=)
DC

Ollscoil Chathair
Bhaile Atha Cliath
Dublin City University

Banner User Guide
Amend Student Grades

July 2025

Version .4 - Reference to amendment scripts and order of grade sequence
in SHATCKN after amendment

Background 1

Step-by-step guide 3
Running a report before Internal Review 3
Amending grades for individual students in SHATCKN 4
Amending Grades for Deferral 7
Amending Marks 9
Inputting Missing Marks 12
Module Outcomes 14
Amending grades in bulk 14
Roll Grades by Section (SFASLST Class Roster) 15
Roll Grades Sections in bulk- SHHROLL Grade Roll to Academic History

16
Appendix 19

Grade Points 20
Part of Term and Grading 20



Background

Each semester, a Grade Entry period will be set up in Banner for Module
Coordinators to enter grades for students in the Faculty Grade Entry
(FGE) page. During this period, it is only the Module Coordinator of the
given Section who will have access to the student grades, until the grades
are rolled in Banner. After the Grade Roll process, the student grades can
be visible and editable to Faculty Administrators in the Banner Admin page
and will be view-only in the said FGE page to the academic staff during the
Grading period. This User Guide provides step-by-step instructions for
amending grades in the Banner Admin page (SHATCKN) when
appropriate.

Grade amendments can take place at different stages of Grading:

1). During the Grade Entry period and before Grade Roll: Module
Coordinators can make amendments by directly editing the grade
entries and providing a Grade Change Reason in the system;

2). After the Grade Entry period and the Grade Roll process,
Faculty Administrators will confirm grades in preparation for the
Internal Review and make appropriate amendments;

3). After the Internal Review process, Faculty Administrators can
make amendments where necessary;

and finally

4). After the Progression and Award Board (PAB) review, Registry
may implement PAB-directed grade amendments.

This User Guide provides instructions on scenarios 2), 3), and 4). The
User Guide for FGE process can be found here, where Scenario 1) is

addressed; and the Grade Roll/ Unroll User Guide can be found here.

Grade Code setup - grades have 3 elements configured in the system:

1.  Credits earned for passing grades
2. Does the grade count in GPA for numeric grades
3. Does the grade represent an ‘Attempt’ all grades indicate

attempted except for Df/Dfl, RC, PP, W, T, E

Grade Scale Setup - grades are attached to one or more grade scales
Numeric 40PASS (and 50PASS)
Pass/Fail (and Nursing Placement, INTRA)
NUMPLACE (Science and Health)

Each CRN is linked to one grade scale


https://drive.google.com/file/d/1-eMf-QrE-yCzV0FknRCuL7Tkab50ZoF0/view?usp=drive_link
https://loop.dcu.ie/pluginfile.php/5992594/mod_resource/content/1/Grade%20Roll%20User%20Guide.pdf

Pass/Fail, INTRA and Nursing Placement scales use ABSENT grade
instead of ABS - needed to differentiate ABS use in numeric scale which
counts in GPA, from ABS used in pass/fail scales which don't count in GPA
IO grade for INTRA outstanding

Addition of NUMPLACE Numeric Placement Scale - only relevant for specific
FSH modules

Grades added 04/04/2025; not attached to grade scales so not usable in FGE

a.

b.
C.
d

RC for cancelled module

PP for PAB directed Attendance Only (promulgates as AO)

W withdrawn, T transfer, E exemption

Grades with Z notation have been added in migrated Academic History



Step-by-step guide

Running a report before Internal Review

When preparing for an Internal Review as stated in Scenario 2) above, Faculty
Administrators may wish to obtain further information regarding any missing
marks and/ or any necessary initial updates. In that case, you may need to start
with running a relevant report and liaising with the Examiner(s):

1. Run the Grading Validation Reports (Detailed/ Summary) that show

- The progress of the grade entry process in Faculty Grade Entry by
Section

- The Student's Enrolment status, such as Deferred, to provide context

- Both Component Comment(s) and Module Outcome to allow
Administrative Staff to identify when both an Examiner has recorded
an Absent/ Non-attempt Component Comment against a Student
assessment and Registry Administrative Staff have recorded any
Deferred Module Outcome

This will inform you that the Component Comment should be updated to match
any Deferred Grade Comment/ Module Outcome.

