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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.ulsteracuk or vi a the University Portal
Teachingd tab and then the O0Banner Student

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have withdrawn.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 ORol |

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 t he modul e be Radllenlbaclk chodutea ar& 6

subsequently available for mark amendment within EGB web pages.

Users MUST read section 8 in conjunction with the other sections.
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http://bi.ulster.ac.uk/
https://srssb.ulster.ac.uk/

Marks Collection Process Flowchart
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https://srssb.ulster.ac.uk/

3 Logonto 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.)
e Click on 6Login to Student and Faculty Se
e 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)
e Click on Faculty Information and Services
e Click on Electronic Gradebook

e Click on Electronic Gradebook by Component i Assessment.

e Select current academic year from LOV and click Submit.

Personal Information lﬂ W
BACK TO THE EGB MENU  SITE MAP  HELP  EXIT
H H E10018436 Heather 5
Electronic Gradebook - Term Selection e e e 1 o
Academic Year 2008-09 { 200809) ¥
—_—
Click submit
RELEASE: ESC EGB 7.0.0 e @ J Powered by SunGard SCT

e Click in the CRN field

Personal Information Iﬂ W
BACK TO THE EGB MENU
. . E10

Electronic Gradebook - CRN Selection scadep s S008-05 (200805,

02 Dec 2008 11:21 AM
Enter CRN and click Submit
CRN: [1713|
[ Select Assigned CRN ] [ List of all the CRNs for the selected term ]
RELEASE: ESC EGB 7.0.0 Powered by SunGard SCT

e Key in the CRN and click Submit


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

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 t he ertesingaarksprocess.g(léat any pointh e

you O0get | ostd always return to the Compon:

= Electronic Gradehook - Component List - Windows Internet Explorer

Q J v @] http:fibda.ulster. ac.uk: 9032 TRAG brkdspgr. showpage ?page=ESC_EGE_COMPONLISTRpform=CRMSELFORMEpfrompage= ¥ || ##| | X | FIREMOUMTAINGEMS Foaks

File Edit View Favorites Tools  Help

» = — — »
W |88|v|@Log off (& Oracle Applicatio... | & Oracle Applicatio... | @ Oracle Applicatio. .. |@E\ectrnnic Gra,.. ¥ ‘ ‘ -8 fm v b Page v () Tooks +

The Component List page is
the starting point for entering

Personal Information Iﬂ W marks

BACK TO THE EGB MENU  SITE MAP  HELP EXIT

H - H £100184326 Heather Spence
Electronic Gradebook - Component List Acadamic Yeer 200808 (200809)
28 Now 2008 03:09 PM

Course Attributes Click here to upload marks

Selected Term : Academic Year 2008-09 (200809) - Semester 2

Selected CRN : 1130-ACF 309-1-Financial accounting

Gradable Students: 31 Composite View

Students eligible for assessment: 24 Composite Assessment

@ \Egnore this link j
locs ok onent for which you wish to enter or view marks.

ist, choose the link Subcomponent list taa them

Click here to print out
CW marks for checking

Description

weij Must Include in Incomplete Subcomponents

Pass Midterm or Final Marks
CW - Coursework - View - Assessmen 25/100 UGSCALE Yes Final 23
EX_180 - Examination - View - Assessment 75/100 UGSCALE Yes Final 24

0 Internet
—

A gy RENEE T 52
L

H100% <

Click here to print out
EX marks for checking

As a rule of thumb, to enter marks always select a link with the wording
OAssessment 6;

To view or check marks, always click a | in|

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.



