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1 Introduction to Banner Electronic Gradebook (EGB) 
 
The Banner product EGB is replacing the Marks Collection System.   
 
Cognos 8 reports have been developed to produce blank Marks Collection 
sheets on a school and campus basis.  These are located in the Examinations 
> Marks Collection folder within the Cognos environment.  Cognos is 
accessible via:  
 
http://bi.ulster.ac.uk 
 
From Semester One 2008/09 all examination and coursework marks are to be 
entered using EGB.   
 
Electronic Gradebook is a web based application and as such has no 
requirement for any software to be installed on a given PC.  The minimum 
software requirement is a web browser such as Internet Explorer.   
 
The application is accessible directly via the Banner Self Service URL 
https://srssb.ulster.ac.uk or via the University Portal by clicking on the óMy 
Teachingô tab and then the óBanner Student and Faculty Self Serviceô link 
located within the Admissions, Registrations & Enrolment channel. 
 
School/faculty staff are responsible for servicing module CRNs in their area 
and will have access to the appropriate CRNs.  Marks are entered, where 
available, for registered students, those on leave of absence and those who 
have withdrawn. This includes recording a mark of zero for students who were 
absent from examination or did not submit coursework. 
 
Gradebook provides functionality to enter examination and coursework marks.  
Marks are entered in page by page groups of students, ordered either by 
surname or Banner Id, depending on the assessment component.  This is to 
preserve the University wide anonymous marking policy.   
 
School staff save (submit) marks within Gradebook and then upload them to 
the central Banner Student system.  The process of uploading marks in 
Banner terminology is known as óRolling to Academic Historyô.   
 
As was previously the case, school and faculty staff are responsible for 
ensuring the accuracy of marks uploaded to the Banner System and must 
print out and check all submitted marks before uploading.  Until module marks 
have been rolled to Academic History (uploaded), staff are free to make 
amendments to marks as they see fit.  Once a module has been rolled to 
Academic History it is viewable only within EGB and staff are unable to make 
further mark amendments. Should staff discover errors post uploading of 
marks, they are advised to contact their campus Examinations Office and 
request the module be órolled backô into EGB.  Rolled back modules are 
subsequently available for mark amendment within EGB web pages. 
 
Users MUST read section 8 in conjunction with the other sections. 
 

http://bi.ulster.ac.uk/
https://srssb.ulster.ac.uk/


 5 

 

2 Marks Collection Process Flowchart 
 

 
 

Print blank EX and CW Marks 
Collection sheets & distribute to 

module co-ordinators 

Logon to Electronic Gradebook 

Enter/amend marks for EX and CW 
components 

Print out marks and check 

Are there mark amendments to be 
made as a result of checking? 

Roll module marks to Academic 
History 

START 

Are there more marks for other 
modules to be entered? 

END 

No 

YES 

NO 

YES 

Cognos 8 reports.  
Located in folder Examinations > 
Marks Collection 

https://srssb.ulster.ac.uk 
 use your ecode and pin (dob in 
format DDMMYY)  or via the Portal 

Component List page, click on CW 
Assessment and/or EX 
Assessment links 

Component View link for EX 
and/or CW. Click browser printer 
icon to print marks 

Composite View link, scroll to 
bottom of page click Roll to 
Academic History 

Back to the EGB Menu 
link and repeat process 

https://srssb.ulster.ac.uk/
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3 Logon to EBG 
 
Enter the Banner Self Service URL in your web browser i.e. 
https://srssb.ulster.ac.uk 

  
OR click on the My Teaching tab of the Portal and then the Banner 
Student and Faculty Self Service link located within the Admissions, 
Registrations & Enrolment channel.   (Accessing the link via the Portal  
removes the need for the next two steps.) 