2. Liaise with corresponding Academic staff/ School to obtain missing
marks/ updates to grades, provided with their Grade Change Reason,
which is required in the system when amending student grades after the
Original Entry.

In Scenarios 3) and 4), after the Internal Review/ PAB review, you may wish to
proceed with making grade amendments in Banner with the information
obtained from the review. Proceed to the corresponding section in this User
Guide for step-by-step guidance in the system.



Amending grades for individual students in SHATCKN

1. Search for SHATCKN in the main menu navigation to open the Student
Course Maintenance page:

Welcome

- Directiavton

shatckn ® ‘

Student Course Maintenance ‘

2. Enter the Student ID and the Term, click Go:

X  @elucian  Student Course Maintenance SHATCKN 9.3 33 (BILD1011)

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press ENTER.

3. The student’s course grades will be stored in this page, where all
Sections that contain Rolled Grades against this student record will be
shown in the ‘Course Detail’ section (in the first red box below). Unrolled
Grades of a Section, if any, will still stay within the FGE page and
not appear here, until they are rolled.

Click the left/ right arrows to navigate to the correct CRN record:

.....

In the ‘Grades’ section underneath, you will see the Final Grade (either
calculated in the backend or manually entered in SFASLST) for the
selected Section:

Alexander  Term: 202409 Validation Check: Schedule

mmmmmmmmmmmmmmmm

lllll

Code * CodeDescripton . primary Lovel Indicator *



For Sections where Best Mark is applicable, you will see it updated in
the same place as highlighted above. For example, this student has a
Best Mark record under CRN 10200, under ‘GRADES’:

dent Course Maintenance

ID: A23: Name: Hugh Term: 202409 Validation Check: Schedule Start
~ COURSE DETAIL 0= @it Ceete FacCons

4 Campus Campus D Repeat Syt Hide in Transcript
DCcu DcU N O
pcu pCcu N O
DCU DcU N O
DCU DcU N O
bcu Dcu N O
DCU DCU N O
Rec
insent (@
nnnnnnnnnnnnnnnnnnnnnnn Extension Date Incomplete Final Grade Grade Date
5000 BM Best Mark | 1700112025
5000 OF Orginal Entry 0810112025

The Module Coordinator may notice the same appearing as the
Academic History field in FGE, where the original composite in FGE will
remain as is, and both records are kept in Banner.

To amend grades, you will need to navigate to the Component
Grade level. Select the correct CRN and open its Gradable Components
by clicking on the ‘Components’ button:

Record 1 of 1
A Bieet O w5
SequenceNumber |Grade | GradeMode | Grade Mode Descrption it Hour ompiedHows  ChangeReason | Change Reason Descrpt on  Extension Date Incompiets Fina Grad D |GradeComment  Grade CommentDescr
B N Nmerc 10,000 10000 OE Original Entry 0811112024

Bisen B
et | CodeDescripwon P Jesto
6 Undergraduat (%]

You will be brought to a more detailed Grades page for the selected
Section under this student record. The student’s Final Grade that has
been automatically calculated by the system will be displayed under
‘Composite Marks’ (marked in the first box below), and each of their
Component Grades of this Section will be displayed under ‘Component
Grades’ (marked in the second box below).

X @ellucian Student Course Maintenance SHATCKN 9.3.33 (BILD101T1)

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn I Comment Comment Description -
38400000 38 (€ Bestof =0

8000000 10000 8000000 8
84000000  100.00 84000000 a4

;;;;;



For a numerically-assessed course, the student’s Grade will be
displayed under the ‘Score’ field:

ID: A0 Name: Kyle Term: 202409 Validation Check: Schedule

Record 1 0f 1

mmmmmmmmmmmmmmmmmmmmmm
100,00 88.000000 8 20 0F
100.00 80 OF

nnnnn

For a Pass/Fail course, the Component Grade would be displayed under
the ‘Letter Grade’ field:

Depending on the type of amendments you are making, move onto the
corresponding instructions below to perform the tasks in the system:

e amending grades for deferral
e amending marks

e inputting missing marks

e amending module outcomes
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Amending Grades for Deferral

When required, you may need to amend Absent/ Pass/ Fail/ Numeric
grades to Deferral. Note that you need to click the return button and go
back to the composite screen to undertake this change.

