
Submitting Grades in SOLAR 
Grade Rosters are not available throughout the term and will be created the last 
day of classes for the term.  
 

 
From your SOLAR 
homepage, click 
Faculty Center under 
Instructor Self 
Service 
 
 
 
 
 
 
 

 
 

 
 
 
 
 

 
 
 
 
 
 

 
 
 
 

You’ll see the list of 
classes that you are 
authorized to enter or 
submit grades for 

Click the Change Term 
button and select the 
Term that you are 
submitting grades for  

 
 
 
Note:  If your class is not listed here please contact the Class 
Scheduler/Administrator in your Department.
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Click the Grade Roster 
button next to the class 
that you want to submit 
grades for 

 
 

 
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 

 

 In SOLAR you will be timed out after 20 minutes of inactivity. As you are 
entering grades (Approval Status set to Not Reviewed) remember to Save 
often! Grades will be validated and errors identified each time you save. 
 
The  button is located all the way down at the bottom of the page.  

Type the grade in the Roster Grade 
field  

Press the TAB key a few times to move 
to the next student 

Make sure the Approval 
Status is set to Not 
Reviewed 

Or, click the drop down arrow and select 
the grade for each student 
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When all grades have been 
entered and are ready to be 
reviewed/submitted, change the 
Approval Status 
 
 
 
 
 
 

 
• Select Ready to Review if you are not the Primary Instructor for the class 

and do not have approval status to submit grades 
 
• Select Submit Grades if you are the Primary Instructor and you’ve reviewed 

all grades and are ready to submit them 
 
Then click  .  You will receive a message if there are any errors. Once 
submitted successfully, you will no longer be able to make any changes.  
 
 
 
 

 

To return to the Faculty 
Center with your list of 
classes click the Return 
button located at the bottom 
of the page 
 

 
 
 
 
 
 
 
 
 

 
Or, click Home to return to your SOLAR homepage. 
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If you need assistance or would like to report a problem with your 
Grade Roster, click the To Report Problems link in SOLAR and 

submit a trouble ticket. Someone will contact you by phone or email. 
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