, click the Save button. 

 

e. Click the Return to Grade Roster link. 

 

 

 

 

 

End of topic. The next topic after Incomplete Grade Contract(s)  

is View Incomplete Grade Contracts. 
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