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
CWwW)
View View submitted marks on screen, print marks

for checking




5 Entering Marks using EGB

5.1 Entering Coursework Marks

e 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.

e Scroll down to reveal the list of names

Personal Information lﬂ W
BACK TO THE EGB MENU  SITE MAP  HELP EXIT
H _ E10018436 Heather Spence
Electronic Gradebook - Component Assessment Acadenic Yeer 2008-08 (200809)
01 Dec 2008 11:-34 AM
L disolavs . ds for 8l o Module CRN and ¢ on the selected Click here to
his page displays the component records for all the + @ssessment on the selecte
pag play p Title upload marks
Course attributes
Selected Term : Academic Year 2008-09 (200809) - Semester 2 Composite View
Selected CRN : 1130-ACF 309-1-Financial accounting Component List
Gradable Students: 31 Component View
Students eligible for assessment (component): 24 .
d (component) Click here to return to the
Component List page
Component
Description Weight Grade Must Include in Incomplete Midterm Final Reassessment
Scale Pass Midterm or Final Marks Cut Off Cut Off Cut Off
CW - Coursework 25/100 UGSCALE Yes  Final 23 30 Nov 2009
Component Marks and Grades . .
Notice the name set, so you can quickly -
move along the list of student names
1(Doherty)-24(Whiteside) T S~——
Record Student Student Status Mark Grade Marker Current New Comments
Number ID Name Reason Reason
1 B00442789 Doherty, Registered |23 F Spence, Heather v |Original | oE-original Entry v || - select v
Cherie Entry
2 B00443902 Doherty, Registered Spence, Heather v OE-Original Entry |v| |- select v
Keava M.
3 B00444405 Duffy, Brid Registered Spence, Heather v OE-Original Entry ¥ | |- select v
M.
4 BO0355146 Foley, Una  Register Spence, Heather v OE-0Original Entry ¥ || - select A
M.
5 B00443840 Galbraith Req Spence, Heather v OE-Original Entry % || - select v
Enter CW mark here, press down
6 arrow to move to next field Spence, Heather A OE-Original Entry || - select v
TG
7 BO0342096 Glenn, Registered Spence, Heather W OE-0Original Entry || - select =
Katrina exams
only
8 BOO368928 Gray, Laura Registered Spence, Heather v OE-Original Entry |+ || - select v
A.
9 BO0445611 Haughey,  Registered Spence, Heather v OE-Original Entry |v| |- select v
Ryan P.
10 B00338548 Heaney, Registered Spence, Heather v OE-Original Entry ¥ | |- select v
Seamus C.  exams
only
11 B00448505 Irvine, Brian Registered Spence, Heather v OE-0Original Entry v|| - select v b
Done €D Internct H100% ~



e 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),y ou must enter a marKk
then use either the tab button to move to the comments field or simply click
into the commentsfieldand sel ect ONom &Umbayasisli amlde 6

whichever is appropriate.]

e 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.

Dy
24 BO0O510017 Whiteside, Registered Spence, Heather - OE-Original Entry
David E.

——
Powered by SunGard SCT

RELEASE: ESC EGB 7,0.1
Click here to save the marks on the current page ~

- select A

¢ 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

1C



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.

e Scroll down to reveal the list of names

Personal Information Iﬂ m =

BACK TO THE EGB MENU  SITE MAP  HELP  EXIT
E10018436 Heather Spence

Electronic Gradebook - Component Assessment Academic Year 200808 (2008009

01 Dec 2008 01:18 PM

This page displays the component records for all the stude Module details assessment on the selec -
Click here to

Course attributes upload marks

Selected Term : Academic Year 2008-09 (200809) - Semester 2 Composite View
Selected CRN : 1130-ACF 309-1-Financial accounting Component List
Gradable Students: 31 Component View
Students eligible for assessment (component): 24

Click here to return to the

Component Component List page
Description Weight Grade Must Include in Incomplete Midterm Final Reassessment

Scale Pass Midterm or Final Marks Cut Off Cut Off Cut Off
EX_180 - Examination 75/100 UGSCALE Yes Final 16 30 Nov 2009

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

Component Marks and Grades

1(B00338548)-24(B00510017)

