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1. Open the Connect ND portal. 

 
2. Sign in by typing in your User Id and Password in the Signon box on 

the lower left side of the screen. See Figure 1. 
 

3. Click the Sign In button. 
 

4. Click the Faculty Self-Service link in the Enterprise Menu. This will 
make the Learning Management link available as shown in Figure 2. 
 

5. Click the Learning 
Management link. 
 
 
 
 
 
 
 
 
 
 
 

6. The screen in Figure 3 will appear. This document covers the items listed on this screen under the 
Management heading. 
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Figure 3 



6. View My Class Schedule: This allows faculty to see their weekly schedule by term. Click on the View 
My Class Schedule link,  click on the Term you wish to view. Your course schedule for the term selected 
will appear. More information is available by clicking on the Instructor Schedule 2 tab at the top. See 
Figure 4 

 
7. Return to the Learning Management page using the internal link provided, Select a Different Term. Do not 

use the back button on the web browser. 
 

8. Access Class Roster: This link allows the faculty to access and print the list of the students enrolled in 
each course. After clicking on Class Roster link, click on the Term and click on the Course Title you 
wish to view. 
 

9. Use the pull down menu next to Enrollment Status: to veiw students who have dropped the course or who 
are waiting to enroll. See Figure 5. 
 

10. From the Class Roster page the faculty can Select a Different Term or Return to Previous Page to access 
another course from this term. 
 

11. Return to the Learning Management page using the internal links provided. Do not use the back button on 
the web browser. 
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12. Record Grades: This allows faculty to enter the final grades for students enrolled in their courses. This 

however does not post the final grade.  
 

13. Click on Record Grades link, click on the Term and click on the Course Title you wish to view. 

 
14. Click in the Grade Input box (Figure 6) for each student and type in the grade (the grade is not case 

sensitive). 
 

15. If all students have been graded, change the Approval Status: from Not Reviewed to Approved. This 
change is not allowed unless all enrolled student have an appropriate grade. 
 

16. Before leaving this page, save your work by clicking the Save button on the lower left of the screen. 
 

17. If you wish to change a grade after this process is complete, go back to the class roster you wish to change. 
Change the Approval Status: from Approved back to Not Reviewed.  
 

18. Make the grade changes needed, change the Approval Status: from Not Reviewed to Approved and click 
the Save button 
 

19. Return to the Learning Management main page using the internal links provided. Do not use the back 
button on the web browser 
 

20. Define Class Assignments & Access Gradebook: These last two links are optional. There is a 
grade book available for faculty use and assignments are set up for grading through the Define Class 
Assignments link. Because faculty have a variety of grading systems available and may not choose to use 
these links, they will be covered at a later date.  

Figure 6 