+ COURSE DETAIL

Retumn

CRN 10505 Subject EDS
= COMPOSITE MARKS

Midterm/Final Percent Grade Change Reason Change Reason Description

60.000000 60 CC Composite Calculation

= COMPONENT GRADES

Component Grade Description Score Qut of Percent Letter Grade Weight Change Reason * C

CWK Coursework 60.000000 100.00  60.000000 60 100 OE C

Confirm if the student has requested a deferral and if it has been
approved (an Absent Grade is shown below as an example)

X @ellucian  Sudent Course Maintenance SHATCKN 9.3.3 (BILD1011)

10: A23768811 Name: Abukhadir, Najla Term: 202409 Validation Check: Schedule

e [CourseTuie secton Campus | Campus eserpton Repest PR — ScheduleType | Schedul Type Descrpton
1003 Japanese Transalon Pracice A ocy ocu Nane O ™ Taught

Record 1011
~ GRADES & 8 el Fi
semvence umber [orade ornteode | Gade ode Decrtion Creations | Atempea ours Change Resson Change Resson Deerption | Exterson e ncompetsFina Grace Grnde e Grade Comment Grade CommentDeses

i sesl N Numerc 5000 0000 0E Original Enty 12024

Record 1011
v LEVEL [ 8 el Fi
o CoseDescrption Prmary Lovel st~
s Undergraduate %]

Record 10f 1

If a deferral is confirmed, click the down arrow in the bottom left corner to
section down to ‘GRADES'.

X @elucian  Sudent Course Maintenance SHATCKN 93 33 (BILD1011)

B0 @Remeve g ec

can Couse Course Tt Section Campus | Compus Description Repeat System | Hide n Transcrnt Schedule Type Schedule Type Description
1003 Japanese Translation Practice A ocu ocy None. ] TA Taught
Record 1 of 1
] 2o
Sequence Num ber Grad Grade Mode  Grade Mode D Credit Hours empied Hours Change Reason Change Reason Descrption._ Extension Date Incampiete Fial Grade Grade Date Grade Comment Grade Comment Deseri
1 8BS N Numeric 5000 0000 OF Original Entry 17272024
Record 1 of 1
Lever ] a0
nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn
ue Undergraduat (%]

Record 10f 1



3. You will see that the cursor is highlighted in this section, meaning that
this section is editable. Click ‘Insert’ to add a new Grade record:

e i i o ot
c“:: eeeeeeeeeeeeeeeeee = -

4. A new row will appear. Under ‘Grade’, type in DF or DFI (for Deferred
Standard or Deferred lliness, respectively):

B Srce v |
o — ——

5. Under ‘Grade Mode’ and ‘Credit Hours’, copy the value from the above
row. In this example, enter N and 5 respectively. The rest of the row will
automatically populate:

T e = i :

6. Under ‘Grade Change Reason’, enter DF. The Grade Change
Description will auto-populate with ‘Deferred’:

T = 0 — i

7. Click Save in the bottom right hand corner, and you will receive a
notification in the top right corner:

ADD B RETRIEVE 3 RELATED  $§ TOOLS

Q Data Has Been Saved And The Term GPA Has Been Updated.

8. Note if amending a component element of a Deferred Grade, when you
save the component in the Components screen, you will be prompted on
whether to recalculate composite grade. Deferrals is the only occasion in
amending component grades, when you should not accept this prompt.



Click no to recalculate and save will then leave your deferral grade
intact on the front composite page of SHATCKN:

A “WARMNING* A component record has been changed. Do you

— want the comesponding compaosite grade to be recalcul 7

|

10



Amending Marks

When required, update student grades accompanied by appropriate
Grade Change Reason provided by the relevant Academic Staff. You
need to do this in the Components screen.

