How to Access Course Rosters and Grade
Entry in J1 Web

Using your KCU credentials, log in to J1 Web. my.kcu.edu/j1web

Username: The first part of your KCU email address without the @kcu.edu

Typical Password: 8 Digit Birthday MMDDYYYY

Once you have logged in, click on the black Rubik’s cube in the upper-left-hand corner

of the screen:
ﬂ " Jenzabar

Next, you will see a list of “Hubs” on the left-hand-side of the screen. First you will click
Student and the options you have permission to see will drop down. Hover over Faculty
and then click Manage My Course List
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This will bring you to a list of your courses. The courses you can see are based on
settings determined by the J1Web Administrator.
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You can change the filter using the options on the screen below to view specific
courses. You also have the option to save filters depending on what type of information
you are looking to see.
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Once you have found the course you wish to work with, you can click on the Select

Action drop down on the far-right side of the course to pick View Roster or Manage
Grades.
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View Roster will allow you to view the roster of students in the course. In this case only
my test student, Tonya, is enrolled in the class.
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You can use the filter on the left-hand side of the screen to filter the roster to see
different demographics about the students on your roster.

Grade Entry:

To enter grades from this screen look for the Section Options button under the Rubik’s
cube and click on Manage Grades.
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FND-110-01
Introduction to Online Learning

Term: 2022-2023 Academic Year - Fall

Dates: 8/9/2022 - 11/22/2022
Faculty: Kristen E Geyer
Section options ¥

Manage grades

View roster

You will only be able to enter grades when the grading window is open. If the window is
open you will be able to enter a letter grade in the letter column. If you enter a failing
grade the Last Date of Attendance Column must also be populated. Once the grades
have been entered you will click the save button to submit the grades. Once you hit
submit the students will be able to view their grades on their student portal.

Grade Entry for  fnoicaee  ~

Student [*] 1D [*] Letter [*] Grading Type [*] Credits [¥] LastDate of Attendance[v] Athletics [v] Graduafion Stage
1 Tester, Tonya T. 3 Grade Scale / College Level Co 0.00 Ly

Please contact the Registar’s Office with any questions.
emilyamiller@kcu.edu

606-474-3260
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