
  

Self-Service 
Faculty Viewing your Roster 

and Entering Final Grades 
 

To access Self-Service login into the Faculty/Staff portal (http://www.mccc.edu/mymercer.shtml) 
 

Once logged into the portal click on the “Employee Self-Service” tile. 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 
Once you are re-directed into Self-Service on the home page click on the tab “Faculty”  
 
 

Click on the Tile 
Employee self-service 

Click on the tab 
Faculty 

http://www.mccc.edu/mymercer.shtml


  

 
On your Faculty Overview page click on the course to view your roster and enter grades. 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The next page Section Details click on the tab “Grading” and “Final Grade” 
 

Click on link to 
course to enter 
grades 

 Click on Grading 

 Then click on Final 
Grade 



  

Final Grade Entry 
 
On the roster page, you will see your students listed with a drop down under the “Final Grade” column. 
Click on this drop down and select the grade for the student. This page will also allow you to enter 
“Never Attended” or enter the “Last Date of Attendance” (LDA) . 
 
 
 

 
 

 

 

Once all of your midterm grades are entered you are done. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 

Click on the drop down 
under the “Final Grade” 
column to select the 
grade 

Select grades from 
the drop down 



  

 
Select the grade for the student and continue to the next student until you’re done. That’s it. There’s no 
“Submit” button or “save”. Once you select the grade from the drop down, the final grade is recorded. 
 
 F’ Grade entry: If final grade is an F (Failing) grade you must also enter the LDA (Last Date of 
Attendance). A red error message will appear and you will not be allowed to enter the F grade until you 
have also entered a LDA (note that year entry is 4 digits). Once red error message disappears, the grade 
has been entered.   
 

 
I’ Grade Entry: if final grade is an I (Incomplete) you must also enter both the LDA and an expiration 

date. The expiration date must be no later than the last day of the next semester (Fall or Spring). Note 

that year entry is 4 digits. Again, a red error message will appear until both of those are entered. Be 

aware that if an “I” grade is not changed by the expiration date Colleague will automatically change 

the I grade to an “F” grade.   
 
 

 For an F grade the LDA (last date 
of attendance) must be entered 
with the Final grade 

 For an I grade the LDA (last date 
of attendance) and Expiration 
date be entered with the Final 
grade 


