STUDENT ONLINE SERVICES (BANNER) GRADING INSTRUCTIONS

From Herkimer’s homepage (http://www.herkimer.edu), click MyHerkimer (at top of page), logon using your Herkimer College username and password.  Select the Student Online Services link (first circle on the lefthand side of the screen).
In Student Online Services:
1. Click on the menu button (four squares) in the upper left corner, then click Banner.  
2. Click on Faculty Services.
3. Click on Faculty Grade Entry.
4. Courses that require grading will say “Not Started” or “In Progress”. 
5. Click on the course that you would like to enter grades for.
6. Using the dropdown menu in the grade column, click on the appropriate grade for each student.  The entered grade will appear in the grade box for that student.
· Note: If you select a course and there are no dropdown menus to enter grades, it means that grade entry window for that course is not open.
7. You may click Save to record your progress.
8. Make sure you have entered a grade for each student before the grading period ends.
9. If you wish to export your roster, click the Gear icon at the top right of the screen, followed by Export Template, select either file type, and then click Export.
10. After you have submitted the grades, you can either exit the system or choose another course to grade by selecting it from the list at the top of the screen.

Please note the following:
· For “F”, “U”, “W”, and “AW” grades, you must indicate the last date you had contact with the student in the Last Attend Date column.  This could be the last date of attendance in class, last homework assignment submitted, or last exam taken.
· Use the “Z” grade for students who never attended (except if a “W” or “AW” grade is already entered); a “Z” grade does not require a date in the “Last Attend Date” column. 
· “W” or “AW” grades have been pre-entered and cannot be changed, as a “W” grade means that the student has chosen to withdraw from the class.
· Once you have submitted your final grade roster and the final grading period ends, you cannot make changes on the Web. If you have made an error, you will need to submit a grade change form through the Registrar’s Office.

