Foothill-De Anza CC District

12/15/2011

My Grades - Banner Guide for Faculty
Important Facts about Grades:

1. Every student listed on your grades screen must be given a grade,
Nno exceptions. “Select” is not a valid grade.

2. The faculty contract states that all grades must be submitted no
later than three days after the final.

3. In the case of Positive Attendance classes that require a grade and
hours, hours must be entered for every student. Even students who
did not attend and are receiving a grade of F must have an entry in
the Hours field. “.25” is acceptable.

4. Rolling grades is a time and labor intensive process that is
complicated when grades are not submitted in a timely and

complete fashion.
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For Classes that require o
1. You will get the message
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[ Enter CRN Directly ]

/ Positive Attendance Hours (no grades):
at you have no active assignments rather than the list of your

2. Click on Enter CRN  Directly at the bottom of the screen and enter the class' 5-digit CRN
number. CRN numbers can be found when you view your list of classes under My Class List.
3. The grades screen will display and you can enter only the positive attendance hours.

Contact for corrections/comments/ additions: Susan Malmgren, malmgrensusan@fhda.edu Page 1 of 5




Foothill-De Anza CC District
Some things to note:

e Banner identifies classes by a CRN, Class Registration Number.

e You can locate a class using CRN with the link at the bottom of

Back to
< Faculty Tab

the screen.

12/15/2011

e You are now in what is called “Self-Service Banner”. The Tab is

on message in the upper left hand corner.

now Faculty Services. To get back to the Faculty tab simply click

e Displayed in the upper right hand corner are your id, name, and
term and school associated with class you are about to view.

Entering Grades

Select grade
from drop-
down list

i 00005555 Joseph Smithworth
Flnal Grades 2010 Surnrer De Anza
Aug 10, 2010 04:07 pm

To enter final grades:

1. Select a grade for each student from the drop-down list.

2. For positive attendance courses, enter last attendance date and hours - this does not apply for all other courses. If
Confidential appears next to a student's name, the personal information is to be kept confidential.

3. Clicking submit will log any grades you have selected.

4, Once you open this page, a 60-minute countdown starts. You must click the 'Submit’ button again sometime within
60 minutes. You will see no change, but this action keeps the session active and you can continue to enter grades for
as long as needed.

5. You will not see any confirmation of your grade submission, but you can verify the entries on your class roster
(refresh ActiveRoster to see current status),
6. Scroll to bottom of screen and click '"Course (CRN) Selection” to select a different class,
7. For user instructions click HERE.

Gourse Informalion

GENERAL PSYCHOLOGY - PSYC DOO1. 01
CRN: 00908
Students Registered: 4

! Please submit the grades often. There is a 60 minute time limit starting at 04:07 pm on Aug 10, 2010 for this page.
You can continue to enterr\?rades as long as the class has not been
rolled as indicated by an N. Rolled classes will dlsPIay aY. Grades
are available for the student to view only after the class has been rolled.

Final Grades \z

Record Student 1D Credits Registration Grade Rolled Last Attend Attend Registration
Number Name Status Date Hours Number
MM/DDSYYYY 0-999.99
1 Lrey, Tipper 00012302 4.000  **Registered*™* |A- ;l M | 96.00 | 24
Mar 26, 2010 .
2 Bertha, Big 000122054000 **Web [w [N a1

Registered**®

May 15, 2010

3 (alalziyy 34,000 **Registered** E‘Se\ecﬁ vy |:| 17
Shawn M. Calact
Select

4 00012377 4,000 N 25 |27

Woorhees **Registered 7
Jason Mar 26, 2010
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I Please submit the grades often. There is a 60 minute time limit sfarting at 03:56 pm on Dec 13, 2010 for this page.

Clig\k to display list of classes when you want to enter grades for different class.

[ Course (CRM) Selection [iFaculty Detail Schedule | Ingbmplete Grades Summary | Select Another Term ]

Important:

e "Select"is

not a valid grade.

o All students must receive a grade.
e Leave "Last Attend Date" field blank’- it can cause problems.
e Reset - returns grades to" Select”

Contact for correc

tions/comments/ additions: Susan Malmgren, malmgrensusan@fhda.edu
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All students will display on one screen.

The 60 minute time limit is a warning that you must click the submit button at
least once every 60 minutes to save your work. If you walk away from your
screen for more than 60 minutes without first clicking the submit button, the
grades that have been entered but not submitted will be lost. You can go back
to the grades screen as often as you wish to complete entering grades for your
class.

