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«sNEW --- FALL 2014+«

Faculty: how to enter Final Grades

https://selfservice.brown.edu

-0or-

“Banner Web” link from the Staff or Faculty gateway on the Brown homepage

To access Self Service Banner, login to https://selfservice.brown.edu or use the
Banner Web link from the Staff or Faculty gateway on the Brown homepage.

Log in to the Secure Area via the Brown Authentication process.
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Brown University

Personal Information | Ll @0

Faculty Services

RETURN TO MENU | SITE MAP | HELP | EXIT

; Important message to Faculty/Advisors - If you intend on using the e-mail classlist/advisee list feature within Banner Web please set up your
~ default 'mail to' client on your web browser to Brown GMail by following the directions at http://brown.edu/go/mailto

Term Selection

Summary Class List
« View and email your class list(s)

Enter Grades
Enter mid-term and final grades. This link opens in a separate window which may be prevented from displaying if you are using a pop-up blocker.

Create Registration Override Codes

Create and Download Registration Override Codes

Registration Overrides

« Enter course permissions for individual students

Display advisee list

« View your advisee's transcript, grades, registration, contact information
Course Search

Brown Course Search Tool

From the Faculty Services menu, select the link labeled Enter Grades.

Final Grading — XE Fall 2014



Slide 3
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File Edit View Favorites Tools Help
- v = v Pagev Safetyv Teolsv @

Course Details Getting Started
Select a Course 2
v
Midterm Grades Final Grades h

0. G Welcome to Banner 9.0 Student

siq ofi R Subect 4« Co.. « 8a Tie ¢ Tem * Cs Faculty Grade Entry

1 & Applied Mathematics (A.. 1650 S Stafistical Inference | 201410-F... 1.

1 & = Africana Studies (AFRI) 0210 S... Afro Latin Americans 201410-F... 1. Please enter final grades for all students

) i - (midterm grades are optional and only

1 = = Middle East Studies (M.. 1050 S... lsrael/Palestine:Criti...  201410-F.. 1. available in weeks 5-9). To enter grades,

1 = Aficana Studies (AFRI) 1110 S.. VoicesBeneaththe . 201410-F.. select a grade code from the pull-down list
in the Midterm or Final Grade column. You

1 = _  Chemistry (CHEM) 0330L L... Equilibrium, Rate, 3t..  201410-F... may also upload an xlsx spreadsheet using
the 'Export/import’ button in the top right

1 = — GroupSudes(GSP) 0001  S.. Consum PopCulC.. Lo ipormper pfen e bp e

2 = = Applied Mathematics (A.. 0340 S...  Methods of Applied... 201320-8... .
Note: If a green checkmark appears in the

2 = = Biology (BIOL) 0280 S... Introductory Bioche. .. 201320-S... 2. rolled column, any change of grade must be

) . o . done by utilizing the Registrar's change of

2 = = BioMed-Neuroscience (... 2970 S... Preliminary Examin... 201320-8... 2. grade form found

3 AfricanaStudies (AFRI)  OT10A S RaciallGender Polifi..  201420-8.. 2. at:http://brown.edu/about/administration/regisir
[ESOUICES.

CRE e asl Valid Grades are:

For students who select the Standard
ABC/NC grade option (G):

Note that the Banner - Final Grade Entry opens in a new tab in your browser (1).

Please be sure to log out of BOTH sessions and exit your browser when grading
is complete. Otherwise, the Banner Web session will remain open.

The grading will default to Midterm or Final as appropriate (2).