 

 Click on óLogin to Student and Faculty Self Serviceô 
 

 Enter your ecode (padded with leading zeros to 9 characters if necessary 
e.g. E00045678)  and PIN (this should be your date of birth in the format 
DDMMYY unless you have previously changed it) 

 

 Click on Faculty Information and Services 
 

 Click on Electronic Gradebook 
 

 Click on Electronic Gradebook by Component ï Assessment. 
 

 Select current academic year from LOV and click Submit. 
 

 
 
 

 Click in the CRN field  

 
 

 Key in the CRN and click Submit 
 
 

Click submit 

Click here 

Enter CRN and click Submit 

https://srssb.ulster.ac.uk/
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4 Navigating Around the EGB Pages 
 
After selecting the academic year and entering the CRN for the module, the 
following page is displayed.  This is the Component List page and can be 
regarded as the óstartô page of the entering marks process.  (If at any point 
you óget lostô always return to the Component List page and start again!) 
 
 

 
 

 
 
As a rule of thumb, to enter marks always select a link with the wording 
óAssessmentô; 
 
To view or check marks, always click a link with the wording óViewô 
 
If a module is only assessed by say examination, then only links to an 
examination page will be available for selection.  The same is true for modules 
that are only assessed by coursework.  In the example above, the module is 
assessed by both coursework and examination and so there are links to 
pages to enter both types of marks. 

Click here to print out  
CW marks for checking  

 

The Component List page is 
the starting point for entering 
marks 

Click here to upload marks 

Ignore this link  

Click here to enter EX marks 

Click here to enter CW marks 

Click here to print out  
EX marks for checking  
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Link  Takes users toé.. 

Component List 
 

 The beginning of the process, page displays 
links to both enter and view CW and EX marks 

Composite View 
 

 View only of overall module total marks, Roll 
to Academic History (upload marks) from here 

Assessment  Enter marks for the component (either EX or 
CW) 

View  View submitted marks on screen, print marks 
for checking 
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5 Entering Marks using EGB 

5.1 Entering Coursework Marks 

 

 From the Component List page click on Assessment for the Coursework 
component. [Refer to the Component List screen shot] 

 
You will be taken into the coursework assessment page, ordered by surname. 
Users should note that a mark must be recorded for every student except 
where a student is on leave of absence or has withdrawn and there are no 
marks to record..  Where other marks are missing, a mark of zero must be 
entered and a suitable comment selected from the list available.  Further 
details in the FAQ section. 
 

 Scroll down to reveal the list of names 
 
 

 

 
 

Module CRN and 
Title 

Click here to return to the 
Component List page 

Click here to 
upload marks 

Notice the name set, so you can quickly 
move along the list of student names 

Enter CW mark here, press down 
arrow to move to next field 
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 Click in the first blank Mark field, enter the mark, press the down arrow 
to move to the next field.  Repeat. 

 
[Should you have to record non-submission of coursework or that the mark is 
not available (full details in the FAQ section), you must enter a mark of ó0ô and 
then use either the tab button to move to the comments field or simply click 
into the comments field and select óNon Submissionô or óUnavailableô, 
whichever is appropriate.] 
 

 Once the marks for the page have been entered, click on the Submit 
button at the bottom of the page.  If you leave the page without 
submitting the marks will be lost. 

 
 

 
 
 
 

 Move to the next page of names using the name set at the top of the 
list and repeat the process. 

 

 Once all marks have been entered, print out and check the marks as 
detailed in the Checking Marks section 

 

Click here to save the marks on the current page 
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5.2 Entering Examination Marks 

 

 From the Component List page click on Assessment for the Examination 
component. [Refer to the Component List screen shot] 

 
You will be taken into the examination assessment page, ordered by Banner 
Id. Users should note that a mark must be recorded for every student except 
where a student is on leave of absence or has withdrawn and there are no 
marks to record.  Where other marks are missing, a mark of zero must be 
entered and a suitable comment selected from the list available.  Further 
details in the FAQ section. 
 

