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Entering Grades in Campus Web 
(Grades must be entered on CampusWeb as those on Canvas will not auto-populate into the records database) 

 
1. Log into CampusWeb (https://campusweb.franklinpierce.edu/ics) 

• Your login ID is the first part of your Franklin Pierce email, the portion before @ 
symbol 

• Your login password is the SAME as your email account password 

 
 

2. Click on the Faculty Tab 

 
 

3. In the menu on the left, select the Faculty Course Control option. 
 If needed, change the term then click on Search to display your courses for that term. 

 

https://campusweb.franklinpierce.edu/ics
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4. The courses that you are teaching for that term/semester will display below the term/search section. 
 Select “Grade Entry” from the drop-down menu on the right side. 

 
 

ALL of the students registered for the class will be displayed. 
 From the Final Grade drop-down menu, select a grade for each student 
 After all grades and all required* Last Dates of Attendance (LDoA) have been posted, click on 

Save. 
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 We recommend posting all grades for a course all at once – if not, you may be timed-out and 
lose what you’ve already posted. 

 Students who have withdrawn will display with a grade of W or AW and may not be given another 
grade. 

 Students earning an F grade must have their LDoA posted; *only F grades require 
an LDA If the student never attended, use 1/1/1900 as the LDA. 

 
 

If you do not post the LDoA for the student who earned an F grade and attempt to save your 
work, you will get an error at the TOP of the grade entry screen telling you which student(s) 
needs the LDoA. 

 
After clicking Save, you will see a twirling icon (like below). If you do not see this processing icon, 
your grades may not be saving. 

 
 When the grades HAVE been saved, you will see a refreshed screen that confirms grades 

have been saved.  If you do not see the Grades Successfully Updated screen (below), check 
your grades to ensure they have been recorded.  
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Important information regarding LDoA (Last Date of Attendance) 
 Default Grade & Default Last Date Of Attendance 
These functions are designed to allow ease of data entry. For each, if you enter a value and hit “Set 
Default LDoA” it will give all students in the class the default value, which you can then change for 
individual students before saving. 
 
If you use the Default Last Date of Attendance (Default LDoA), you MUST check and set a real LDA 
for students – this is crucial for financial aid reporting and non-negotiable for students with F grades. 
Do not change LDA for students who withdrew during the semester – that LDA must remain the original 
LDA. 

 
 
 While the grading period is open, grades entered may be edited. If you have made an error, you may 

go back in to the Faculty Course Control, Grade Entry and adjust the grade (repeating the process 
from step 2 of this document).  

 
 
 
 If the grading period is closed, you will need to complete and submit a Grade Change form (you will 

need to enter your user name and password to access Forms for Faculty). 

 
 

To Complete a Change of Grade 
To access the change of grade form log into eRaven – eRaven.franklinpierce.edu – you log in using your email 
credentials. Navigate to the Registrar page from the eRaven  

http://eraven.franklinpierce.edu/s/dept/academicaffairs/Forms/docs/Instructor%20Grade%20Change.pdf
http://eraven.franklinpierce.edu/
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Once on the Registrar page scroll to the bottom and under “Information for Faculty and Staff” and click on 
“Forms for Faculty” *It may ask you to log in again. 

 
 
Once you have opened the link look for “Grade Change” on the page under “Forms for Faculty”  
 

http://eraven.franklinpierce.edu/s/dept/academicaffairs/Forms/docs/Instructor%20Grade%20Change.pdf
http://eraven.franklinpierce.edu/s/dept/academicaffairs/Forms/docs/Instructor%20Grade%20Change.pdf
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You must download the form to your computer and establish a digital signature to complete the form. For more 
information on how to complete the digital signature process click here. 
 
Once you have completed the form, applied your electronic signature and saved a copy on your computer email the form 
to the appropriate College Coordinator, Dean, or Program Director for further processing.  

http://eraven.franklinpierce.edu/s/dept/academicaffairs/Forms/docs/Electronically%20Signing%20a%20PDF.pdf

