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Background 
 
Academic staff will use the Banner Self Service page to enter grades for students 
on a given course (i.e. what is called a ‘Module Section’ in Banner), which may 
be coursework or exam grades. Before entering grades, the Gradable 
Components of each course and the Instructors/ Module Coordinator will have 
been set up by Faculty Administrators, and the duration of Grade Entry will have 
been set up by Registry. If you come across any issue with viewing your course 
or student records, please contact the relevant colleagues. If you are the Module 
Coordinator but have not yet requested to be set up as one in Banner, please 
request from your Faculty Office.  
 
You may choose to enter grades directly within the Faculty Grade Entry page or 
upload grades in bulk, both of which have step-by-step instructions provided in 
this user guide. The bulk upload process may be required if there are 
amendments necessary post PAB, which will be a collaborative process between 
the relevant Academic colleagues and Registry.  
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Step-by-step Guide 
 
Navigating the system for Grade Entry 
 

1. In the landing page of Faculty Grade Entry, a list of all courses you teach 
will be shown under the Gradebook tab. If you have more than one page 
of courses assigned to you, you can use the search bar on the right side 
to look for a specific course using its Course Reference Number (CRN), 
title, or any of the values stored in this table: 
 

 
 
When a course is fully graded, its Grading Status will switch to 
'Completed' in green.  

 
 
 
 
 
 
 
 
 
 
 
 
 

 
2. To enter grades for a course, click the course with 'Not Started' or 

'In Progress' status, and you will see that the selected row turns light grey 
(see the second row in the below screenshot). Click the Components 
button in the bottom right corner: 
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3. The Gradable Components will be shown in a new screen:  

 

 
4. Click the Coursework row or the Major Summative Examination (i.e. 

exam) row, a list of student records will appear underneath this section, for 
example (students’ information is redacted):  
 

 
 
Enter Coursework grades 

 
1. Following the steps in the previous section, click the Coursework 

component to open the list of students: 
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2. You will be using either the Score or the Grade field for entering 
grades, depending on the Grade Scale of your course, but never both at 
the same time:  
 
Pass/Fail Coursework 
 
If the coursework assessment is on a pass/fail basis, as shown in the first 
red box below under ‘Grade Scale’, then you should use the Grade 
column (in the second red box below).  
Select the grade (i.e. Pass or Fail) by clicking the arrow to open the 
drop-down menu:  

 
 
 
 

 
 
 
 
 
 
 
 
Numeric Coursework Grades 

 
If you are entering grades for a numeric coursework component, enter the 
grade in the Score field. The value should be between 0-100, up to 2 
decimal places: 
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NB: It’s essential that you verify whether your module for grading is Numeric or 
Pass/Fail (or any other non-numeric grade scale such as INTRA) and ensure to 
put a number in the Score field for Numeric or put a grade in the Grade field for 
non-numeric grade scales. One or other of those fields as appropriate are all that 
are required, along with Grade Change Reason. Do not enter text or comment in 
any other field. 
 
When entering an Absent Score, follow the instructions below to enter the 
specific grade for absent in the GRADE FIELD. 
Use grade ABS for Numeric or ABSENT for non-numeric as specified in the 
instructions below in Section No Available Coursework or Exam Script.   
 

3. Once you have confirmed that all grades are entered correctly, click Save 
in the bottom right corner to record your data entry. This completes the 
data entry; however, it is not a Grade Roll process to the students’ 
Academic History. Follow-up actions are needed from Faculty 
Administrators to complete the Grade Roll.   
 
Note that if you wish to make changes after saving the data, the system 
will prompt you to enter a ‘Grade Change Reason’, as only the data 
entered for the first time will be stored in Banner as ‘Original Entry – OE’. 
You may get a notification as below: 

 
 
 
 
 
 
If you entered a wrong grade by mistake or would like to make a change 
and record the reason appropriately, refer to the later pages in this user 
guide on ‘Subsequent grade changes’. 
 