= COURSE DETAIL

| Cooperative Education Components

CRN Subject Subject Description Course Course Title Section
EDS Education - Second Level 1037 RE: Integration Seminars A
10848 HIS History 1047 State Creation: 20th Century A
10850 HIS History 1049 Postwar Europe A
11620 PHE Philosophy & Ethics 1041 Bioeth Philos Theological Pers A
11621 RET Religion & Theology 1050 Ecumenism A

If you are amending a numerically assessed course grade, click the cell
under the Score field to activate it, and edit the value there:

X @ellucian  Sudent Course Maintenance SHATCKN 9.3.33 (BILD1011)

= e 1
DA Name:  Kyle Tom: 202409 Vadation Check: Shedile
covmsE oL e
Rotom
o rause s o oo
ST
. T
Rocord Tof
IPONENT GRAI @ nsert @ Delete ¥ Copy | [3 More Information | ¥. Fi
,,,,,,,,,,,,,, = Er me e e e = e e
onk sooonono| 10000 ea000o0o ® 20 o o I E— —
MSE 100,00 80 OF riginal Ent [m] 8
Rocord 012

rrrrr

X  @ellucian  Student Course Maintenance SHATCKN 9.3.33 (BILD1011)

nnnnnnnnnnnnnnnnnnnnnnn
Record 10f 1

mmmmmmmmmmmmmmmmmmmmmmm

B Bowe e
= o = e = s =
toom o000 toomno| [ E[=| w0 ee - &)

Record 10f 1

After amending the Score/ Grade, click the cell under ‘Change Reason’
field, and click the three dots to update Grade Change Reason - use ‘AR’
as the Grade Change Reason for majority of amendments done by
Faculty leading up to and surrounding the Internal Review, including
updating 39 to 40. LS may be used for grade 10 INTRA outstanding. Do
not use any Reason Code other than BM, EE, AR or LS.

 COMPONENT GRADES

Component Grade Description Score out of Percent Letter Grade Weight Ehange Reason * hange Reason Description M
CWK Coursework 60.000000 100.00 60.000000 88 20 JpEl : Priginal Entry
MSE Major Summative Exami... 100.00 80 OE Qriginal Entry

4

11
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3. In the pop-up window of list of values, select the reason and click OK:

Grade Change Code Validation (STVGCHG) x

% Criteria ‘ Q| ‘
Code Description Permit Dupes ACTIVITY DATE
CA Calculated EGB Y 05/11/2024 -
cC Composite Calculation N 29/10/2024
CE Calculated EGB Acadhist Y 05/11/2024
CH Calculated SHATCKN Y 05/11/2024
CR Capped Resit Y 05/11/2024
DL Degraded Late Y 05/11/2024
EE Entry Error Y 131072024
LS Late Submission Y 1311072024
OE Original Entry N 13/10/2024
RC Shagcom Re-Calculated Y 05/11/2024 2
of 1 Per Page Record 1 of 14
[ cmoa | ox
2)

Note that if the Score/ Grade field is changed but the Change Reason is
not updated, Banner will prevent the Grade change from saving and will
show the below error message, as only one record is permitted as the
‘Original Entry’:

ADD B RETRIEVE S RELATED 3§ TOOLS

o *ERROR* Duplicates not permitted for this type of change code.

4. Once the grade change and the reason have both been updated, click
Save in the bottom right corner:

X  @ellucian  Student Course Maintenance SHATCKN 9.3.3 (BILD1011)

1D: ADD033860 Name: Taylor, Kyle ~ Term: 202409 Validation Check: Schedule

Record 1of
PONENT GRA £ neet @ 0oete " Copy O Mo fomton <. Fater

5 S lowor percent | teuercraae e M i s SR oot M e e e |Coluleted Surenm - e e et

M Coursework 60000000 10000 60000000 8 20 EE [m] L ® I
] | I T —

SE Wafor Summative Examt 700,00 50 OF

rrrrr

»
14
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5. A warning message will appear, asking if the Composite Grade should be
recalculated. Click YES to recalculate grades after a change is made,
except where a student has a Deferral record stored.

Click NO if Component Grades have not been amended:

ADD B RETRIEVE

A *WARNING* A component record has been changed. Do you
— want the corresponding composite grade to be recalculated?

N Lves ] o

A success message will then appear:

ADD BB RETRIEVE

G Saved successfully (1 rows saved)



Inputting Missing Marks

Before you input any missing marks in Banner, note that the default process for
adding or inputting missing grades is via FGE, where grades should be input/
updated at Component level wherever possible.

