
 
 

Faculty On‐line Services Guide 

“How to Enter Final Grades” 
 

Step one: Go to www.wcccd.edu 
 

Step two: Click on  
 

 
 

 

http://www.wcccd.edu/


Step Three:   Click on Enter Web-Gate 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 



 

Step Four:  Enter WCCCD Faculty ID Number (Enter a capital A followed by two zeros 
and the remaining six digits of your ID number. For example: A00123456) 

 
Step Five: Enter your PIN (Personal Identification Number). Your initial PIN is the six digits 

of your date of birth: MM/DD/YY. For example, if your date of birth is June 26, 
1960, your PIN is 062660. 

 
 

 
  
 Note: If you FORGOT YOUR PIN when attempting to login.  
 You must first enter your WCCCD User ID (i.e. A000xxxxxx) and click on FORGOT PIN.  
 The security question you previously entered will appear. Enter your security question and click reset. 
 You can know login using your date of birth as your PIN and proceed to the reset steps previously outlined. 

A00123456 
 
123456 



Step Six  Re-enter your PIN (your six digit date of birth) that you used to initially login. 
 
Step Seven:  Enter a new PIN (This is a six digit number that you create. Please keep this 

confidential number in a secure and retrievable place.) 
  
Step Seven:  Re-enter the same new PIN. 
 

Step Eight: Click on Login 
 

 
 

 
 



 

Step Nine:  Enter a Question that only you or a very few people know the answer to. 
   
Step Ten: Enter the Answer to the above question you entered.  
  
 

 
  
 Note: When you click the FORGOT YOUR PIN button, when attempting to login after you have entered  
 your “A” Number, the security question you previously entered will appear.  
 Enter your security question and click reset. You can know login using your date of birth as your PIN  
 and proceed to the reset steps previously outlined. 



Step Eleven: Click on Faculty & Advisors  

  
  

Step Twelve: Click on the Final Grades Menu Item 
 

                         



Step Thirteen: Click on Submit    
 

   
 
Step Fourteen: 1.  Click on CRN and confirm Course Assignment based on your  
   Course Name by clicking the  arrow.  

 2.  Click on Submit    
 

 
 
 



 
 
Step Fifteen:  For each student, click on the drop down Grade menu and click on the 

selected final grade for that student. The Grade will appear in the Grade 
column. Repeat this action for each student. 

 

Step Sixteen:  Click Submit at the bottom of the page. This action completes the WCCCD 
Web-Gate Online Grading Process. Repeat steps 14-16 for each 
assigned class that needs grading. 

 
 

 
 
 

  



 
Step Seventeen:  Scroll to the bottom of the page and Click Summary Class List to 

generate a detailed list of the students and grades for each of your 
sections/classes.  

 
Step Eighteen: Review and Print 2 copies of this list.   
 

 
 
If you need to make changes, Click Final Grades or Return to 
Previous to return to the grading mode. 

 



 

 




