
Hudson County Community College •

Using the Gradebook for emailing your class

Welcome to Hudson County Community College’s Gradebook 
training. Colleague provides many new technologies and resources, 
one of them being the Gradebook.  The Gradebook is an online 
grading tool that integrates with the Colleague information system.  



 Access to the internet

 Access to your MyHudson portal 

 The Gradebook is located  on your MyHudson portal so your experience with this 

training will be best if you already have access to you’re my Hudson portal account. For 

new faculty, the ITS Department assigns the usernames and passwords after they receive 

your information from the Human Resources Department.  For returning faculty, your 

username and password should be the same set that you use to access your email 

account or log in to your PC.



To access the area where you will see your rosters and submit grades and 
attendance, you must be logged in to your MyHudson portal.  From the 
Faculty landing page, you will see a tab on the bottom right hand side of 
the screen called “Liberty Link.”  Click on the “Faculty Advising” option.



Click “Class Roster”

“Faculty Advising” will display 6 options. 



Your classes will be listed with meeting information including days, times, 
and location.



Click on 
class in 

blue text

All courses you are assigned to will be listed here, regardless of the semester.  
Information on this screen include the section name, terms, start and end 
dates, start and end times, location, campus, number of students registered 
and number of seats available To display only the courses for one semester, 
select it from the drop down and hit “Submit.”



Click on 
class in 

blue text



NOTE: Type your message and send

Click on 
“Email 
These 

Students
”



• Questions?
• Comments

• Feedback

Please email:
gradebook@
hccc.edu
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