You may collapse the “Getting Started” panel for a wider display of the course
information (3).
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Selecta Course

Midtem Grades

Def... ] Gr...
Sort Status

TN

(]

Enter Grades

FUll Name

v [ Rolleg +

(N NNNRRNRREAR-RNRRER §

Next Last

Subject

American Sfudies (AMST)
Applied Mathematics (APMA)
Africana Siudies (AFRI)
Middle East Studies (MES)
Africana Studies (AFR)
Chemisfry (CHEM)

Group Studies (GISP)

Applied Mathematics (APMA)
Biology (BIOL)
BioMed-Neurosciznca (NEUR)

4+ Course « ek 4 Tile

ik 801 Amercan ldentfies

1650 st Stafisfical Inference |

21 o Airo Lain Americans

1050 o Israel/Palesfine:Crtcal Lexi

1110 80t Vaies Beneath the Vel

03300 02 Equiliorium, Rate, Struct Lab

1ot S0 Consum. Pop Cul Contmp Korea

034 801 Methods of Aplied Math |+

0280 a0t Introductary Biochemisiry

gl 801 Preliminary Examinaon Prep
. D : g;ﬁfm o MdemGal ¢ Fodloe

A
¥

$ Rolled

Tem v CRN ¢
140- Fall 2014 15626
01410-Fall 2014 16002
1410- Fall 2014 16144
0140- Fall 2014 16506
201410- Fall 2014 16144
01440- Fall 2014 15801
01410-Fall 2014 16850
201320 - Spring 2014 A
201320 - Spring 2014 23676
201320 - Spring 2014 2679

» Proba.. , Wing ,
¥ Graduaie ™ Deficiency”

Click the Grading Status bar of the course you wish to grade. The indicator
changes color from gray (grading not started) to yellow (grading in progress) to
green (grading complete) based on the number of students on the roster who
have been graded to indicate progress.

The student roster will display on the lower portion of your screen.
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Sheny . Gubata | f SignOut | (et

Exportiimport +

1 B L | ATICana STUOES [AFRI) 111U SU1 VOICES HENEalN e Vel AT Fall 2014 10144
1 = i | Chemisiry (CHEM) 0330 L2 Equiliorium, Rate, Struct Lab 201410-Fall 2014 15801
1 = 0| Group Studies (GISP) 000 501 Consum. Pop Cul Contmp Korea 201410 - Fall 2014 16850
2 = mm= Applied Mathematics (APMA) 0340 S0 Methods of Applied Math 1 + 11 201320 - Spring 2014 i
2 = wmm  Biology (BIOL) (280 il Iniroductory Biochemistry 201320 - Spring 2014 23676
2 s msm  Bighled-Neuroscience (NEUR) 270 501 Prefiminary Examinafion Frep 201320 - Spring 2014 23579
2 Fit Frevols Newt Last |
Enter Grades
Fullame < D 2 g;‘f; 4 MdemGrade | Fial Grate ¢ Roled o - ‘[',"Sﬁ'ﬂgmc
G v
G / A
G - B
G C
G INC
g NG

Reset Grades Not Saved

You may use the drop down list to select a grade for the student. Only those
grades applicable to the student’s grade option will display. When you have
finished selecting grades, click the Save button to record them. Grades can still be
changed through this application until a checkmark appears in the Rolled column.
Once grades are rolled, you must use the Change of Final Grade request form at:
http://brown.edu/about/administration/registrar/facultystaff-resources/change-

grade-request.
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Exportimporta

mmm| i | Chemishy (CHEM) 03300 L0 Equiiorium, Rate, Siruct Lab

| (Group Studies (GISP) 1ot 50 Consum. Pop Cul Contmp Korea

s mmm  Applied Mathematics (APMA) 0340 01 Methods of Applied Math [ + 1
2 e mmm| Biology (BIOL) (280 50 Introductory Biochemistry 201320 - Spring 2014 2376
2 e msm|  Biobed-Neuroscience (NEUR) 2970 50 Preliminary Examinafion Prep 201320 - Spring 2014 23579
{2 First Previous Next Last |

You may also enter grades by importing an Excel spreadsheet — one you have
previously saved, or one you create through the grading application export
process.

To EXPORT a worksheet from the application, click the grading status bar of the
course you wish to grade, then click the Export/Import button in the upper right
corner and select the Export Grade Template. Choose the .xlIs or .xlsx format and
click Export. Follow the prompts to open or save the worksheet.

