Instructions to enter grades using Web for Faculty

To enter grades using Web for Faculty go to the website: www.my.ltu.edu

Click on the BannerWeb button. Click on the Login to Secure Area link located on the
right-hand side. Enter your nine digit Banner ID and password. If you do not know your
Banner ID, contact your department Administrative Assistant.

Once you are logged on to the secured area, click on the Faculty & Advisors option.
A menu of options available to Faculty throughout the term will be displayed.
To enter grades, click on the Final Grades button.

A Facsiy b Advisors Wess - Microssdi Intesmel Englones =] E?_.
Fle Edt  Wew Fovordes Todk  Heo .

Qus- O [ @ th Do Froms @3- 5 FH-LE B

Jodhowss | ] hitpe b B t F_Gard baaraLF_F bt > A

Google G- w Guf B e O Bodwadue [t0bloched U chade vy dubalik w | Sarcdbaw O Settingre . )

» SCT HIG CATIC B ¥
= © BUMGARD SCT HIGHER EDUCATION mw
Fareenil [Blom o II Iinlll Eniployan SErvilan

o anch |ﬁ! BETURK TOWERL SITEMESR HELP  ExIT

&mwm

Term Sekectian

Laokup Clrsses

RN Sakchion

Feouity Detal Sohedule

Fatulty Schedude by Oay and Time
Oetal Class List

Sammany Clase st

Mid Term Grades

Fins Grades
Fegistrabon AddTirop . .
S rdem<  Click on Final

Cacplay chudsnk infamnsteang Wes & rbidend's acheedide; Froosee g irtratian o sesnde gy #i Grades Option ficsre's dscc aphone.
Bedvizar Mand
Wi b ftasd s’y Brsrercngty W 8 ctudsen's graedens Dirpleg 5o sdosts ©ebap,
Macerment Lodokup
Flacement dats by dabe
BFIFARF: 72
£ W Inturral

o B Mo - W | sdite Basd 3 =

Figure 1: Faculty & Advisors Menu
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Using the drop down menu select the term grades will be entered for.
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Figure 2: Term Selection
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Select the CRN (Course Reference Number) that grades will be entered for using the drop
down menu.
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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 attended the class please contact the
Registrar’s Office at (248) 204-2280 or EnrollmentServices@ltu.edu . A Not Gradable
grade listed for a student indicates the student withdrew from the course and a grade of
“W” will be issued by the system (see Figure 4 below). A grade cannot be entered by the
instructor for an Not Gradable grade.
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Figure 4: Class List for grading
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Click on the drop down menu in the Grade column and select the grade to be issued to
the student as shown in Figure 5. Enter a Last Attend Date if the grade of “F” is issued
or if the date the student withdrew from the course is different then the date listed in the
Reg. Status/Date column.
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Figure 5: Drop down menu showing acceptable grades
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Once grades are entered, click on the Submit Grades button. Changes and/or grade entry
can be done until grades are rolled to academic history by the Registrar’s Office. Grades
do not have to be entered for all students to submit grades and exit the system. Once
grades have been rolled, a grade change form is required to make a change to a grade.
There is a 20 minute time limit on this screen. It is recommended that the Submit Grades
button 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 Registrar’s Office.
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Figure 6: Completing the grading process

Any questions regarding the on-line grade entry should be directed to the Registrar’s
Office at (248) 204-2280 or EnrollmentServices@]ltu.edu.

M:/on-line grading instructions.doc Page 6 of 6 12/2/09
Written by: Noreen Naeyaert



