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You will receive 2 e-mails; one containing your 10 digit ID number and the other containing your temporary password.
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If you do not see the classes you are teaching under “My Teaching Schedule,” please contact your department administrative assistant to assign you as an instructor to the class.
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You are able to update your address, phone number, e-mail address*, emergency contact, etc., through your “Self Service.”  Name changes will need to be processed with CSN Human Resources.
*Your “Preferred” e-mail address will be used to communicate with your students.
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Both Class Roster and Grade Roster will be available as soon as students are able to register for semester classes.  Grades will not be posted until approved by instructor and processed through the Office of the Register during grading periods (1 week before end of semester and 7 days after end of semester).
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	NOTE 
If you do not see the grade roster icon, you do not have access to the grading roster. This can happen for several reasons:
	


Grade rosters have not been published for the specific term. 

Your class is a non-graded Lab component, non-graded components do not have a grade roster. 
You were not granted grading access for the course (contact The Office of The Registrar – Nora Fernandez, extension 4393, with questions). 
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	NOTE 
If you find your grade roster is incorrect (missing students, problems with grading basis, etc.) contact  Nora Fernandez, extension 4393, at the Office of the Registrar for assistance. 
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Approve Grades
[image: C:\DOCUME~1\ELDA~1.CHA\LOCALS~1\Temp\SNAGHTML3198d2b.PNG]
Once approved, the grades on your roster will no longer be updateable. 
Once the posting process has taken place, you will see you can no longer change the Approval Status. 
The current process for requesting a grade change through the Registrar’s office is still in place.

	 







To email a student(s)
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MyCSN Faculty Center
Entering Final Grades:  Step-by-Step
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