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Mid Term Grade Entry—Steps to Enter Mid Term Grades 

1. From the UNO homepage, select Faculty & Staff: 

 

2. Select  WebSTAR, from the Faculty & Staff page:
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3. Select Faculty & Staff > Enter your current UNO LAN User ID and Password, 

and then click Sign In or Enter:       
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4. From the Home menu, select SA Self Service: 

(Links to the PeopleSoft HR / SA functions are appropriate to your security level) 

  

 

 

5. Navigation: SA Self Service > Learning Management > Home > Learning 

Management: 

 
Select SA Self Service > Learning Management > 
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From  Learning Management > select Home > then Learning Management 

 

 

 

 

 

6. To Enter Grades, click Record Grades 
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7. On the Record Grades page, click on the Term you wish to view: 

 

 

 

You will be taken to the Select Grade Roster page, please choose the course you wish 

to view: 

 

On the Grade Roster page.  

o Verify in the Roster Type area that you are viewing the correct Roster, Mid-Term 

or Final.  

o To change the Roster Type, click on the Show Next Row button. 
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The students are listed in alphabetical order by last name. 

 

 

o All freshmen will have the word “Freshman” to the left of their name. 
 

o Midterm grades are only required for these students.  
 

o Enter the grade earned in the Grade Input field for each student.  
 

o If a student has received a “W” grade, that grade will automatically appear.  
 

o Instructors should NOT enter a grade of “W.”  
 

o If a student has received an “XF” grade, a date must be entered to show when 

the grade was given. 

o The grade for a student auditing a course is “AU”.  
 

o BE SURE THE APPROVAL STATUS IS SET TO “NOT REVIEWED.” 
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Once you are finished entering all grades, click SAVE at the bottom of each page.  
 
The word “Saved” will flash for a brief moment in the upper right corner of the page to 
indicate that your grades have been successfully saved.  
 
You will notice that the grade you entered has been “copied” to a second column – the 
Official Grade column.  
 
To enter grades for a different course, click Select a Different Class at the bottom of 

the page. You will be taken back to the Select Grade Roster page where your courses 

for the semester are displayed in blue. 

 

 


