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PeopleSoft User’s Guide

I. To login:

1) Go to www.germanna.edu and click on the myGCC logo
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2) Click on Login to myGCC
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3) Enter your username and password
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1I. To input Grades:

1) Follow steps 1 through 3 above.

2) Click on the Grade Roster Icon S

grades for.

to the right of the course you wish to enter in
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3) Ensure that the Approval Status is “Not Reviewed” and click the Roster Grade drop
down arrow and select a grade for each student.

*Grade Roster Type IFinaI Grads Vl
*Approval Status INDt Reviewed Vl

isplay Unassigned Roster Grade Only

Student Grade

L-.st Date of
Program and Plan
; Curricular - ) )
. -
1|5089308 |Ayler Nils A. I\} buzl Enrollment Student First Timie Freshman
2|504520Z |Bingham,Gloriz & g:rnr;:rilla;t-udies Sophomore
Boardway.Bryan Curricular -
3|3086733 Francis Cual Enrollment Student Freshiman
Carpenter,Andrew Curricular -
5038757 Seph
4 Lloyd General Studies aphemore
5|0375882 | Chickos,Steven A Man-curricular - Freshman
Meon Degres Transfer
Cornell, Brittnie Curricular -
51383210 ! Fi h
s Elizabeth General Studies reshman
5110364 |Evans. Gregory A. Men-curricular - Freshman

Joint Enrolled HS Student

Non-curricular -

8|3267552 |Fzlter.James Louis Sersonal Satisfaction First Time Frashman
5|5145180 |Fare,Ryan James g::i-:'ll::l:sr.l;dministration Freshman
103050582 |Ferrell, Robert J. g:;rli“;r'lf;”'ment Student Freshman
11)5178124 Eﬁ;c;tzz':en ::I:i-:::lsir};dministration Frashman
12(3083328 s:;isliioossrAthanasios :E:i—:::l:sr,&-dministration Sophomore

o ool o] ] o]

Curricular -

1314051357 |Gravson.Erin M. Soohomore



Record the Last Date of Attendance for ALL students who receive a F or U. (This is
MANDATORY for compliance with the Title IV recalculation of Financial Aid). 1f the

instructor knows the last date of attendance please enter the Actual Date in the last date of

attendance field. If the date is unknown please follow the guidelines below:

K/

01/01/1900 in the last date of attendance field.
«» If the student stopped attending after the 60% date enter 12/31/9999 in the
last date of attendance field.
¢ If the student did not stop attending and earned the F or U enter 12/31/9999

in the last date of attendance field.

«» If the student stopped attending class prior to or on the 60% date enter

4) Click the Approval Status drop down arrow and choose “Approved.”

*Grade Roster Type IFinaI Grade Vl
IApprO'.'ed VI

*Approval Status

- Display Unassigned Roster Grade Only

B

Last Date of

Attendance Program and Plan
N S Curricular - R _
[T | t|s083308 |Aylor.Nils A. Dual Enrollment Student First Time Freshman
. - Curricular -
[T | z|s5045202 |Bingham.Gloria A General Studies Sophomare
Boardway.Bryan Curricular - _
| z[s086733 Francis Dual Enrallment Student Freshman
Carpenter, Andraw Curricular -
5038757 ’ Soph
|« Lloyd Generz| Studies ephemars
[T | 5|0376682 |Chickos,Steven & Non-curricular - Freshmazn
Non Degree Transfer
Carnell Brittnie Curricular -
5158310 N Fresh
s Elizzabeth Generzl Studies resaman
Mon-curricular -
715110364 |Evans, G W AL Fresh
|z snscsregery Joint Enrolled HS Student resaman
I- 8|5267553 |Falter,James Louis |3 Non-:urrl:ula.r T First Time Freshman
Fersonal Satisfaction
[T | 5|5145180|Fare.Ryan James Curljl:ular- o . Freshman
Business Administration
Curricular - _
[T |i0|s0%0582 |Ferrell,Robert 1. Dual Enrollment Student Freshman
Fowx, Lauren Curricular -
5178124 ! Fresh
i Elizabeth Business Administration resaman
I— 17|5083328 Got;l_o;,nthana;m; E CLII'ITIELI'EI" o ) Sophomars
Vasilios Business Administration

5) Scroll to the bottom of the Grade Roster and Click SAVE **You MUST click

SAVE to submit your grade roster**

Note: Unless the roster is marked and SAVED as APPROVED, the grades will not
be posted when the process is run. Once the grades have been saved, the faculty
member can NOT change them.
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What to do with the printed Grade Roster

After you have entered your grades in PeopleSoft, print 1 hard copy of your grade
roster on which you will record your signature and the date on the first page of
each roster. (For Dual Enrollment Faculty ONLY)

If you assign a grade of Incomplete (I), you must also complete an Incomplete
Contract. Instructional Services MUST receive this contract when you turn in
your grade roster for that class.