If you wish to redo all the changes, click Reset to revert to the original 
saved form: 
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Enter Exam Grades  

 

1. Following the steps in the first section, click the Major Summative 
Examination component to open the list of students. Type the grade in 
the Score field, against an Anonymous ID (six digits): 
 

 
2. Click Save to keep the changes as you progress through the grade 

entry.  
 
 

 
For a course that consists of more than one Gradable Component, Composite 
Grades will be calculated in the background in real time as grades are being 
saved on the FGE page. You can click ‘Composite Grades’ in the bottom right 
corner of a class list to view the Final Grades. For example: 
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No Available Coursework or Exam Script 
 

Note Pass/Fail, INTRA and Nursing Placement scales use ABSENT grade 
(previously ABS).  This is 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. 
 
If you are transferring grades from Loop into Banner, ensure that absent students 
are left blank in Loop and that their absence should be recorded in FGE: 
 

1. When there is no available Coursework or Exam script against a 
student record, in the corresponding row, select ABS/ABSENT from the 
Grade field drop-down list:  

 

2. Proceed with the rest of the grade entry, and click Save to keep 
your changes.  
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Grading Resits 
 

● The Autumn Exam Session will require grading in the same 
process as above 

● Resit CRN will be distinguishable by having Part of Term R, 
generally the CRN begins with 3, and the Module Term will end in 06 (you 
can see Term on the FGE header) 

● As in previous years, students taking resits will have their relevant 
component results from first sitting carried forward as per Resit Category 

● A job process will be run globally on the first day of exams, to carry 
forward all relevant grades from the First Attempt 

● Once the process is run, you will see Component grades from the 
First Attempt showing in the resit Section you are about to grade - the 
carried forward marks will be in the Component which does not require 
resit 

● There is no action for you to take in FGE on the Component 
which does not need resit 

● Once you have completed grading on the Resit Component, the 
system will combine grades from both Components to calculate the 
Composite grade as usual 

 
Scenarios where you can expect to see carried forward grades: 

1. Resit Category 1 modules - any passed components from the first 
sitting will carry forward 

2. Resit Category 3 - as no Coursework resit is possible, the failed 
Coursework grade will carry forward 
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Subsequent grade changes 
 
Before the Grade Roll process is performed by Faculty administrators, you can 
still make necessary changes to grades. The Grade Roll status can be found 
under the Rolled field, such as below as an example of a non-rolled record:  
 

 
 

A green tick under the Rolled field, means that the Grade Roll process is 
completed and you will no longer be able to change the grades within this page. 
The Score/ Grade fields within this page will be instantly locked. See the Rolled 
records below that no longer have an editable box:  
 
 
 
 
 
 
 
 
 
If you wish to make any changes on the Student Grades at this stage, contact 
your Faculty Office. 
 
To make any changes on grades that have not been rolled yet, repeat the 
above steps to find the right Course, Component, and Student record(s).  
 
You will be using only two fields, Score/ Grade (depending on the Component) 
and Grade Change Reason:  
 

 
 

1. Edit the Score (for Numeric assessment) or Grade (for Pass/Fail 
assessment) in the corresponding Student record(s).  
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2. Under Grade Change Reason, click the arrow to open the drop-down list 
and select the reason for this grade change,  note Entry Error is the 
Grade Change Reason you are requested to use in majority of cases: 

 
 

 
 
 
 
 
 
 
 
 
 

 
 

3. Click Save to save the changes. This completes the data entry, however, it 
is not a Grade Roll process to the Students’ Academic History. Follow-up 
actions are needed from Faculty Administrators to complete the Grade 
Roll.    

