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FACULTY INSTRUCTIONS FOR THE STUDENT INFORMATION SYSTEM 

How to Access the Student Information System (S.I.S.) through the  

HUC-JIR Website: 

♦ Go to www.huc.edu/registrar 
♦ Click on your campus SSIISS Link. 
♦ Enter your UUsseerrnnaammee  aanndd  PPaasssswwoorrdd   
 

 

To Select the Term and View a Class Roster: 

 

♦ Click on CCuurrrreennttllyy  SSeett   
♦ Click on TTeerrmm 
♦ Click on DDeeppaarrttmmeenntt 
♦ Click on CCoouurrssee 
♦ Click on SSeeccttiioonn 



♦ Click on SSttuuddeenntt  RReeccoorrddss 
♦ Click on CCllaassss  RRoosstteerr 

 

 
To View a Grade Roster (and enter grades): 

 

♦ Click on CCuurrrreennttllyy  SSeett  (On the homepage)  
♦ Click on TTeerrmm 
♦ Click on DDeeppaarrttmmeenntt 
♦ Click on CCoouurrssee 
♦ Click on SSeeccttiioonn 
♦ Click on SSttuuddeenntt  RReeccoorrddss 
♦ Click on CCllaassss  RRoosstteerr 
♦ In the top middle of grade roster. 



 

♦ Select Grade Type FFiinnaall 
♦ Click on drop down arrow to assign grades. Some students have requested Letter Grades. 

For example, A, B, or C are letter grades. Some students opt for Pass, Fail grades. You will 
see the preference when you click on the drop down box to assign the grade. 

♦ Click on SSuubbmmiitt  GGrraaddeess button at the bottom of roster page to submit grades. 
♦ (Note: You do not need to print out and sign the roster.) 
 
 

How To Send an E-mail to the Students in Your Class: 

 

♦ After locating your class as we did previously. 



♦ Click on SSttuuddeenntt  RReeccoorrddss tab. 
♦ Click on CCllaassss  RRoosstteerr 
♦ Use the check box to select the students you want to receive the e-mail. The boxes are located 

underneath “E-mail” located on the right side of the roster. 
♦ Click on SSeenndd  OOuutt  SSeelleecctteedd  EE--mmaaiill 
♦ Type the message, add any attachments and click SSeenndd 
 

 To Change Your Password to the S.I.S.: 

 

♦ Click on SSeettttiinnggss  &&  TToooollss 
♦ Click on CChhaannggee  PPaasssswwoorrdd 
♦ Enter current password. 
♦ Enter new password and reconfirm new password. 
♦ Click on SSuubbmmiitt 
 
 
********************************IMPORTANT NOTE************************************* 
 
Please remember to log out of this application and close the browser after you 

are done as your information might be available to others. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


