
Faculty Instructions for Final Grade Entry 

 
From the North Central Texas College website, www.nctc.edu, click on the MyNCTC 
icon in the center of the page.   

 
 

Login to MyNCTC using your NCTC username and password. 

 
 

After you login, click Faculty & Staff. 

 
 

 

 

 

http://www.nctc.edu/


 

 

 

 

On the left-hand side of the page, select Faculty. 

 
 

Under Grade Entry Number, click View Course List to access your courses. 

 
 

 

 

 

 

 



After you have selected View Course List, it will take you to the Grade Entry Number-
Grading Course List.  The current default semester is the summer semester.  Please 
change the Term to 2017-2018 Summer (All Terms).  Then click Search. 

 
 

Your course list for the Summer term should now show up.  Click on the course in which 
you would like to grade. 

 
 

 

 

 



 

It will take you to the Update Student Grades window.  You can begin entering the Final 
Grade for all students who are on your course roster.  If the student is receiving the 
grade of ‘F’, please make sure you enter the last date of attendance.  If the student 
never attended your course, please enter the first date of the semester. 

In addition to entering the letter grade, numeric grades should also be entered for 
all Dual credit students.  You will enter the numeric grade in the box under Final 
Grade Number.  Dual credit students will be noted under the Class as High School 
Student. 

 

 

Once you have reviewed your Final Grades, you will select the Save button at the 
bottom of your grade roster. 

 


