
How to Submit Grades on my.pratt.edu 
1. Under “home” on the Pratt main page (http://www.pratt.edu/), select “my.pratt.edu”and then 

click “my.pratt.edu” in the column to the right. 
2.  Select “Online Advisement and Registration Tools”   
3. Click the “Log In” tab and log into Online Advisement and Registration Tools  

 

 
4. Select the Faculty Menu  

 
5. Click the Grading link 

 
6. Select the term from the drop-down menu and click “SUBMIT” only once after you select 

the term. 

 

Note: Term choices are 
limited to terms that are 
currently accepting final 
grades. Grade changes 
for older terms need to be 
processed with the 
Registrar’s office directly.

 

http://www.pratt.edu/


7. Select Final or Midterm/Intermediate Grading from the drop-down menu 
Note: Only one grading type and section can be selected at a time. In addition, 
Pratt does not require mid-term grades.  Entering mid-term grades will allow 
students to view their grade through the online advisement and registration tool. 

8. Select a course section, by checking the associated blank check box,  for which to enter 
grades 

 
 

9. Enter in the student grade into the Grade field to the right of the student’s name and ID 
number.  Do not enter an expire date. 

Note: Please reference the grading chart for accepted grading and terms. The 
online grading system will only accept valid grading and terms as designated by 
the degree and institution. 

 

 
 



 

10. Click Submit.  
Note: You do not have to grade your entire class at one time.  You may press 
“SUBMIT” leaving some students blank so you can return later and finish the 
grading. 

11. Once you press “SUBMIT,” the computer will check the grades you entered and return any 
error messages so that you can make corrections.  
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