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Banner XE
Faculty Grade Entry

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)1. Go to WSU home page (https://wayne.edu)
2. Log into Academica2. Log into Academica
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3. Log in using your AccessID and Password

3. Log in with your 
AccessID and 

Password

3. Log in with your 
AccessID and 

Password

4. Click on Faculty Instructional Resources
5. Click on Faculty Grade Entry

4. Click on Faculty Instructional Resources4. Click on Faculty Instructional Resources

5. Click on 
Faculty Grade Entry

The link currently includes the 
word (New)

5. Click on 
Faculty Grade Entry

The link currently includes the 
word (New)
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6. Log into Duo Authentication

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.

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.

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

1. Select a Course1. Select a Course

Change the 
number of courses 

displayed by 
clicking on the Per 

Page dropdown

Change the 
number of courses 

displayed by 
clicking on the Per 

Page dropdown

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.

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. SAVE often and do not proceed to 

next page without saving or your 
grades will not record.

SAVE often and do not proceed to 
next page without saving or your 

grades will not record.

2. To review course details 
please select arrow

2. To review course details 
please select arrow

Course detail informationCourse detail information

Student detail 
information

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. Enter in grade for the student selected
3. Hit Save

1. Select a Student1. Select a Student

2. Enter in grade2. Enter in grade

Change the number of 
records displayed by 
clicking on the Per 
Page dropdown. 

Change the number of 
records displayed by 
clicking on the Per 
Page dropdown. 

Notification center with Save 
Successful message

Notification center with Save 
Successful message

3. Save3. Save
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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 messagesNotification center with error messages

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

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).
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Grades successfully save when last date of attendance is entered.

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

1. Select a Course1. Select a Course

2. Click the Tools Icon
3. Click on Export Template

2. Click the Tools Icon
3. Click on Export Template

4. Click Export
5. Save the file

4. Click Export4. Click Export

5. Save the file to your selected location5. 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.

7. Go back to the Tools button and click Import

7. Click Tools Icon and then Import7. Click Tools Icon and then Import
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8. Upload the Excel File.

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

9. Click Continue

Click ContinueClick Continue
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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.

Term Code, CRN and 
Student ID must be 

mapped.

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

zeroes)

Term Code, CRN and 
Student ID must be 

mapped.

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

zeroes)

11. To Import grades, click Continue

Notification of 
how many grades 
will be imported 
and if there are 

any errors.

Notification of 
how many grades 
will be imported 
and if there are 

any errors.

If there are errors, 
you can click on 
“Download the 

validation report” 
to view errors.

If there are errors, 
you can click on 
“Download the 

validation report” 
to view errors.

Click ContinueClick Continue
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Validation Report

Notifications of 
no errors and 

errors.

Notifications of 
no errors and 

errors.

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

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.

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
ac1438@wayne.edu

(313) 577-3537


