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On-Line Grading Process
1. To access MyWebServices you will require the following:
a. College ID number 

b. Active email address on file

c. Correct date of birth in the system

2. On-line Grading

a. Log in to MyWebServices via the Mission College Home Page at missioncollege.org.
b. Once you are in MyWebServices home page, click the ‘Log In’ tab.

c. Log In using your user/web ID number and password.

d. From the Main Menu, select ‘Final Grades’.  

e. Select the correct term and submit.  Instructors current class sections will display.  

f. Select desire section and post grades and positive attendance (if applicable).

g. Once all grades and hours are posted, click the SUBMIT button.

3. Full term classes will be available for grading seven days prior to the end of the class end date.  Short term classes will be available one day prior to the class end date.  All class sections will be available to faculty for grading one week after the class end date.

4. IS will generate a report to identified instructors who do not post their final grades by the due date.

5. All rosters and any additional documentation that was used to record attendance and grades must be submitted to the Admissions and Records Office.  
6. A list with the names of all instructors who fail to submit their class rosters will be forwarded to the VP of Instruction.
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