Instructions to enter grades using Web for Faculty

To enter grades usirBannerWeb for Faculty go to the websiteny.ltu.edu
1 Click on theBannerWelbutton.

1 Enter your ninedigit Banner ID and passwordif you do not know your Banner ID, contact your
deparment Administrative Assistant.)

Once you aréogged on to the secured area
1 Click on theFaculty & Advisorsoption. A menu of optias available todculty throughout the
term will be displayed.
1 To enter grdes, click on th&inal Gradesbutton.

2 Faculty & Advisors Menu - Microsoft Internet Explorer
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Figure 1: Faculty & Advisors Menu

On-line grading instructionsat Pagel of 6 5/8/09
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1 Usethe drop down mento select the term grades will be entered for.

3 Select Term - Microsoft Internet Explorer
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Figure 2: Term Selection
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1 Select the CRN (Courdeeference Number) that grades will be entered for using the drop
down menu.

2l Select Section Identifier (CRN) - Microsoft Internet Explorer
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Figure 3: Course Selection
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Once the course is selected, a class roster listing the students for the CRN selected will appear. If a
student does not appear on this |list and atte
204-22800r Registrar@Iltu.edu

A Not Gradable grade listed for a student indicates the student withdmenv the course and a grade

of AWO will be i ssued by the system (see Figu
for aNot Gradablegrade.

3 Final Grade Worksheet - Microsoft Internet Explorer
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Final Grade Worksheet

i - Enter changes to final grades and attendance hours, then click Submit Grades,
- If the word "Confidential" appears next to a student's name, information is to be kept confidential,
- Click on a student's name to view the student's address{es) and phone(s). Grades are processed every Thursday morning, If you have
submitted your grades by Thursday morning and need to change the grade, please complete a Change of Grade Form, availzble from the
Office of the Reqgistrar {registrar@/tu.edu ) or your department.

Course Information

Distance Learning Through Technology - MET 6243 OL1

CRN: 1843 =
Students Registered: 4

A Please submit the grades often. There is a 20 minute time limit starting at 01:54 pm on Dec 12, 2006 for this page.

Final Grades
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Figure 4: Class List for grading
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Click on the drop down emu in theGradecolumn and select the grade to be issued to the student as
shown in Figure 5. Enterlaast AttendDate f t he grade of AFO0 i s i ssl
withdrew from the course is different then the date listed ifrége Stats/Datecolumn.

A Final Grade Worksheet - Microsoft Internet Explorer EI@@
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Final Grades

Record Student i Credits Registration Grade Rolled Last Attend Date Attend Registration
Number Name Status MM/ DD /YYYY Hours Number
0-999,99

1 . Webh Registered 5

If student withdrew | aug oz zo0s | | |
2 . Web Registered 7

the date withdraw | a2 Soce | I |
* | was processed pieo Regitered | | 4
4 Registered 1

Apr 26, 2008 | H ‘ @

A Please submit the grades often. There is a 20 minute time limit on this page.
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Figure 5. Drop down menu showing acceptable grades

Once grades are entered, click on$ubmit Gradesutton. Changes and/or grade entry can be done
until grades are rolled to academic history by the Registd s Of f idanet.have tGlye @deeed

for all students to submit grasland exit the system.

Once grades have been rolled, a grade change form is required to make a change to a grade. There
a 20 minute time limit on this screen. It is resoended that thBubmit Gradesutton is clicked

often. It is important all grades are submitted by the grading due date. All instructors should be
notified of the grading due date by the Regis
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Submit Grades
button
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Figure 6: Completing the grading process

Any questions regarding the4ni ne gr ade entry should be direcH
204-22800r Registrar@ltu.edu




