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1. Go to www.cgcc.edu 
2. In the Get Started box to the right, select Faculty & Staff.
3. Under the Online heading there is a Class Roster link and a Grade Roster link.  Click on the appropriate link.
4. Enter your ID and Password and click Log In.
For your ID use your Staff ID or Social Security number, entered without any dashes. 
Your password is the month and day of your date of birth entered as MMDD.  For security reasons, it is recommended that you change your password to something only you will know but you must do this through the student registration system.  Follow the Changing Your Password instructions listed below.  
5. For Class Rosters – select the term you would like to view and click on Get Sections.  
A list of your classes for the selected term will appear.  Select a section to view the student names, phone numbers, majors, and e-mail addresses.  
6. For Grade Rosters – only your current term classes will appear. Select a section for grading.  
IMPORTANT INFORMATION ON GRADES:
· Grades are due by noon on the Monday following the end of term.  It is vital that you meet this deadline to avoid negatively impacting students’ financial aid status.
· Because of the confidential nature of grades, it is required that instructors submit their own grades.  Student Services is happy to assist you in accessing the system but we cannot enter grades for you if online grading is available.
Contact Mary Martin at mmartin@cgcc.edu or 541-506-6031 if you have any problems accessing the system. Contact Dawn Sallee-Justesen at djustesen@cgcc.edu or 541-506-6028 if you have any questions regarding class rosters or the grading process. Thank you.

Changing Your Password
Go to www.cgcc.edu 
Click on MyCGCC (located on the right side of the page above the Get Started box).
Enter your Staff ID or Social Security number and password and click the Log In button. The system will prompt you to change your password.  You will also add a hint question and answer that will be used to ‘reset’ your pin if you should forget it. If you forget your pin in the future, you will be prompted with the question and you will need to provide the answer.
If you are still unable to access the system, call Student Services at 541-506-6011 or 541-308-8211 for assistance.  Thank you.
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Instructions for accessing class rosters and submitting grades












