Faculty Grade Entry using Banner — Keyed Entry and File Upload

Entering Grades

There are two ways to enter grades in Faculty Grade Entry: Keyed Entry or File Upload process for both midterm
grades and final grades. Step-by-step directions are provided in this instruction set.

Keyed Entry

For keyed entry or manual entry of grades, simply click on the course to load the student roster, then click on
the grade box and select a grade from the drop-down list of grades. Alternatively, a grade can also be typed in.
Last Date of Attendance information is required when entering a WF grade.
https://registrar.siu.edu/grades/gradingsystem.php. Last date of attendance must be entered in the following

format with leading zeros: mm/dd/yyyy. For example, 05/05/2019 and 12/01/2019.
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When assigning a WF, key in the Date of Last Attendance [mm/dd/yyyy] or use the calendar aid provided. You
will not be able to save a grade entry of WF without a Date of Last Attendance. .
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Saving Grade Entries

Once grades have been entered, click on the Save button in the bottom right of the screen.

Faculty Grade Entry displays system notifications when grades are submitted successfully, grades have not been
saved, or entered grade or Last Date of Attendance is missing.
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Grade Status Indicators

Each course in Faculty Grade Entry has a Grading Status Indicator. Final Grades have two indicators: Indicator
“Grading Status” shows grade entry process status. Indicator “Rolled” shows if entered grades have rolled to
academic history. When grade entry has been successfully completed, “Grading Status” indicator turns green.
“Rolled” indicator remans gray until the submitted grades have fully rolled to academic history by the Office of
the Registrar.

Pink grade status Indicates when grading has not started for that class
Orange grade status indicates when any portion of the class roster has grades
In Progress i
submitted
Green grade status indicates when the entire class roster has grades
Complete .
submitted

Submitted grades can be changed until they have been rolled to academic history. The deadline for semester
grading is Wednesday following the end of the semester at 8:00AM. Once end-of-term processing begins it
cannot be interrupted to re-open grading.
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File Upload Grade Entry

Grades can be entered by uploading an excel file with student roster and grades. It is highly recommended that
Export Template function be used to download the class roster from Faculty Grade Entry to prepare the grade
file for entering grades to download the class roster, select the course in the course list and click the “gear” icon

on the top right corner of the page.

Select Export Template. Save the class roster as an excel file on your computer desktop to enter student grades
and last date of attendance information. Preparing the grade file following these steps will reduce grade entry
errors in the system and will eliminate the step of mapping the file columns for the grade upload process as in

step three below.

Select the file with grades from your computer. Click Continue.
Preview the file that you have selected within the Grade Import Wizard for accuracy. Click Continue.

Select the required columns needed for grade submission. Click Continue.

Validate your grade report and any errors that occurred while processing the grade file. An excel file
with errors can be downloaded to review the errors. If no issues, click Continue. Otherwise correct the
errors and start the process over with step 1. Click Cancel at the top right of the grade wizard if there

are issues that must be resolved before submitting grades.
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Export Template

Export files as
® Excel spreadsheeti xis)
O Excel spreadsheet(xisx)
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Opening 201940_Aviation Technologies_340_202_Template.xs X | Open the exported file and populate the Final Grade column
You have chosen to open: with the assigned grade and save the file to your computer.
AT T e e Pl e Last Date of Attendance is required when assigning a WF
which is: Microsoft Excel 97-2003 Worksheet (8.5 KB) .
from: https://banssh2-devisiu.cdu grade. Last Date of Attendance must be entered in the
What should Firefox do with this file? following format with leading zeros: mm/dd/yyyy. For

Microsoft Excel (default) v example, 05/05/2019 and 12/05/2019.

() SaveFile

The file must contain columns Term Code, CRN, Full Name,
Student ID, Final Grade, and Last Attended Date in order to
properly map during the file upload process.

[ Do this automatically for files like this from now on.