 Scroll down to reveal the list of names 
 
 

 

 
 
 

Module details 
Click here to 
upload marks 

Click here to return to the 
Component List page 

Notice the name set, particularly useful  if you have 
a large module enrolment 

Enter the EX mark, press the down 
arrow to move to the next field 
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 Click in the first blank Mark field, enter the mark, press the down arrow 
to move to the next field.  Repeat. 

 
[Should you have to record absence from examination or that the mark is not 
available (full details in the FAQ section), you must enter a mark of ó0ô and 
then use either the tab button to move to the comments field or simply click 
into the comments field and select óAbsentô or óUnavailableô, whichever is 
appropriate.] 
 

 Once the marks for the page have been entered, click on the Submit 
button at the bottom of the page. If you leave the page without 
submitting the marks will be lost. 

 
 

 
 
 
 

 Move to the next page of names using the name set at the top of the 
list and repeat the process. 

 

 Once all marks have been entered, print out and check the marks as 
detailed in the Checking Marks section 

 
 
 

Click here to save the marks on the current page 
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6 Checking Marks 
The following procedures should be followed immediately after the marks for a 
module component have been submitted: 
 

 Ensure the marks for the page have been submitted (if unsure, click on 
the submit button at the foot of the last page of students. 

 
This will return you to the top of the Component Assessment page. 

 Click on Component View  
 
 

 
 
  

 Once the page is displayed you can scroll down to view the submitted 
marks on screen. 

 

 Click on the printer icon to obtain a printed copy of the marks for that 
component. 

 
 
 

 

Click on the printer icon to get 
a printed copy of marks that 
have been submitted  

After printing click here to 
return to the óstarting pageô, 
to make any amendments. 

Click here to check 
the marks entered 
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 Check the list of marks and comments entered (i.e. any absence, non 
submission or unavailable values). 

 

 Should you have any amendments to make click on the Component 
List link and repeat the Entering Marks steps. Remember to submit 
changes and then check them by returning to the Component View. 

 

 Note from the Component section of the page the number listed under 
óIncomplete Marksô, as this relates to the number of records where no 
mark has been entered.  Where appropriate, the students concerned 
can be identified from the listing and the mark(s) entered through the 
appropriate Component link.  The marks should then be checked from 
the Component View 

 

 Proceed to the Roll to Academic History (upload) step. 
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7 Roll to Academic History (Uploading Marks) 
 

After all marks for each component have been checked and any necessary 
amendments have been made, the marks are ready to be Rolled to Academic 
History (uploaded). 
 

 Navigate to the starting page, Component List 

 Click on the Composite View link 
 
 

 
 
Once the list of students is displayed, scroll to the foot of the list and  
 

 Click on the Roll to Academic History button 
 

 
 

Notice how the text óNot Rolledô is against each student before the marks are 
rolled to academic history (uploaded).  If you have previously rolled some 
student marks, it is quite normal to see a mixture of óRolledô and óNot Rolledô 
text. 

Click here to upload marks 

Click here to upload 
marks 
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When the screen is refreshed the number of students available to have marks 
entered should have decreased to zero.  If a number other than zero is 
displayed in this field you should click on Component List and note from the 
óIncomplete Marksô columnô the component(s) ï CW and/or EX for which 
marks have not been entered.  Click on the appropriate Assessment link, 
enter the marks where available, or record a mark of ó0ô and select a 
Comment of óUnavailableô where the marker has failed to supply a mark or 
indicate that the candidate failed to submit coursework or was absent from 
examination. 
 

 
 
 
Clicking on the Component List link after you have rolled marks to academic 
history, notice how you are now unable to enter further marks, but are still 
able to view marks that have been entered: 
 

 
 
 
 
 

This indicates that all students have had a 
mark rolled to academic history (uploaded) 

The Assessment links are no longer 
displayed since there are no more 
marks required for this module.   

Click on View to display 
what has been entered. 

Also notice no outstanding marks here 


