
Instructions for Entering Grades on PAWS 
  
Log on 
 
Go to http://www.paws.uwm.edu and enter in your ePanther ID 
and Password. 

 
 

Menu 
 

• Click on Self Service to enter grades for term by 
specific class. 

 

 

 
Self Service 
 

• Click on Faculty Center 
 
 
 
 
 
Faculty Center 
 

• Click dropdown menu to select appropriate term and 
click the Change tab. 

 

 
 
 
 

 
 
 

Select Roster 
 

• Click the grade roster icon  to the right of the specific course you wish to grade. 
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Grade Roster 
 

• Click the drop down arrow in the Roster Grade field to enter grades 
• To save your work click the Save button at the bottom of the roster, we recommend you save often especially with large 

sections to make sure you do not accidentally lose any work 
• You must save your grades in the “Not Reviewed” status prior to changing the Approval Status.  All grades will be 

lost if not saved in the Not Reviewed status. 
• Use the Approval Status to set your rosters to Approved and submit your grades to DES  
        (you must click save after changing the approval status or DES will not receive the grades) 
• Students with a grading basis of Audit require a grade of S (Satisfactory) or U (Unsatisfactory). 
• PAWS will time out if it is left inactive for one hour – be sure to save before you leave the computer! 

 
 

Printing Rosters 
 

• Print a grade roster by using the Printer Friendly Version 
link below the roster. 
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Helpful hints and reminders:  

      Contact the Campus Solutions Center (CSC) at 229-4040 for technical 
problems you encounter and any questions you may have after DES normal 
business hours.  The CSC is available from 6 a.m. to midnight, seven (7) days 
a week.  

 SAVE.  SAVE.  SAVE.  We suggest you save your work often.  When you 
have entered a few grades and you do not want to risk having to re-do your 
work, click “SAVE.”  You must click save after changing the Approval 
Status or the change will not take place and grades could be lost. 

      For security purposes, the system will time out after 60 minutes of inactivity 
(any grades not saved will be lost).  Save even if you are going to be away for 
“just a couple of minutes.”  

      Can’t get onto the system?  If you forgot your ePanther ID and Password or 
find it is not working, visit a campus computer lab (CCL) with proof of 
identity to receive your ePanther information.  

 Is there an unknown student on your roster?  Assign an F0 to indicate the 
student has never attended class.  This is a registration problem and the 
student needs to appeal to his/her academic dean for a retroactive drop of the 
course.  

   

For more assistance and information, call Mark Weber (4147) or Sandra Humes 
(6431).  

   

Note:  PAWS is a secured website.  Only you can see the data specific to your 
classes/students.  
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