Record Student Student Status Mark Grade Marker Current New Comments
Number ID Name Reason Reason
1 BO0338548 ****  Registered ‘55 |P |Spence, Heather v|Or'\ginaI |OEfOriginaI Entry v”, select V|
exams only Entry
2 BO0342096 **=% Registered ‘57 |P |Spence, Heather v | Original | OE-0Original Entry VH— select V|
exams only Entry
3 B00343461 ****  Registered ‘23 |F |Spence, Heather v|Or'\ginaI |OE-OriginaI Entry VH- select V|
exams only Entry
4 BOD348678 ****  Registered ‘48 |P |Spence, Heather V|OT"g|na| |OEfOriginaI Entry v”, select V|
Entry
5 BOO355146 ****  Registered ‘54 |P |Spence, Heather v | Original | OE-Original Entry VH— select V|
Entry
6 BOD368928 **=*  Registered ‘43 |P |Spence, Heather V|O”9ina| |OE-Or|g|naI Entry VH- select V|
Entry
7 BO0437894 *+** Registered ‘81 |P |Spence, Heather V|O"‘g|na| |OEfOriginaI Entry VH* select V|
Entry
8 BO0442789 **#*  Registered ‘U |F |Spence, Heather V|OT"gina| |OE—OriginaI Entry V||Absent V|
Entry ;
9 B0O0443840 ****  Registered ‘ | |Spence, Heather V| |OE-Or|g|naI Entry VH- select V|
10 BONAARQONTD *Hh=d | |Spence, Heather V| |OEfOriginaI Entry VH* select V|
Enter the EX mark, press the down | |Spence, Heather "| |OE—Origina| Entry VH— select V|
arrow to move to the next field | |Spence, Heather v| |OE-OriginaI Entry v||— select v|
‘ 13 B00444891 ****  Registered ‘ | |Spence, Heather V| |OEfOriginaI Entry v”, select V|
v
P \ T 1 T T .

& Internet H 0% -

/4 start e & | B rbox

sm gy GREE
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e 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),y ou must enter a mar k of
then use either the tab button to move to the comments field or simply click

into the commentsfieldand sel ecdr O0OAWrsleend 0l wibi chever i s
appropriate.]

e 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.

oy

24 BO0O510017 Whiteside, Registered Spence, Heather - OE-Original Entry |%|| - select -

David E.
——

RELEASE: ESC EGB 7,0.1 Powered by SunGard SCT
Click here to save the marks on the current page ~

¢ 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

12



6 Checking Marks

The following procedures should be followed immediately after the marks for a
module component have been submitted:

e 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.
e Click on Component View

e T e E |- | o | nem | | i
BACK TO THE EGE MENU  SITE MAP  HELP  EXIT

Personal Information Iﬂ W
E10018436 Heather Spence

Electronic Gradebook - Component Assessment Academic Year 2008.06 (200809)

02 Dec 2008 11:25 AM

This page displays the component records for all the students that are eligible for grade assessment on the selected component

Course attributes

Selected Term : Academic Year 2008-09 (200809) - Semester 2 Composite View
Selected CRN : 1130-ACF 309-1-Financial accounting Component List
Gradable Students: 31 Component View

Students eligible for assessment (component): 24

Component
Click here to check
Description Weight Grade Must Include in Incomplete Midterm Final Reassessment the marks entered
Scale Pass Midterm or Final Marks Cut Off Cut Off Cut Off
CW - Coursework 25/100 UGSCALE Yes Final 0 30 Nov 2009

Component Marks and Grades

1(Doherty)-24(Whiteside)

Record Student Student Status Mark Grade Marker Current New Comments
Number ID Name Reason Reason 3
na s m A bt it - - pr— e —
e 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.
File Edt View Favorites Tools Help
Ve et 22| | @ student Records ... | @ oracle applicatio... | N3 Indian Glass Mixe... | @ Electronic Gra. . | U84 uiversity of Ukst... | | -8 ) = - Page + ¥ Tools -

Personal Information lﬂ W / =
BACK TO THE EGE, SITE MAP HELP EXIT
Electronic Gradebook - Component Marks and Grades e e s (a0ene,

01 Dec 2008 02:16 PM

This page displays the component records for all the students taki Click on the printer icon to get
a printed copy of marks that

Course attributes have been submitted

Selected Term : Academic Year 2008-09 (200809) - Semester 2 Composite View
Selected CRN : 1130-ACF 309-1-Financial accounting Component List
Gradable Students: 31

Students eligible for assessment (component): 24 Component As

After printing click here to
return to the
to make anv amendments.

