How to Register “YA” or “NA” (“Yes, attended” or “never attended”)
Your Faculty Net ID and password were sent to your home address in a letter from the Records Department.
	1) Start on the NCC home page.  http://www.northampton.edu.  Click on Logins
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	2) Click on “Faculty and Staff Logins”
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3) Click on “Faculty Net” 
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	4) Type in your Username and  Password 
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	5) Make sure the Current Options Settings reads “CRED” and “SP” and  “2009”  If asked for your email, it is your “first initial+last name@northampton.edu.”  E.g. cpense@northampton.edu.  Then click on Grade Entry.
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	6) Your current courses will appear.  Select the course you wish to grade.
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	7) Select “Midterm” and click on “Continue”
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	8) Click on Set Default Grade.
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	9) Select “YA” from the pop-up menu and then click on “Return to Grade Entry”
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	10) Go back and change any students who never attended to a “NA”.  
Then Click on Submit Grades.  Now you’re done! 
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11. The next screen will take you back to Grade Entry (see below), and if you have more than one course, you can repeat the process. [image: image11.jpg]—i—
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