Final Grading — XE Fall 2014
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|ﬂ| H LE |7 _— | 201410_American Studies (1917 _S01 15826 Template.xlsx - Microsoft Exce iF i H:?_ M
G| Home | Inset  Pagelayout  Fomulas  Dalm  Rewew  View  Adddns  Acrobat & [Minimizeg 52
j * Calibr ‘AN E==l% S Genen . % %:g‘ Qﬂl %’“Insert' T~ f}? ﬂia

= M L = 7" Delete ~ ﬂ' -
g PIUIE G ERIEEE % (U GO g o T

Cliphoard & Font i Alignment u humber i Styles Cells Editing

Al - Je | Full Name v

A B C D E —f H [ 1k
1 FullName§ D |Rolled Confidential Course Final Grade|Grade Option Probable Graduate ]
2 No  No American Studies G

| 3 No  No American Studies G

1 No No American Studies G |

Is No No American Studies G

| 6 No  No American Studies G
7 No  No American Studies G

| 8 No  No American Studies G
9 No  No American Studies G

i No  No American Studies G A

1 No  No American Studies G )

12 No  No American Studies G

13 |

B 7

The file name will include the term, course code, and CRN for the course you are
grading. Enter the appropriate grade for each student in the Final Grade column
using the Grade Option column as a guide. In the Spring grading semester, those
students who are expected to graduate will have a ‘Y’ in the Probable Graduate
column.

ID and Final Grade are the only fields required for a successful import. You may

leave all the other fields at their default values — they are informational only. Save
the spreadsheet so you can access it for the import process.
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I
Select a File for Import

Welcome to the Faculty Grade Import Wizard. You may import a file you created, a file you downloaded from another
vendor or a file created using the export template (available from the Export/Import menu).

Using the export template allows for intelligent mapping, which expedites the import process.

Use Browse to select the file that contains grade data that you would like to import. Supported file types are: Excel
Spreadsheet ( xls) and Microsoft Excel Open XML Spreadsheet ( xlsx).

File C:\Users\sgubata\Desktd[ Browse...

|

To IMPORT a spreadsheet, click the grading status bar of the course you wish to
grade, then click the Export/Import button in the upper right corner and select
the Import. Use the wizard to select and import your saved Excel worksheet.

On the Select tab, use the Browse button to navigate to your spreadsheet. Click
the Next button to proceed.

Final Grading — XE Fall 2014
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Preview File

0 Select Preview Ma ; Import ; Finished ;
p po
|

correct worksheet tab.

Check the box if your spreadsheet includes headers.

Use the grid to preview the data prior to importing.

S

Row = Full Name -

1

[ R S S B |

BOD
BOO
BOD
BOO
BOD

Import Sheet JElEhES ¥ My spreadsheet has headers

D

Rolled %

No
No
No
No

No

No
No
No
No
No

S

Confidential & Course -

American Studies
American Studies
American Studies
American Studies

American Studies

If you have maore than one CRN graded on a worksheet, please use the drop down list labeled 'Import Sheet' to select the

alal

Ayt

On the Preview tab, you can indicate a particular tab on your Excel spreadsheet
for the Import, mark/unmark whether the spreadsheet has a header row, and
preview the grid for the correct course import. Click the Next button to proceed.

Final Grading — XE
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O Select 0 Preview » P Import Finished

Map Columns

The Student ID and Final Grade columns are automatically mapped if your spreadsheet has headers labeled Student ID
and Final Grade - no changes to the mapping are necessary. Proceed to the Next step.