platels [Read

Required Columns

¥ Cut
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1 [Term Code CRN  Full Hame Student ID Ralled Confidential ~ Course Final Grade Last Attended Date | Hours Attended  Incomplete Final Grade Extension Date  Exdension Date Constraints.
1940 30074 Hisham lwahim Alneami BEX00000C Mo No Auation Technalogies A Any date allowed
3 %0140 30074 James E Barker BEOCO0CK Mo ho Aviation Technalogies A Any date allowed
4 (201340 0074 Maya L Bott BEXCOOUK Mo No Awiation Tachnologies A Any date allowed
5 201940  "0074 Cavan.J Breanan BEXC000 Mo No Awation Technalogies A Any date allowed
6 201940 0074 Caios O Cenantes BEXUOOOX Mo No Awation Technologies A Any date allawed
7 201340 40074 Andrew Dale Finer BSNCO0CK Mo No Aviaticn Technalogies A Any date allowed | g nore t h ese
8 [201940 0074 Scott Hansen 853000000 [No Tho Awation Technologies A Any date allowed
8 201940  "10074 Brandon W icenogle BEXUO00X Mo No Awation Technologies A Any date allawed
10201940 0074 Kyle J Koblas BEXCO0CX Mo No Avtation Technalogies A Any date allowed I
11201940 30074 Lucas M Lenz BEOUO0CK. Mo No Aviation Technalagies A Any date allowed columns
12 201340 0074 Alex Lis Albesto Lilly BEXO000K No No Awation Technalogies A Any date allowed
13201940 30074 James Loggins. BEXXOXUX Mo No Awation Technologies A Any'date allawed
14201540 30074 Chiistopher John Malone  BSXCO0DX o ho Aviation Technalogies A Any date allawed
1520140 30074 Alex Akanga Ngala BEOU00C0C Mo No Avation Tachnologies A Any date allowed
16201940 10074 Hamzah Mustara S Offat BEXUO00 Mo No Awation Technologies A Any date allawed
A7 [P01940 0074 Aaron Keaneth Olson BEX0000K Mo No. Auation Technologies A Any date allowed
161201540 740074 Chinedu Alexander Onucha  BSXCO0IX  No No Aviation Technalogies A Any date allowed
19201940 20074 Eliott Michael Paim BEXUO0UK Mo No Awation Technologies A Any date allowed
20201340 10074 Damel Picado BRXCO00 Mo No Awation Technologies A Any date allawed
21201240 30074 Dwayne Salmon Jr BEXO000X Mo No Aviation Technalogies A Any date allovec
2/201940 30074 Kewin M Tumer BEXXOOUX Mo No Awation Technologies A Any date allawed
2520140 "30074 Simon Villegas Meja BEOCO0CK Mo ho Aviation Technalogies A Any date allowed
2
25
%
27
2
29
)
3
32

Save the completed spreadsheet file. When you are ready to import the
spreadsheet with grades click the “gear” icon on the right corner of the
screen next to the logout button, select Import from the drop-down list.
Grade Import Wizard will start the file upload process.
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Select a File for Import

You may import a file with faculty grade entry data.

Step 1. Use the Browse feature to identify the course grade file to be uploaded and click Upload. You will be
given the opportunity to Preview the file, and click Continue.
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Preview File

Check the box if your spreadsheet includes headers. Use the grid to preview the data prior to
importing.
EIMy Spreadsheet has headers.

Full - Student oy Confidential Course
Name L]
Hisham

201940 40074 Thrahim 854112931 No

Alneami

Awvation
Technologies
James E . Aviation

201940 40074 853666701 No A
Barker Technologies

201940 40074 853489300 No No

Maya L Aviation
Bon

Technalogics

Go Back Continug

Step 2. Preview the grade file for accuracy, and click Continue.
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Map Columns

Use the drop down lists to map the data from your spreadsheet to the appropriate columns on the
Faculty Attendance Page.

Flelds marked with * are required fields. They must be mapped in order to continue the import
process

@) Yerm Codes @ cnne 7) Student 104 @) Fanal Grade

@) Last Aennded Date  (7) Houes Asended — (7) incomplete Final Geade?) Extension Date

Map [Torm Coder < cane = Other [5] Suudent 10+~ | Oher [S) Other Tlot

Row Term Code CRN Full Name  Student ID Rolled  Confidential

201940 10074 Ibrais 854112931
Alncami

ames E
201940 10074 s 853666701
Barker

201940 40074 aval Row  RS3480300

Go Back Continug

Step 3. Select the required columns needed for grade submission and click Continue. Required columns are:
Term Code, CRN, Full Name, Student ID, Final Grade, and Last Attended Date.

- Workman, Tamora .. % [§ Calendar- Workman Ta.. > 0 Banner Development Uinks > | [l Logged Out X Faculty Grade Entry

= Step 4. The next step provides a validation report and
et il e any errors that occurred while processing the grade
pe——— o ) ) ‘ file. An excel file with errors can be downloaded to

alidate the data in the worksheet. Unchanged data will be ignored; valid changes will overwrite

existing data after this step. . . .

o b sl imparied review the errors. If there are no issues, click

0 records containing errors will not be imported. . .

22 unchanged records wi ot bempored Continue. Otherwise correct the errors and start the
Download the validation report [— .

process over at step one. Click the Cancel button on

the top right corner of the grade wizard if there are
issues that must be resolved before submitting

grades.

Validate

Last
Mmllllcﬁl'l: Final 'lHours

Term
RoW code PN Name 1D Grade Attende

Go Back Continue

Step 5. When the Import Wizard is complete, click

Import Complete

e gt s s complee Finish. Until the grades are rolled to academic history

0 Records without error have mported and saved to the database

errors can be corrected within the Faculty Grade Entry
platform.

ds with errors can t i on the validation report and imported again using this wizard
or updated manually using the application.
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