You can change grades as long as an “N” displays under Rolled. When the
grades are rolled, you will not be able to change a grade and a “Y” will display.
You will not receive a confirmation message after you submit the grades.
However, if you look at the class roster you will see that the grades have been
accepted and will display on the roster.

Students will not be able to view their grades until the class grades are rolled.
All students in a class must be assigned a grade before a class is rolled.
A student with the grade of “Select” is missing their grade and will
delay the rolling of grades for the class.

Positive Attendance Hours

e If the “Attend Hours” box is active, you must enter the hours that a student
attended the class. For classes that require a grade and hours, hours must
be entered for every student.

e If the box is active, it can not be left blank. A blank box will result in a
delay in rolling the grades for the class. The minimum number of hours
that can be entered is “.25”.

The example to the right show a
student who dropped the class after

attending 50 hours and will receive a
“W” grade. The fourth student only Date Hours Number
attended part of one class and never

dropped the class. Consequently, he A =t A £ | T L
is receiving an “F” grade and the wo [N [ s0.00 |31
minimum number of hours, .25, is

recorded.

Grade Rolled Last Attend Attend Registration

MM/DD/YYYY 0-999.99
. 7

G6rade Verification

Grades will appear on your class roster immediately after you click on the Submit
button. This is the only notification you will receive to confirm that your grades have
been accepted.
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Select Next Class

12/15/2011

1. Scroll down to the bottom of the Final Grades screen and click on the link

Course (CRN) Selection.

Submit | Reset

| Please submit the grades often. There is a 60 minute time limit starting at 11:33 am on Oct 27, 2010 for this page.

Clig:l( to display list of classes when you want to enter grades for different class.

’l [ Course (CRM) Selection |Faculty Detail Schedule | Incomplete Grades Summary | Select Another Term ]

2. You will be able to select from the list of your classes and then click on

Submit.

3. The Final Grades screen will display for the class you selected.

When Can Students View 6Grades on MyPortal?

Grades have to "Roll" into history in order for students to view them. This roll
process is quite detailed and has to be run on a set schedule between the colleges.
It may take a week or more before your class grades are rolled. You will know
that the grades were rolled when the “N” becomes a “Y” on the grades screen.
(See screen shot on page two of this document.) Once grades are rolled, you can
no longer use MyPortal to change a submitted grade. Leaving any grades set to
“None” can delay a grade roll for the rest of the students in the class. Also a blank

Attend Hours box will delay a class’ grade role.

Assigning an Incomplete Grade

00055555 Joseph Smithworth
2010 Summer De Anza
Jul 07, 2010 05:46 pm

Incomplete Final Grades

u Review and maintain, when allowed, incomplete final grades and extension dates for
incomplete grades.

GCourse Information
GEMERAL PSYCHOLOGY - PSYC DOO1. 01

GRN: [nfufeTu}s)
Students Registered: 4
.+ Please submit the grades often. There is a 30 minute time limit starting at 05:48 pm on
° Jul 07, 2010 for this page.
. The extension date default is Aug 07, 2011. The extension date may have constraints
* according to level.
Incomplete Final Grades
Record Student ID Grade Rolled Incomplete Extension Extension
Number Name Final Grade Date Date
MMADDSYYYY Constraints
1 Bertha 0001220581 ¥ F | 08/07/2011 On or before
Big default date.

Submit  Cancel Reset

.+ Please submit the grades often. There is a 30 minute time limit starting at 05:48 pm on
° Jul 07, 2010 for this page.

BEIEACE-2 2

When an “I” (for Incomplete) is
selected from Grade drop-down list the
system:

e Enters a grade of F

e Dates the grade one year from

the end of the current quarter.

If the student satisfies the contract
prior to the date, the F grade is
replaced. If the contract is not
satisfied, the F grade appears on
his/her transcript.

To the left is the screen asking you to
confirm the “I” grade and potential F

grade by clicking on submit a second

time.

Incomplete Contracts states that the deadline for completion is the end of one
academic year. (Example: Started Fall 2010: Completed by the end of Fall 2011.
The instructor may choose a time period less than one year.

You are required to file the signed student contract with Admission and Records.

Contact for corrections/comments/ additions: Susan Malmgren, malmgrensusan@fhda.edu
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Changing a Grade

You can change a grade in MyPortal if the grade has not been “processed” or rolled
by A&R. Once the grade is rolled you will no longer be able to select a grade from
the drop-down list. At this point, you will need to submit paperwork to A&R to
change the grade.
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