
Using PeopleSoft 
as an HCC Instructor















This is the icon for taking attendance.





This icon will email you a printable 
attendance file. 



Wait one minute between sections when you print 
these or it will send the same section over and over.



Here’s what the email will look like.











Make sure you sign and date all pertinent 
pages.





This is the icon to enter final grades with. It only 
appears at the end of each semester.



Enter the grades and 
then:
Pull down and choose 
ready to review.
Then save.
Pull down to Approved.
Then save.
Then click POST.
All these actions appear 
in this box.


