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View Class Roster/Record Grades 
 

Overview 
This document provides you with instructions on how to view the class roster and record 
grades at the end of the term. You will be notified when the grade rosters are available. 
Prior to that time, you will be unable to view your grade rosters for grade entry. 
 
 

Sign on/Sign out using MyESCC Portal 
 

Step 1 – Sign on 
 
To sign on to MyESCC, you need to go to the MyESCC portal, which is accessible from 
the ESCC website (es.vccs.edu) or (my.vccs.edu). Please note that you will need to 
enter your username, which is the same as your VCCS ID, and password to access this 
system.  
 

 
 
If you do not know your username, you may click on the link found on this page to 
access your username. 
 
 
 
 
Enter the appropriate information to access your username. 
 

http://es.vccs.edu/
http://my.vccs.edu/
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Step 2 
 
Once you have accessed the myESCC portal, click onto the VCCS SIS89:Student 
Information System link to access PeopleSoft. 
 

 
 

Step 3 – Sign out 
When your work is completed in PeopleSoft, you may sign out of the system by clicking 
the sign out link found in the top, far-right corner of the page. Please note that when you 
sign out, your EMPLID or sign on ID is retained.  
 
Be sure to close the PeopleSoft window and click the LOGOUT link from myESCC to 
completely sign out of the system. 

 



Self Service  Class Roster/Record Grades Page 3 of 10 

Accessing Class Rosters and Record Grades 
Now, that you have accessed PeopleSoft, use the following navigation to access your 
information. 
 
Navigation: 

Self Service>Faculty Center 
 

Step 1 
 
Verify that the correct term is displayed. If you need to select a different term, click the 
change term button and select the appropriate term from the list. 
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Step 2 
 
Once the correct term and classes listed are confirmed, you may view the Class Roster, 
by clicking on the appropriate icon or clicking the class roster tab. 
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Class Roster 
 

 
 

 

Step 3 
To record grades, you may select the Grade Roster icon from the Faculty Center page 
or click on the grade roster tab. 
 

CONFIDENTIAL INFORMATION 
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Step 4 
 
You should now be able to view your grade roster for any one class. Use the drop down 
arrow to choose either midterm grade or final grade for Grade Roster Type. It is 
important that you are in the correct area (midterm or final) before entering grades. 
 
 
 

 
 
 
 
 
 
 
 



Self Service  Class Roster/Record Grades Page 8 of 10 

 
 
Grade Roster 
 

 

 
 

 

 
 

CONFIDENTIAL INFORMATION 
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Step 5 
 
Click in the Roster Grade field for each student and enter the appropriate grade.  You 
may also click the Drop down button (down arrow) to select from the valid grade values 
for a given student. Continue entering the grades until complete by tabbing or clicking 
the next field. Be sure to enter the last date of attendance for any “F” grades assigned.  
 

Step 6 
 
Once completed, change the Approval Status to Ready for Review. 
 
Verify all entries and click Save. 
 
Change the Approval Status to Approved and Save. 
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