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Final Grading Instructions in MyESCC 
 
Notes about grading before you begin: 

• The following are the valid grades that can be assigned: A – B – C – D – F* 
 *Grades of “F” require the Last Date of Attendance (LDA). 

• Incomplete “I” requires an Incomplete Grade Request contract submitted to Registration and Records and 
an expiration date not more than 100 days after the semester ends. The “I” grade will convert to an “F” if a 
grade change is not processed by the expiration date. 

• FACULTY MAY NOT ASSIGN A GRADE OF A “W” or “UW” at final grading.  If a student appears on your 
grading screen but did not finish the class, they have not officially withdrawn. The student should be 
awarded an appropriate letter grade, such as an “F”. 

Begin Grading 

1. Open Resources and select MyESCC https://selfservice.edisonohio.edu:8173/Student/Account/Login 

 

2. Log in with your Edison State username and password. 
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3. Select the Faculty menu option. 

 

4. Select the class section you want to grade. Be sure you are selecting the course in the correct semester. 

 

 

5. The roster will display. Select Grading and then Final Grade. 
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6. Here you will see the Never Attended, Last Date of Attendance “LDA”, Final Grade, and Expiration Date 
columns. Select the earned grade for each student from the Final Grade drop-down menu (Enter the Last 
Date of Attendance for students earning grades of ‘F’ formatted as M/D/YYYY). 

a. For every grade of "I" (Incomplete), fill out an Incomplete Grade Request. 
b. You should not need to use the “Never Attended” box as those were due the second week of 

classes.  
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7. There is no submit button.  
1. Go to the Overview tab. 
2. Review the Final Grade and Last Date of Attendance to confirm that the grades you submitted for 

each student saved. 
3. When you are finished with this class section, select Back to Courses to select the next section. 

Repeat the process for every section you teach. 
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