Submitting Grades via Faculty Services

Banner Self-Serviceis a web service that allows Cuesta College stisdamd employees to view and
edit information in Banner specific to the indivaduFaculty Servicesis part of Banner Self-Service
that allows faculty to access rosters, post gradeésmuch more.

Banner'sPost Grades/Hourssupports plus/minus grading, as well as Pass\N@Rass (NP), and
Incomplete (I). The “Attend Hours” field can be oeded for “positive attendance” courses, and Last
Attend Date (if the instructor knows it) should dr@ered for those students who have withdrawn from
the class. Grades can be repeatedly submitteddsawmél the closing date issued from A&R.

.. My Web Services ==
Sme Ittl ng Grad eS dBanner Self-Service
1. Click theBanner Self-Servicefolder in the My We oo "

AFaculty and advisors
(dstudent Information Menu
B Term selection
B cru selection
5] Faculty Detail Schedule
B Weekly Teaching Schedule
Roster

Services channel (usually located on the Faculiy ta
The folder will expand, revealing subfolders.

2. Click theFaculty and Advisorsfolder:
The folder will expand, revealing subfolders. B i ot
g Teaching Assignment History

Find Classes

3. Click Post Grades/Hours- SCourse Infor”mabtlon
. Post CRN Syllabus
The Select Term screen may be displayed. 9 offce Hours

CIEmployee
5] WehCT.com, The e-Learning Hub

4. If displayed, select the desired term from the drop
down menu and clicBubmit.

900008452 Sean P. Landers
SE|eCt Term May 02, 2008 01:55 pm

T~

Select a Term: |Fall 2008 =

The Select a CRN be displayed.
e a screen may be display .

5. Select the desired class (CRN) from the drop
down menu and clicBubmit.

900008452 Sean P. Landers
Select a CRN e

May 02, 2008 02:27 pm

CRN: IDreamweaver Wweb Pub - ?DEDE\j

The Post Grades/Hours screen will be L]
displayed.

Changing CRN: If you have previously selected a course andagged out, that
information is retained. Returning to Faculty Seeg will not result in the auto-display of
the “Select a CRN” screen.

You can change the course by clicking “CRN Selectioom the Faculty Services menu.
(See “Changing Selection within Faculty Services'page 3.)
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For each student select the gradenter hours:

i Grade - Select a Final Grades \ \
Record Student D Credits Registration GFade Rolled Last Attend Date Attend Registration
grade from the Number Name Status MM /DD /AYYYY Hours Number
- 0-999,99
drop-down list. 1 T e 9010™Tu. 3000 AHRegistered® [none M | I 5
Blogrmdeon Apr 22, 2008
° Attend Hours — 2 » 901720, 773,000 **Registered®*  [Rone <] N I I 1
.y ' Apr 22, 2008
(POSIUVE Attendance 3 P, 2000015 73,000 *rRegistered**  [Hone 7] M [ [ 2
[t T Apr 22, 2008
Claﬁs Onl}(' ) Enter 4 & ' 901:7IMA3.000 WHRegistered®™*  [wore =] M [ [ 4
. Apr 22, 2008
the number Of hours 5 ¥o.ttia, 900007 .23.000  *HRegistered*  [none -] N [ [ 3
e Apr 22, 2008 M
attended. . y
B+
. Please submit the grades often. There is a 55 minute time |B- Fting at 04:25 pm on Jul 21, 2008 for this page.
NOTE: Leave Last A :
PR
Attend Date blank. ‘ cr
Return to Previous or B

6. Click theSubmit button.
A confirmation that changes were
saved will appear in —— |V
the middle of the screen.

The changes you made were saved successfully.

IMPORTANT : If the class has more than 25 students, entelegrior thedisplayed students and click
the Submit buttonThen click the link to display the next group of stutken

Record Sets: 1 - 25 26 - 38

Submit | Resetl

NOTE: Click the Submit buttoonceafter making changes. When you click Submit withoaking
changes, a message appears indicativigu‘have made no changes to the final grades™...
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Changing Selection within Faculty Services

If you wish to post grades for another course, iymust first select a different CRN, atien return to
the Post Grades/Hours screen.

1. Click theFaculty Servicestab (or click theReturn to Menu link).

; Luminis Platform - Microsoft Internet Exp orer ;IEIEI
J File Edit Wiew Favorites Tools Help ‘ l';' ‘
myCuesta \

o bakte Lo & @ | § 9
Faculty Tal e-mail calendar groups  admin lagout  help
Personal Information Student JEEEIREEIRIELE Employee =

Search GDl RETURM TO MEMLU SITE M&P  HELP
900008452 Sean P. Landers

Roster Fall 2008
Jun 26, 2008 02:45 pm

The Faculty Services menu will be displayed.

2. Click onCRN Selection
The Select a CRN screen will be displayed.

3. Select the desired class from the drop down medwchek Submit.
The Faculty Services menu will be displayed.

4. SelectPost Grades/Hours
The Post Grades/Hours screen will be displayed.

5. Continue posting grades per instructions above.
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