If your spreadsheet does not have headers - or the headers are labeled something other than Student ID and Final
Grades — please use the drop down lists to change the Student ID and Final Grades columns from ‘Ignore’ to Student ID
or Final Grades for proper mapping. * Student ID is a required field that must be mapped in order continue the import

process.
W
&/ Student ID* & Final Grade .
! [Ignore v| |Student ID* V| [[Ignore v| [Ignore v| |lgnore v| | |Final Grz
—
oW - Full Name H D G Rolled # Confidential % Course % Final Gra
{

On the Map tab, you must be sure that the fields for Student/Banner ID and Final
Grade are selected and mapped from the Excel spreadsheet to be loaded into the
grading application.

If you used the Export process, or your previously saved worksheet has columns

labeled ID and Final Grade, no further action is necessary. Otherwise, use the
drop downs to map those two columns. Click the Next button to proceed.

Final Grading — XE Fall 2014
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Importing will overwrite existing data that has not been rolled. Blank data will be ignored.

If there are no changes to import from your spreadsheet, the message will appear as "No data available in table".
check your spreadsheet andlor the Error report to determine if there are changes to be imported.

The following 4 records will be imported:

Grade , Probable
Option ¥ Graduate”™

% Rolled ¢ Confidential & Course

No No American Studies G
No No American Studies G
No No American Studies G
No No American Studies G

- =

On the Import tab, you will receive a summary of the records to be imported. If
the import has no changes, the message will appear as “No data available in
table”.

If there are errors, you can download the Error report to review, make any

changes needed, and re-import the corrected spreadsheet. Click the Import
button to proceed.

Final Grading — XE Fall 2014
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® Select ® Preview ® Ma ® Import | | Finished a
p po

|I'I‘Ip ort C DI'I'Ipl ote ® 4 records imported and saved successfully.

The import wizard is complete. @ 7 unchanged records were not imported.

Records without error have been imported and saved

=

Records with errors can be corrected on the Error report and imported again using this Wgard or updated manually using
the application.

Press Finished to continue.

The Finished tab will display the total records imported and any unchanged
records ignored. Click the Finished button to complete the process. Grades
loaded through the import process are automatically saved in the application —
you do not need to save them again.
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Writing Deficiency and Incomplete Grades processing

Enter Grades

Incomplete Grades

Full Name ¢ D ¢ ggld;c MidtermGrade & Final Grade ¢ Rolled
B0 G INC
BOD G A
i E e | 1IN
BOD G NC
BOD G

Enter Grades

SN Incomplete Grades /A ‘

Full Name 5 O o e Lt 5 Proa.., Wiing

% Rolled ension Date

Optmn " Final Grade " Graduate " Defiiency”
I__M:---- I
Fage 1of1 \ Per Pagem Records found: 1 \

Reset Grades Not Saved “

If you would like to indicate a Writing Deficiency for a student, you may do so
from the application by using the drop down option or entering WDEF in the

Writing Deficiency column. If you use the import function, you can apply the
WDEF AFTER you import the grades from the spreadsheet.

If you enter or import an Incomplete grade for a student, the default Extension
Date will be set. You can alter this date by clicking on the Incomplete Grades tab
on the application and changing the date. Please do not choose a date greater

than one year.

Click Save when your changes have been made.
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D Applied Mathematics (APMA)

Statistical Inference |

Exportimport ~
Select a Course A
Midterm Grades I@ﬁﬂ
De.. Gr. ' :
ot s Ro.. v Subject + (Course s Se. s Tite $ Tem v CRN &
1 Eo | ) American Studies (AMST) 0T 501 Amefican Identiies 201410-Fall 2014 15826

201410 - Fall 2014 16002

| Africana Studies (AFRI min Bl Adrn | atin Americans 201440 - Fall 2014 1R148

14

When grading is complete, please use the Sign Out function in the upper right
corner to log out of the grading component of Banner. The Faculty & Advisors tab
is still active and you will remain logged in to the other Banner Web services
unless you also click that tab and Exit the application.

PLEASE BE SURE TO LOG OUT OF BOTH SESSIONS AND CLOSE
YOUR BROWSER WHEN YOU HAVE COMPLETED YOUR BANNER
MAINTENANCE.
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