
HOW TO SEE YOUR ROSTERS AND SUBMIT FINAL GRADES! 
 

 Beginning Summer Term, 2008, your access to roster information and final grade submission is available 24/7 via 
the MyYSU portal.  This new and improved system will display real-time class roster information and enable the 
submission of final grades online during the designated timeframes of the term. Once grade reports and academic 
history have been processed (usually the Tuesday following finals week), all grade changes must be submitted via 
the paper grade change form and sent to the Records Office. 

 
For instructions on accessing the portal, go to http://my.ysu.edu and click First time here? Click here for instructions 
link.  Information sessions for accessing the new class roster information and submitting final grades have been 
scheduled.  Register at the Banner Training website http://bannertraining.ysu.edu to participate in a brief 
demonstration on how to access this information via the MyYSU portal or use the instructions below.  
 
Direct your web browser to http://my.ysu.edu

For technical assistance, including resetting your password, please contact the Tech Desk at (330) 941-1595.     1 
 

 

1.  Enter your 
directory account ID, 
i.e. username, and 
password (Same as 
your e-mail) 

2.  Click Login 

Data Security--IMPORTANT!! 
To prevent unauthorized access to data, do not share your password and be sure to exit the browser after reviewing 
the data and Logout of the MyYSU portal. 

 
 
 

 

Use your Banner ID on 
University Documents 

3.  Click Banner Self-Service 

 
 It is very important to select the appropriate term before completing any other processes.  The term selected will 

be used for all term-related pages you select to view unless you select another term.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4.  Click Faculty Services tab 

5.  Click Term Selection 

6.  Select the desired term; 
click Submit 

http://my.ysu.edu/
http://www.ysu.edu/portal/myysu_newusers.pdf
http://bannertraining.ysu.edu/
http://my.ysu.edu/


7. 

 

 Display assigned course(s); 
click CRN Selection 

8.  Select course (CRN); click 
Submit

 The CRN List displays the course(s) that the faculty member has been assigned to teach. 
 The main menu redisplays after the course has been selected.  The main menu redisplays after each 

selected term, course, etc. 
 
 

 
9a. To view a class roster, click either Summary Class List (Roster) or Detail Class List (Detailed Roster). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 The Summary Class List displays course and enrollment information as well as basic information about 
the students enrolled—including the e-mail link for each student and the entire class.  This link works 
with your desktop e-mail client (i.e., Outlook, Netscape, etc.) 

Course 
Information 

Enrollment 
Information 

E-mail links 

Student 
Information 

View Detailed Schedule for all Courses Switch to Detailed Roster 

Select/Re-Select the Term Select/Re-Select a Course Go to View/Submit Final Grades 
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9b.  The Detailed Class List, or Detailed Roster, can be viewed and accessed through the Faculty services 
menu or the Detail Class List link under the Summary Class List display, as shown. 
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10a.  To submit final grades, click Final Grades from the main menu or the Detailed Class List, or 
Detailed Roster. 

 
 
           
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

10b. Select from the drop-down menu, the 
appropriate grade for each student; click 
Submit. 

 
Beginning the Spring 2009 Semester, all faculty are required to provide the date a student “unofficially withdrew” or 
stopped attending class when submitting final grades.  This requirement is a federal regulation that all universities who 
grant financial aid must adhere to and that the Youngstown State University Academic Senate passed at its meeting on 
November 12, 2008.   
 
Since Youngstown State University does not require instructors to take attendance, Federal regulations permit such 
universities to use “THE LAST DATE OF AN ACADEMICALLY RELATED ACTIVITY THAT THE 
STUDENT PARTICIPATED IN AS THE STUDENT’S UNOFFICAL WITHDRAWAL DATE.”  Examples of 
criteria that qualify as an unofficial withdrawal include:  first missed test, assignment, or other graded material. 
 
On the final grade roster, there will be an additional grade option indicating a nonattendance F (NAF).   There is also a 
column that provides for documenting the last attended date. Any student that remains enrolled in your class, but has 
stopped attending, should receive the nonattendance F grade.  Instructors should select the NAF grade and complete 
the Last Attend Date field.  The date used is the date of the last piece of graded material received from the student.  It 
is not necessary to fill in dates for students that receive any grade other than the nonattendance F. For transcript 
purposes, the grade will be converted to a letter grade of F or NC (no credit) for those courses that have a grading 
standard of no credit rather than an F. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 You can continue to submit/resubmit grades throughout the designated timeframe for processing grades 
each term.  Once grade reports and academic history have been rolled, all grade changes must be 
submitted via the paper grade change form and sent to the Records Office. 

 
 

 The grade of NG is used for lab courses. 
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