10/26/2017

Banner XE
Faculty Grade Entry
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1. Go to WSU home page: https://wayne.edu/
2. Click on Login to log into Academica

[ 1. Go to WSU home page (https://wayne.edu) | . .
e o oy sdul 4 o Y T e — 2. Log into Academica

File Edit View Favorites Tools Help

AIM HIGHER 2L login  Q Search

ABOUT ADMISSIONS & AID PROGRAMS CAMPUS RESEARCH STUDENTS ATHLETICS
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3. Log in using your AccessID and Password

‘You have reached a page that requires authentication, please enter your Wayne State AccessID and
password.

& Your Wayne State AccessiD @ Forgot your Access|D or password?

‘ | ‘ @ Don't have an AccessID or password?

. . @ Need help with other WSU technologies?
3. Log in with your 5 Your Password

AccessID and ‘ Password ‘ By using this service you agree to adhere to
Password WSU computing policies and guidelines
i Target System
‘ Academica -
« Login
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4. Click on Faculty Instructional Resources
5. Click on Faculty Grade Entry

’ 4. Click on Faculty Instructional Resources

/

Faculty Instructional Resources

Advisors Menu
Blackboard
Course Evaluation Office

Degree Works Advising
) Download Classlist
5. Click on Early Assessment Grades
Faculty Grade Entry Faculty Enlight
The link currently includes the \bFaEu\ty Grade Entry
word (New) Final Grades
Grade Change

Knowledgebase

Other Services

Schedule of Classes

Scoring Services

STARS

Student Evaluation of Teaching
Reports

Student Menu

Workflow Worklist
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6. Log into Duo Authentication

7
(o

Choaose an authentication method
5 i Z/‘ ; E
NV

Computing & Infarmation

Duo Push re

Send Me a Push

E

l‘ Call Me Call Me

Passcode Enter a Passcade

Powered by Duo Security

If you experience issues with Duo Authentication, please call the C&IT Helpdesk at (313) 577-4357.
You should specifically tell them you are having issues with Duo Authentication.

If you indicate that you're experiencing issues with grades, the help desk will refer you to the Office

of the Registrar. Our office is unable to resolve Duo Authentication problems.
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Selecting a Course
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1. Click on the Course you want to grade

2. Review information in the Course Details tab on the right

WarNE STATE UNIVERSITY

Erary « Fni Grades

Faculty Grase Entry

1. Select a Course

There are two status indicator bars for each courses: grading status and<
rolled. If the grading status bar is green, then the course is 100%
complete. Any grade rolled cannot be edited. Students cannot see grades

until they are rolled. This occurs overnight following your submission.

\$//

2. To review course details
please select arrow

Change the
number of courses
displayed by
clicking on the Per
Page dropdown

SAVE often and do not proceed to
next page without saving or your
grades will not record.

Course detail information

= WAYNE STATE UNIVERSITY

Facuiy Grade Enary « Fin Grades

Faculty Grade Enary

Student detail
information
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Entering Final Grades

Important: SAVE frequently to ensure grades are recorded. The Save
Button must be clicked on each page (do not proceed to the next page
without saving) or grades will not record.

NOTE: If the application has been inactive for 60 minutes, the session
will time out for security reasons. A notification bar will first appear
then, if not responded to, the application will close and any changes
not saved will be lost.

GRADES ROLL NIGHTLY — do not enter temporary grades. Students can
only see grades once they have rolled. Once grades roll, changes can
only be made via the Grade Change form in Academica.

)/

1. Select a student from the Enter Grades section below the course list
2. Er.1ter in grade for the student selected Notification center with Save
3. Hit Save Successful message

1 WAYNE STATE UNIVERSITY
P e By« Fina Grades ® Save Successiul

Facuity Gradie Entry

1. Select a Student
[
2. Enter in grade - L \
Change the number of
records displayed by
clicking on the Per
Page dropdown.
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For an Incomplete or Failing grade, a last date of attendance is required. If you fail to

enter an LDA, you will receive an error message prompting you to do so.
Notification center with error messages ‘

1 WAYNE STATE UNIVERSITY

Facuiy Grace Entry + Finai Grades

Feculty Grade Erary

Students with an error will have a red exclamation point next
to the error, “A last attend date is required for this grade”.

Enter in a last date of attendance by either using the calendar icon or typing in a date
(i.e. 11/24/2015). The date must be within the dates of the course (please see dates
in Course Details section).

Su Mo Tu We ThoFr o Sa




Grades successfully save when last date of attendance is entered.

1 WaYNE STATE UNIVERSITY

Facuy Grade €rtry « 7

culey Grade Entry

Export/Import Tools
(preferred method)
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1. Click on the course to be exported
2. Click on Tools button
3. Select the Export Grade Template

= WAYNE STATE UNIVERSITY
p—

Faculty Grade Entry

1. Select a Course

2. Click the Tools Icon

3. Click on Export Template

E

Template

7

]

[]]

4. Click Export
5. Save the file

Export Template

Export files as
® Excel spreadsheetf xis)

) Excel spreadsheet(xsx)

D you warit o open o save 201706 Computer Science_ 1002 001 Templatels (700 KE) fiom bansst? .cctest wayme.eds”

5. Save the file to your selected location
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6. Open up Excel spreadsheet, enter in grades (and Last Date of
Attendance where appropriate) and Save Excel spreadsheet with updated grades.

