
Absence & Deficiency ReporƟng 
Persons with Grade of “D” or lower or with absences of more than 2 (One Day/Week      
Classes), 3 (Two Days/Week Classes) or 5 (Three Days/Week Classes) 

Step 1: 

Log in to My LC at the Louisiana College website. You should have received login informaƟon for the MY LC 

portal from Human Resources upon your hire. 

 

 

 

 

 

 

 

 

 

 

Step 2: 

On the far right of your screen you will see a MORE drop down menu. Click MORE and select FACULTY. 

 

 



Step 3: 

On the faculty page select GRADE ENTRY. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 4: 

From the Grade Entry portal, select the class for which you would like to enter grades. 

 

 

 



Step 5: 

Next to each student, indicate the Midterm grade and the number of absences. Once you are finished press 

the SAVE buƩon. Please make sure all grades and absences are entered correctly. They may not be changed 

once you have hit the SAVE bu on. Any grade or absence changes for students must be made through the 

registrar’s office with—you guessed it—extra paperwork. 

 

IF YOU DO NOT HAVE ANY ABSENCE OR DEFICIENCY INFORMATION TO REPORT PLEASE SEND AN EMAIL 

STATING SUCH TO HELEN.PRICE@LACOLLEGE.EDU 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