If above is not possible and you need to input missing marks to Banner, ensure
that you always input the Component marks on SHATCKN per instruction
below, as otherwise the Broadsheet will not display the grade and also the
Student will not be able to see their full results on Promulgation.

9. If applicable, input any missing marks at the corresponding Composite
level in SFASLST. Input the Term and the CRN, leave the Roll box
unchecked, and click Go in this screen:

X @ellucian  Class Roster SFASLST 9.3.29 (BILD1011) ADD R REREVE JLReLatED  $¥Toois A

Term: 202409 Autumn 2024 CRN: 11454 pHY 1050 A IDegree Award Status: Select.

~ CLASS ROSTER

Seauence  |ID Name Status  status Date Midterm Grade | FinalGrade | Grade Mode  Incomplete Final Grade ExtensionDate  |Hows  Rolled | Grade Comment Grade Comment Description Narratve Grade Comment
1 A2 Jomink RW 110872024 N 5000
1 A2t ) RE 0400912024 N 5000
2 A2 wel  RW 210812024 N 5000
3 A2 Marcell RW 2100812024 N 5000
4 A2 topher RW 2100812024 N 5000
5 A2 ielEryk RW 2200812024 N 5000
6 A2 n RW 2200812024 N 5000
7 A2t Sophia RW 250872024 N 5000
8 A21 hon, .. RW 260872024 N 5000
9 Ate enG.. RW 2800812024 N 5000
10 A2 i RW 2900812024 N 5000
1 A2 ra RW 2900812024 N 5000
12 Ate Parick RW 310812024 N 5000
13 A2 RW 0200912024 N 5000
14 A2t vew  RW 020912024 N 5000
15 A21 RW 0200912024 N 5000
16 A20 Pearse RW  02009/2024 N 5000
17 A2 M. RW 020912024 N 5000
18 A2 Jake RW 030912024 N 5000
19 A2 sakiah RW 0300912024 N 5000
W [@oi2p M| Per Page Record 1 of 26

10. Enter the missing mark(s) under ‘Final Grade’ for the corresponding
student record(s):

X  @ellucian  Class Roster SFASLST 9329 (BILD1011) D R REREVE SREAED  geToos A
Term: 202409 Autumn 2024 CRN: 11454 PHY 1050 A ol Degree Award Status: Select
~ CLASS ROSTER insert (@ Delete ¥ Cop Y, Fitter
1 A2 Domink RW  11I08/2024 g [-p 5.000
1 A21 h RE 04/09/2024 N 5.000
2 A2 hael RW 21/08/2024 N 5.000
3 A22 Marcell RW 21/08/2024 N 5.000
4 A22 stopher  RW 21/08/2024 N 5.000
5 A22 liel Eryk  RW 22/08/2024 N 5.000
6 A2 an RW 221082024 N 5.000
7 A2 Sophia RW  25/08/2024 N 5.000
8 A2 shon, . RW 261082024 N 5.000
9 Ate aenG.. RW 281082024 N 5.000
10 A22 sin RW 29/08/2024 N 5.000
1 A22 wa RW 29/08/2024 N 5.000
12 A19 Patrick RW 31/08/2024 N 5.000
13 A22 I RW 02/09/2024 N 5.000
14 A21 hew RW 02/09/2024 N 5.000
15 A21 ¢ RW 0200972024 N 5.000
16 A20 Pearse RW 02092024 N 5.000
17 A2 M. RW 020092024 N 5.000
18 A2 ke RW 0310912024 N 5.000
19 A22 aakirah RW 03/09/2024 N 5.000
M 4 @2 M| Per Page Record 10f 26
=T= =

14
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X @ellucian

N Aar

11. Click Save. You will receive a success message in green:

Class Roster SFASLST 9.329 (BILD1011)

ADD R REREVE JARELATED  $$700LS

Name de |FinalGrade | Grade)
1 22432342 Jakobczak, Domink RW  11/08/2024. & N 5.000
1 A21342793  Cla RE 041092024 N 5000

RW 21082024 N 5.000

2 A22394193  Dos:

12.Next step is to roll the grades of this Section. If you are doing so
immediately after Step 1-3, you can stay on this screen. Go to the top
right corner, click ‘Start Over’ to return to the starting screen of the same
CRN.