13



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

0l ncompl ete Markso6é, as this relates to
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.

14



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
e Click on the Composite View link

BACK TO THE EGE MENU  SITE MAP  HELP  EXIT

Personal Information Iﬂ W
E10018436 Heather Spence

Electronic Gradebook - Component List Acadamic Yoar 2008-08 (200800)

01 Dec 2008 04:19 PM

Course Attributes Click here to upload marks

Selected Term : Academic Year 2008-09 (200809) - Semester 2

Selected CRN : 1130-ACF 309-1-Financial accounting

Gradable Students: 31 Composite View
Students eligible for assessment: 24 Composite Assessment

Select the component for which you wish to enter or view marks.
If subcomponents exist, choose the link Subcompaonent list to access them.

Components
Description Weight Grade Must Include in Incomplete Subcomponents
Scale Pass Midterm or Final Marks -
CW - Coursework - View - Assessment 25/100 UGSCALE Yes Final Q
EX_180 - Examination - View - Assessment 75/100 UGSCALE Yes Final o]
-
Done & mtermnet H 100w v

(S —— - “ [ < [ f f * - s ™ —
f.f start & & 7 M8 mbex- Mo, /2 3 Intetnet E... - E3 Microsoft Exc... 4 3 Microsoft ...~ | T Oracle Forms ... LI '41)"1' £ 16:19

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

¢ Click on the Roll to Academic History button

Daryl Rolled EGB 2008
27 B00343461 Randall, Registered Not 33.75 F Calculated 01 Dec
Patrick A. exams only  Rolled EGB 2008
28 B00444891 Smyth, Registered Not 77 P Calculated 01 Dec
Amanda Rolled EGB 2008
29 B00444863 Smyth, Diane Registered Not  57.75 P Calculated 01 Dec
Rolled EGB 2008
30 B00454947 White, Registered Not 3

Timothy Rolled Click here to upload

31 BO0510017 Whiteside,  Registered Not 453
David E. EGB 2008
[ Roll to Academic History |
RELEASE: ESC EGB 7.0.1 Powered by SunGard SCT
v
Done & mternet H100% v

(— < . [ < f f f * - 2 ™ —
flf start & e ” Iﬂh-:-::c:—r‘-'lu:r'-:-..‘ /2 3 Internet E... - E3 Microsoft Exc... 4 3 Microsoft ... + | T3 Oracle Forms ... s B4 '{)ﬁ,‘ﬂ Z 1819

Notice how tolel eededx ti sO Neogt a ideiosetthe maaks ire st uden't
rolled to academic history (uploaded). If you have previously rolled some

student mar ks, it is quitleedh@ramad & Mo ts eRo lal
text.

15



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

onflcompl et e Mar ks o6 c ol U@GWand/dr BXeforwhicmp onent (s)
marks have not been entered. Click on the appropriate Assessment link,

enter the mar ks where availabl e, or record
Comment of o6Unavail abl ailédtosbpplyaematkbre mar ker |
indicate that the candidate failed to submit coursework or was absent from

examination.

Personal Information lﬂ W
BACK TO THE EGB MENU  SITE MAP  HELP EXIT
H H E10018436 Heather 5
Electronic Gradebook - Composite Grades Academic Year 2008-00 (300809)

02 Dec 2008 11:47 AM

Course Attributes

Selected Term : Academic Year 2008-09 (200809) - Semester 2
Selected CRN : 1130-ACF 309-1-Financial accounting Component List

Gradable Students: 31
racae 5 e e /qs indicates that all students have had a

Students eligible for assessment: 0 > ;
Urk rolled to academic history (uploaded)

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:

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

\|¥Also notice no outstanding marks here

Click on View to display
what has been entered.
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