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Policies and Procedures

STEP 5: Accessing KRIS (Kellogg
Registration Information System)

From the Password Management screen,
return to KCC Web Portal. Click on KRIS
link (bottom half of screen) to view the
KRIS main menu. Choose the Faculty link
from the menu to bring up the Faculty
Menu.

Use this screen to view class rosters, grad-
ing screens and employment information.

STEP 6: Accessing Class Rosters

Click on the Class Roster link under Faculty
Information to bring up the Class Roster
selection screen. Using the drop down
menu select the Term (you do not need to
select the date range) and click Submit.
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You will only see classes listed for which you
are the assigned instructor. If there is a class
missing, contact your department secretary.
Choose the class and then click on submit to
view the roster.

STEP 7: Viewing the Grading Screen
From the Faculty Menu, click on the Grading
link under Faculty Information. From the
next screen, using the drop down menu
select the term and click Submit.

From the Grading screen, you choose the
class you will be grading. Remember to
select Final Grades from the menu at the top
before choosing your class.

To enter the grade, place the letter grade in
the final grade column. For classes with sev-
eral students you may want to submit after
grading half the students and then go back
and finish grading. If a final grade you have
submitted needs to be changed, please fill
out and forward a Change of Grade Form to
the Registrar's office.

STEP 8: Logging out of KRIS

All users of KRIS should log out when fin-
ished in KRIS. The Logout link is located as
a gray tab at the top and bottom of all KRIS
menu screens.
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Helping Students with the KCC
Web Portal and KRIS

Logging In

Students will need to know their username
(k-ID) and their password to access the
portal, e-mail KRIS, and Blackboard. If they
have forgotten their k-ID number, they can
retrieve this from the Portal Help screen
using their last name and Social Security
number. Students who are new to KCC will
have a portal login with their k-ID as their
username and their 6 digit birth date as their
temporary password (i.e. 011584). Returning
students will have already set their pass-
word.

When logging into the portal for the first
time and annually thereafter, students will
be prompted to change their password.
They should follow the steps provided at
the prompt. It is VERY important that stu-
dents wait 5 minutes after changing their
password BEFORE re-logging in with the
new password. This is required to synchro-
nize the systems.

Students forgetting their passwords

If they have set password hints, they may
use the Password Management system (link
from the Portal Help button on the Portal
login web page) to retrieve their password if
they have forgotten their password. If they
have not set password hints, they can go to
the Customer Service Center, the LS. Help
Desk, or any of the Centers to have their
password reset to a temporary password
(which they will then change as instructed
above).

Logging Out

Students using KRIS must log out when fin-
ished in KRIS. The Logout link is located as
a gray tab at the top and bottom of all KRIS
menu screens. If they do not log out, they
will not be able to log back into KRIS as the
system will need to time out before they can
re-enter the system.

A note about Computer Labs

Students are required to use their username
and password to log in to all college com-
puters including those in computer labs.
The computer login and portal login use
the same username and password. Faculty
should encourage students to know this
information prior to coming to class. Do
not direct students to use the “work-
station only” option in labs as this only
provides local computer access and will
confuse them when they need to access the
internet or network printing (which is only
available after login).

Problems

Check out the Portal Help button on the
main login screen for looking up your k- ID
and troubleshooting tips. KRIS and reg-
istration questions or problems should
be directed to the Customer Service
Center. Portal problems can be directed
to the LS. Help Desk at 269-965-4148, at
helpdesk@kellogg.edu, or in person in
the LRC.
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