201706_Computer Science_1002.001_Template [Compatibility Mode] - Bxcel 0
Insert  Pagelayout  Formulas  Data  Review  View @ Tell me what you want tc Mark Jacek & Share
o el - - - ~ Ay
" X e Te A& s = = (Tet FtZ) Conditional Farmatting %‘"Inszrt > - A
.- B - , $ - 9% + [ Formatas Table~ BrDelete -~ - £~
'aste i T P - P
=g | B E N i 5 A «0 [57 Cell Styles = [ Formatr & ~
Clipboard T= Font i Alignment = Number f& Styles Cells Editing
Hg ¥ fe
A B D E E G H |
1 [Term Code CRN  Full Name Student ID Rolled Confidential Course Final Grade  Last Attended Date
2 201708 35313 No Mo Computer Science B+
3 201706 35313 Ne Mo Computer Science  A-
4 201706 35313 Mo Mo Computer Science B-
5 201706 735313 No Mo Computer Science A
6 201706 35313 No Mo Computer Science G+
7 201706 35313 No Mo Computer Science
8 f201706 35313 No Mo Computer Science 1|
97'201705 35313 No No Computer Science
a0 Panazng Peaz [ [ s ncias
| Grades | @ i
Ready il N 1 +
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7. Go back to the Tools button and click Import

2 WAYNE STATE UNIVERSITY

7. Click Tools Icon and then Import

Faculty Grade Entry « Final Grades

Faculty Grade Entry

My Courses

Export Template

Import

ch Winter 2017

n&Pottery

Personal 201706~
Not started Not Started €5C- Computer Science 1002 001 Digital Spring/Summer 35313
Security 2017

)/
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8. Upload the Excel File.

@sclec (3)Preview (3)Map (3) Validate | (5) Finish

Select a File for Import

You may import a file with faculty grade entry data.

Supported file types: Excel Spreddsheet (:xls), Microsoft Excel Open XML Spreadsheet (:xlsx)

Click on Browse to find your file and then hit Upload. Then click Continue.

9. Click Continue

Import Cancel

(7) Select o Preview (3) Map | (3) Validate (3) Finish
Preview File
Check the box If your spreadsheet includes headers. Use the grid to preview the data prior to

importing.
MMy Spreadsheet has headers.

g Last  Ina
it Full Student 4 Final
Row o CRN e UM Rolled Confidential Course ' o  Attended
Code Name D Grade
Date
1 201706 35313 ¢ INe  No Compent
Science
2 201706 35313 t P No  No Commacy
Science
Click Continue
3 201706 35313 ¢ No No {\""‘“’m‘
Science v

< >
o B:‘Ck “
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Map Columns

Term Code, CRN and
Student ID must be
mapped.

Use the drop down list

(Student ID can be
Access or Banner
1.D. with leading

zeroes)

May

Row  Term Code CRN
1 201706 35313
2 201706 I
201706 35313
<
Go Back

Full Name

» map the data from your spreadsheet to the appropriate columns on the
elds. They must be mapped in order to

(Z) Stuens 1%

complete Final Grade(Z) Extension Date

10. Make sure that the columns from the import spreadsheet are mapped correctly.
Make sure that the following columns have green checkmarks: Term Code, CRN,
Student ID, Final Grade and Last Attend Date.

Impo Cancel

ntinue the import

) st G

Erudent 10% Other flother lea

StudentlD  Rolled  Confidential
|
[ No No )
No No i
f
¢ No ~

Continue

11. To Import grades, click Continue

() Seleet

Notification of
how many grades
will be imported \

and if there are

any errors.

Download the validation report

If there are errors, | A" row 1:1': RN N:‘:":e
you can click on
“Download the
validation report”
to view errors.

i 201706 35313

Go Back

s will be imported:

D

Import Cancel

@ Ve

s will not be imported

Student

Fmesh

Final Last Inta
Rolled Confidential Course Attended
Grade
Date
' Na No Computer; 1
+ No No
Ne Mo ianadd Click Continue
Science v

Continue

)/
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i}
S Merge e Con $-% | UmE=te TRl sp
- .
Notifications of
s o 5 e lrl o u , . « -
no errors and Yo G G Pl S5 ol Gt Cores e ot D o i G S
\ 2o B s
oise T —e R
errors. 35313 No. No. Computer Science B-
135313 No. No Computer Science A
36313 No. No Computer Science C+
136313 No. No. Computer Science |
135313 No. No Computer Science F
(] 135313 No  MNo nce | 0810712017
10 Mo new data gnored. 6313 Mo No
11 No new data. ignored. 35313 No. No.
12 Mo new data Ignored. 735313 No. No
13 No new data Ignored. 5313 No. No
36313 No. Yes
135313 No. No.
i o e
36313 No. No.
201706 36313 No. No. Computer Science.
Y —
5
%
Z
%
%
5
5
2
5
-
3
3
%
2
%
%
3
3
.
Import Results ®
e 55 o —

12. Click Finish.

Import Cancel

() Select | () Preview | (3)Map (%) Validate | () Finish

Import Complete

The import wizard is complete.
5 Records without error have been imported and saved to the database.

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

)/

10/26/2017

12



13. Check that the grading status indicator bar in the Course Section is green to ensure
grades were imported.

== WAYNE STATE UNIVERSITY % @ MarkAacek

Faculty Grade Entry « Final Grades

Faculty Grade Entry

My Courses

S Rolled S subject 4 cCoursef| Section

BIO-Bi

Grading Status indicator bar. If says “Completed”, then course has been 100%
graded. If says “In Progress”, then there are still students that need to be graded.

Information regarding Final Grades can also be viewed at :
https://reg.wayne.edu/faculty/final-grades-proc

For questions or feedback, please contact:
Mark Jacek
ba2303@wayne.edu
(313) 993-7479

Or
Nancy McQuaide
acl438@wayne.edu

Ksz)/ (313) 577-3537
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