 
View and Print Composite Grades 

 
1. Composite Grades (or Final Grades) are calculated automatically. 

From your Gradebook dashboard, click the course of which you wish to 
view/ print Final Grades: 

 
 
 

2. The buttons in the bottom right corner will be activated and turn 
from grey to blue. Click ‘Composite Grades’: 
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3. You will be brought to a new screen where Final Grades and their 
breakdown will be displayed. In the example below, because course 11711 
contains 100% Coursework, only CWK is displayed under ‘Final 
Percentage’ in the left-most red box. On occasions where there are more 
than one component, a breakdown of each Component Grade will be 
shown (i.e. CWK and EXM).  

 
 
 

4. To print the current page, click on the printer icon in the middle of 
the page: 
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5. Two windows will pop up from the browser with a print preview. 
Select the Destination (whether you would like to send this directly to a 
physical printer or save it as PDF), and click Save:  

 
 

6. If you are saving the Final Grade list for multiple courses, you may 
want to edit the file name before clicking Save: 
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Upload grades in bulk 

Grades may be exported from FGE from either Coursework or Examination components 
amended in excel and then re-imported - however only Coursework files can be imported due to 
disruption to the process from the Anonymous Marking customisation. 

 

Export File from Faculty Grade Entry (FGE) 

1. Open Faculty Grade Entry 
2. Click on the relevant CRN 

 

3. Select the Coursework Component and click the blueComponents 
button in the bottom right corner 

 

4. Click on Coursework Component 
5. Click on the tools cog icon in top right corner 

 

6. In the dropdown, select Export Template 
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7. The exported file will be available in your downloads folder 
8. Open the export and use the file as required, observing Data 

Protection requirements for grade data 

 

Amend file and import to FGE (Coursework only) 

● Amend the score or grade column in your downloaded file as 
necessary.  Do not adjust or rearrange the template if you intend to 
re-import it back to FGE - note only Coursework grades can be 
imported to FGE 

● If copying any grades from another excel file, use ctrl-shift-v 
to paste the data into the cell rather than ctrl-v. This will paste the 
values without formatting. Otherwise the excel copied value will 
likely have hidden characters such as extra decimal places which 
impede the import 

● Score numeric data for import must have maximum 2 
decimal places 

● For each grade, add in OE (this means Original Entry) in 
column O (Grade Change Reason Code): 

 

For any rows being amended for reload, change Grade Change Reason 
Code to Entry Error (EE) 

● Save the file ready to import - only excel format can be 
imported to FGE 

● Open FGE on the CRN and Coursework Component 
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● Click the Tools cog icon and select Import from the 
dropdown menu.  Note if import is greyed out, it is likely because 
you are in the Exam component to which we cannot import due to 
interaction with Anonymous Marking process. 

 

● Browse to the file location on your drive and select your 
amended file, click Open 

 

● Click Continue and the file will import 
● Save FGE and browse grades to confirm the import was 

successful 
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INTRA Placement Grading 

 
Module Coordinators should enter Grades on Banner Faculty Grade Entry 
(FGE) 

● A new grade ("IO") has been introduced in FGE to enable 
provisional results entry, if final results are received after the 
scheduled grading period.  This can be done in Bulk per section - 
as per the above process steps. 

● INTRA Placement Reports will be submitted by Students 
and assessed by Academic Tutors via InPlace (previously Loop) 

● INTRA Placement Pass or Fail results will be entered by 
Academic Tutors to InPlace. 

● Registry will continue managing the update of provisional 
results to final grades 

 
Please Note - During the Grading Period: 

● If the INTRA Report has not been assessed yet, enter I/O 
(INTRA Outstanding = provisional) grade to Banner FGE. This 
provisional grade will allow students to progress. 

● If the INTRA Report is assessed and the result is known, 
enter Pass/Fail grade to FGE.   

 
Grades are rolled by Faculties on Banner at the end of grading 
period.  This includes I/O INTRA grades and, if available, Pass/Fail 
grades. 
 
The INTRA Team provides a report to Registry with Results from 
InPlace to ensure correct Placement Results are captured and 
processed during the Post PAB Amendments. 
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