13.This time, check the Roll box and click Go.

14.Click Save to complete the Grade Roll for this CRN/ Section. You will see
that the boxes will be checked under the ‘Rolled’ field:

ExtensionDats | Hours IRotledy fGrade Comment Grade Cot
15.000
15.000
15.000
15.000
15.000
15.000

15.Now new records have been generated in the SHATCKN form: you have
successfully added Composite/ Final Grades to the student records.
You will now need to proceed with adding missing marks on
the Component level.
See the SHATCKN record of the example used in Step 3, a Final Grade
of 60 has been added to the student record under the CRN 11454

X @elucian  Student Course Maintenance SHATCKN 9.3 33 (BILD1011)

ferm: 202409Vl

1050 Semiconductor Physics. A ocu ocy Ne (m] TA Taught
~ GrADES Gt Do
Sequence Number rde  |[rdeMode  GraceModeDescription  CredtHours  Atempledfiours  ChangeResson  Change RessonDescription  ExtensionDate | Incomplete FinalGrade GradeDate | Grade Comment
1 60 N Numerc 5000 5000 OF Original Entry 200112025
Rocord 1 of
LeveL Dot O .
ccccccccccccccccc on Primary Level idicator *
ue Undergraduats
Record 1of 1

ue Undergraduate


https://loop.dcu.ie/mod/resource/view.php?id=2536385
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17.You will see that the Composite Grade in this screen (the composite
grade is the middle pane tited COMPOSITE MARKS) and the
Component Grades (the lower pane COMPONENT GRADES) are
empty. It's essential to add composite grades.

18.Navigate down to the bottom pane COMPONENT GRADES, enter
values to each cell to insert marks, refer to Step 1 in the previous
section for adding marks for Numeric or Pass/Fail courses accordingly.

19. Click Save and the Composite Marks in this screen will then be
automatically calculated and updated.

rrrrr

Module Outcomes

1. Module Outcome (Grade Comment) is automatically assigned by Module
Outcome Script.

2. If module outcomes are required to be amended, we do not update them
directly/manually, you should run the Module Outcome process to update
it - refer to Amendment Scripts User Guide.

3. Review that the outcome is correctly updated by the system script.



Roll Grades by Section (SFASLST Class Roster)

1. Roll by section using SFASLST: Class Roster

X @ellucian Glass Roster SFASLST 8.3.28 (BILDO728)

........

2. SFASLST is the first view of Section grades in Banner (at composite level)
once they have been entered to Faculty Grade Entry. To view the grades
without rolling, leave the Roll flag blank

[ X @ellucian  Class Roster SFASLST 0.3.20 (BILDOT29)

i
)
erm 02 CRN: (10038 ] acC 1000 A

R Degree Award: [Salect -
i egres Award: | Sele: J &
Status

sequance D Hame stalus  |ststueDate = MigtermGrage | Final Grage Graoe Mods Incompiete Final Grade Extension Data Hours  |Relleq

3. Once grades have been validated in SFASLST, they can be rolled to

Academic History
4. Click Start Over
5. Reenter the CRN you want to roll and before clicking Go, click Roll flag to

ON

@ellucian  Class Roster SFASLST 9.3.29 (BILD1011)

Term: [202409 [*] Autumn 2024
Roll: [ Degree Award Status: | Select

6. Again you may browse the grades as roll hasn’t been processed until you
click Save

7. When you're happy to roll grades, click Save

You will see the Status field will now show rolled for all grades present

9. Any grades not present can be rolled at another time simply by following the
above process again - grades already rolled will be skipped on repeat rolls

10. The process of rolling now sends the grades to Academic History tables,
meaning they will appear in SHATCKN Banner Admin, for Faculty and
Registry staff to view the component details

®

17



Roll Grades Sections in Bulk- SHHROLL Grade Roll to Academic
History

Roll Grades by Batch - SHRROLL Process

1. Numerous CRNSs can be rolled at a time in this Process Submission Control
menu

2. Parameter Set GJAPCTL is performed by Term

3. Numerous CRNs can be added via this menu (request process to be setup to
carry this out if need arises) however no control exists to select numerous
CRNSs in conceptual groups such as by Faculty or School

