
AUSTIN PEAY STATE UNIVERSITY  
MEMORANDUM  

 
  
TO:                  Faculty (Session A Only) 
  
FROM:  Patrice Cheatham, Senior Associate Registrar  
      
SUBJECT:  Final Grades (Session A Courses Only) Due Date listed in Grade Reminder Email 
  
Final grades for Session A must be submitted via OneStop by the due date listed in the grade 
memo email.   Attached are instructions to record grades in OneStop.    
  
A few pointers:  
  
 

1) Please call the Office of the Registrar at 7150 to verify student’s registration status if:  
  

• if a student does not appear on your class roster in OneStop, but has been 
attending your class.  

  
2) After submitting your grades, please click on the Instructor Ungraded Courses link found 

on the main page of the Faculty and Advisor tab to ensure all grades have been recorded. 
Any courses that have missing grades will appear.  If you have a full semester course, please 
do not be alarmed when viewing the Instructor Ungraded Courses link, only your Session A 
course(s) need final grading at this time.    

  
 

If you have any further questions concerning the submission of your grades, please call our office 
at 221-7150. Thank you for your cooperation.  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
OneStop Instructions for Entering Grades  

  
   

1. Go to the Austin Peay State University : www.apsu.edu   
  
Click on OneStop Login link located on the bottom of the APSU homepage.  
  
Or    Go to onestop.apsu.edu to login to your AP OneStop account  

  

 
2. Click on Login to OneStop link and enter your login information.  

  

 
  
  

           User Name and Password = This will be the same as your login for your APSU 
computer or APSU email account.  

  

  
   

  
  
  

http://www.apsu.edu/
http://www.apsu.edu/
https://onestop.apsu.edu/
https://onestop.apsu.edu/


3. Click on the Web Self-Service Icon:       
4. Once you have logged in, select the Faculty Services Tab.   

 
  

5. Next select the Final Grades link if recording Final Grades.    
.    
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  Use this link for      Final Grades   

 



6. Next, select the term from the drop-down box and click Submit.    

 
  

7. Select a CRN:  Choose the course you wish to record grades for from the drop 
down box.  Click Submit.  

 
   

8. In the Grade column, please record the final grade  
 

 
   
IMPORTANT NOTICE: After you have submitted your grades, please click on the 
Instructor Ungraded Courses link under the Faculty and Advisor tab to ensure all 
courses have been graded.  
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