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How to Post or Change a Grade in Workday 
 

1. Log into Workday  
 

2. Click on the Faculty Dashboard 
TIP: This may take a few moments to show your faculty course schedule.  

 
 

3. If your course section is in progress, you will find it under My Current/Upcoming Courses and if 
the course section is over, you will find it under My Prior Courses. Scroll down the page until 
you locate the section where you need to post and/or change a grade.  
 

https://workday.ntc.edu/
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4. Hover over the course section definition until the “twinke” appears and then click on it.  

 
 

5. Click on Grade Roster 

 
 

6. Locate the student in your roster. 

 

Assign a grade:  
 

a. Find the student in your roster and click on the grade selector.  
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b. Choose a grade 

 
 

c. Click on Submit 
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d. Verify the information, check the box next to Confirm, then click on OK. 

 
 

e. Click on Done 

 
 
 
 

Change a grade 
a. Find the student in your roster. 

 
b. Click the Change Grade check box. 

 
 

c. Choose the Revised Grade from the drop-down list, then choose the Grade 
Change Reason, then add a Comment.  
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d. Click on Submit 

 
 

e. Verify the information, check the box next to Confirm, then click on OK. 

 
 

f. Click Done 
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