4. Open SHRROLL Grade Roll to Academic History

5. Leave Parameter Set blank and click Go

Process Submission Conirols GJAPCTL 9.3.28 (BILD1011)

[SHRROLL [+ Parameter Set: | [~

e the fields above and click Go. To search by name, press TAB from an ID field, enter your search criferia, and then press ENTER

6. In Printer field input DATABASE

7. Enter the Term of the exam diet - for Semester 1 in 2024 term would be
202409, for Semester 2 it would be 202501, for Resit it would be 202506

8. Insert shows Audit mode selected, which allows to evaluate the process
without saving the output to Academic History. We should select R for run
mode

@ellucian  Process Submission Controls GJAPCTL 9.3.28 (BILD1011)

zss: SHRROLL Grade Roll To Academic History Parameter Set:

NTER CONTROL

Printer | DATABASE [+] SubmitTime [ |
Special Print | | MIME Type  None
Lines (55| PDF Font [~
IAMETER VALUES
Parameters Values
Term Code 202501
Start Range From Date
Start Range To Date
Part-of-Term Code Yo
Course Reference Number Yo
User ID
Report Mode(A=Audit, U=Update) A
Print Selection{A=All,E=Error) A
Grade Term
Roll Long Section Title M

9. Click the down arrow at bottom of page to move to the Submission Pane



Hold / Submit () Hold (@) Submit

il

10.Ensure the radial button beside Submit is selected

11. Click Save

12. All grades entered for Sections in the Term specified, will now be rolled

13.Rolled grades can be evaluated at component level by individual student in
SHATCKN. Grades will still be visible in Faculty Grade Entry with the roll
symbol flagged, but will no longer be editable in FGE

Grades may also be exported by CRN from SFASLST to support amendment
tasks

1. Select the CRN in SFASLST
2. Click on Tools and then Export

B RETRIEVE  J% RELATED »

Q, Search
ACTIONS

Refresh F&

3. CSV file will appear in your downloads folder showing the list of grades for
that section

~ Today

B | SFASLST (2) 10/04/2025 17:22 Microsoft Excel Comma Separal

4. Edit the grades as required in the exported file
5. Re enter and updates to SFASLST directly

Academic Colleagues can manipulate grades on excel and re-import to

Coursework, as per this process - Grades import in FGE.

19


https://docs.google.com/document/d/1BRcc2Dzduux6pHG9LuW8mmRBmU1uwnaev5UvewA0nVw/edit?tab=t.0
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Appendix

Grade Config Detail

Description Grade points included in Grade
Scale

1 | 40PASS 40% Pass Scale | 0-100*, Df/Dfi, ABS

2 | 50PASS 50% Pass Scale | 0-100, Df/Dfi Abs

3 | Pass/Fail Pass/Fail P, F, Df/Dfi, ABSENT

4 | Nursing Nursing P, F, Df/Dfi, ABSENT, FG/FB/FN
Placement

5 | INTRA INTRA Pass/Fail | P, F, Df/Dfi, ABSENT, IO

6 | NUMPLACE Graded ONC-100NC, Df/Dfi, Abs
Non-Contributory
to Precision Mark

*Includes compensation codes for 35C-39C

20
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Grade Points

Grade codes Description

0-100 Numeric 0-100. Used for Level 8 Undergraduate courses only.
*Includes Compensation Codes 35C-39C.

Df/Dfi Deferred assessment

ABS/ABSENT |Absent from assessment
P Pass
F Fail

FG, FB, FN Nursing Specific Grade: Fail Competence

10 INTRA Specific Grade: INTRA outstanding

PP Audit Mode - promulgates as Attendance Only

RC Record Cancelled, will be used where modules have been drop
deleted

0-P to 99-P First Attempt Grades - see next slide

Z grades, T, E, |Used historically only
w

Part of Term and Grading

° Term Roll created CRNs for 2025/26 which reuse numbers, so Term is
critical to identify the CRN associated to Module

) PoT 12 modules show in SHATCKN under Term 202409

° PoT 2 modules show in SHATCKN under Term 202501

° The Part of Term attribute of a CRN determines grading access
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