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ENTERING GRADES and NO-SHOWS IN WEB ADVISOR  

Cape Fear Community College  
WEB ADVISOR FOR FACULTY  

On-Line GRADING  

LOGGING ON 

If you are having trouble logging into WEBAdvisor you can find your login ID and /or reset 
your password using the following instructions.  

 

    

You can access WebAdvisor through the icon at the top of the www.CFCC.edu web page or 
from the list of tools at the top of the Intranet screen. 

 

  

Click Log in if you know your username and password. You may also look up your 
username or reset your password.  

http://www.cfcc.edu/
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If you do not know your User ID, click on 
ñWhatôs my User IDò and enter your last 
name, social security number, or seven digit 
CFCC id. Click SUBMIT. Your User ID will 
appear on the next screen.  

 

 

 

 

To reset your password follow the prompts in 
the dialog box on the screen. You must fill in 
all the fields.  

** This information must match what the 

personnel office has on file for your records. 

Registrarôs Office cannot change this data.**  

 

 

 
 

 
 
A welcome screen with your name on it shows that you are logged in. Click on the faculty icon 
to continue. 
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Entering NO-SHOWS 
 

 
 

 

A list of options appears under 
the Faculty Information option. 
Click GRADING to enter your 
no-show grades. 

The grading screen will appear. You will be asked 
to select either a term or a range of dates to restrict 
your search. 

NOTE: You cannot type the term in, but must select 
it from the drop-down box. You may have to scroll 
down to find the correct term. 
 

 

 
 

 

 
 
A list of all of the courses you are teaching in the selected term will display. You must select 
Final from the drop down box. Click the box in the Choose One column of the class you 
wish to grade. Click a box even if only one course appears. Click SUBMIT to continue. 
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The Final Grading screen will display. You can scroll down to see all of the students. 
Only currently enrolled students will be listed. 

If there are students on your final roster that are not listed on your WEBAdvisor - do 
nothing. The Registrar's office will verify the correct status when you turn in your final 
grades.  

 

Enter NS in the Grade box for any student that has never attended the class. Put a 
check mark in the Never Attended box, if not already checked. At the bottom of the 
grading roster is a signature checkbox and submit button.   

DO NOT check the signature checkbox at this time.  ONLY CLICK the SUBMIT 
button to complete entering your NO SHOW grades. 

 

Once you click the SUBMIT button a grading confirmation form displays and shows your 
saved changes. If you click SUBMIT but have made no changes the message "** No 

changes were made to the grading form. Press the OK button to continue **" appears.  
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Final Grade Roster Submission in WebAdvisor 
 

If you are comfortable entering your "No-Shows" you should have no problems entering 
grades. It is basically the same procedure with an additional final submission process. 
To begin log into WEBAdvisor. 
 

 

 

 

A list of options appears under 
the FACULTY option. Click 
GRADING to enter class grades. 

The Grading screen will appear. You will be asked to 
select either a term or a range of dates to restrict 
your search.  
 
NOTE: You cannot type the term in, but must select 
it from the drop-down box. You may have to scroll 
down to find the correct term. 

 

 
 

A list of all of the courses you are teaching during the selected term will appear. You must 
select Final from the drop down box. Click the box in the Choose One column of the class 
you wish to grade. Click a box even if only one course appears. Click SUBMIT to continue. 
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You must submit a final grade for each student who appears on the final roster.  

 

At the bottom of the Grading roster in WebAdvisor, there is a signature check box that states:  
ñI hereby certify that all grades are entered for the section and I am submitting grade 
information via electronic transmission in lieu of a signature.ò  Instructors should only check 
this box when ALL grades have been entered. 

Below the signature box is the óStatusô of the final grade roster.  If an instructor has not 
previously checked the signature box, the óStatusô will read:  �³�7�K�H�� �I�L�Q�D�O�� �J�U�D�G�H�� �U�R�V�W�H�U�� �K�D�V�� �Q�R�W��
�E�H�H�Q���V�X�E�P�L�W�W�H�G���´  

 

Once ALL grades have been entered, check the signature box and the óSubmitô button at the 
bottom of the roster and a óGrading Confirmation Formô will appear.   Once the óGrading 
Confirmation Formô appears, your grades have been posted to Colleague.  Print out a copy of 
these grades for your records.  Final grading is now complete.  

 

Click OK at the bottom of the Confirmation Form and you will be returned to the Faculty Main 
Menu. �,�I���\�R�X���G�R���Q�R�W���J�H�W���D���µ�*�U�D�G�L�Q�J���&�R�Q�I�L�U�P�D�W�L�R�Q���)�R�U�P�¶�����\�R�X�U���J�U�D�G�H�V���D�U�H���1�2�7���V�X�E�P�L�W�W�H�G������
Please use the steps that follow to complete the process.  

 


