Absence & Deficiency Reporting

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 information for the MY LC

portal from Human Resources upon your hire.
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Step 2:
On the far right of your screen you will see a MORE drop down menu. Click MORE and select FACULTY.
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Wildcat Alert Portal

Welcome to MyLaCollege

About Louisiana College

How do | log into MyLaCollege?

Your username is your student |D number,
Password is case-sensitive
Click "Login"

What if | forgot my password?

Quick Links Welcome to the Louisiana College Po

My Courses

My Pages

ent Email

Click on the 1 forgot my password' link next to the Login
button on the MyLaCollege login page. Clicking this link will
reset your password and send it to the email address on
record - for current students this is your LC e-mail

How do | change my password?

Once logged in to MyLaCollege, click the "Personal Info" link
located at the top of the screen by your name

Click the Password tab. Enter your old password, new
password and confirm password.Click Save
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Step 3:

On the faculty page select GRADE ENTRY.
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Quick Links

¢ Alert: The Add and Orop Period is closed butyou may be able to
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Step 4:

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

To enterfchange grades, first select a Division and Term, and click the Search button. '"When the list of courses has been displayed, dick on a
course title to see the dass list.

Search Criteria:
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Step 5:

Next to each student, indicate the Midterm grade and the number of absences. Once you are finished press
the SAVE button. Please make sure all grades and absences are entered correctly. They may not be changed

once you have hit the SAVE button. 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
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