Student SSB Grade Entry Job Aid
y GRANDVALLEY

SrATE UNIVERSITY

Student SSB Job Aid - Mid-term & Final Grade Entry

Follow these steps for Student SSB grade entry:
1. Open Internet Explorer

2. If your home page does not default to the GVSU home page, Go to the following
address at the top of the screen: http://www.gvsu.edu — the following page will display:

GRAND VALLEY News & Events Quick Links Majors & Programs People Finder ©

UNIVERSITY, site index contact us

Success Stories view all
Grand Valley's students, faculty, staff, and alumni
are doing interesting things all the time.

Student Senator on

Capitol Hill

Alumna Joy Whitt served on
Student Senate and is now a
staff assistantto U.S. Rep
Mark Schauer...

EdJcétihg Students

to shape their lives. their professions and their societies:

Future Students Current Students Alumni & Friends Parents & Families

Events view all News

filday, October | GVSU Celebrates Sustainability: More Than
3:30 PM “Derrida’s Anti-Realism™ Being Green

3. Click on the Faculty & Staff tab, to the right, under quick links, click on MyBanner

Home Quick Links
Faculty & Staff = myBann
» myBlackboard
myBlackboard Graduate Studies
» Department Listing
Business & Finance Grants Administration Administrai
» Administration
Center for Scholarly and Creative  Health & Wellness » Campus Planning Calendar
Lampus Planning Lalendar
Excellence
Human Resources > Directions & Maps
Colleges at Grand Valley State .
Universi Information Technology > Email (Groupwise)
Missinn Vision Values » Fialdhanes & Par Mantar

4. The following screen will appear :

search [

- - News & Events Quick Links Majors & Programs People Finder
@SIAIELNVER:HY, site index  contact us

Banner
Banner Self-Service {including e~Print}

Internet Native Banner (INB) \
GV SU Faculty/Staff Additional Student Inforihation

{Advisee List, Student by Major List, Class List, View MNjterm and Final Grades by Student, and Grade Report)

Banner Workflow

Banner Faculty Training Manuals

5. Click on the Banner Self Service option and the login screen is presented.
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User ID:
PIN:
| Login | | Forgot PIN?

6. Type your User ID and PIN and Click the Login button.

User ID: 9 digit number preceded by G for all persons on file in Banner

PIN: Initial PIN is defaulted to 6 digits; changed by user upon initial SSB system access to
6 -10 alphanumeric characters.

HINT: Store your User ID and PIN in a safe place for future
reference. PLEASE, do not share this information with others
—all activity in Student SSB is tracked to the logged-in user.

7. Click the Faculty & Advisors menu option (or the Faculty Services tab) as displayed
below left, to display the Faculty and Advisors menu as shown below right:

Persooal Information FacoltyServices Faculty and Advisors
Search »
x Wiew Student Records Menu
Term Selecton \
CRMN Selection
Main Menu
Faculty Detail Schedule
P
Nekome, Cheryl WeConomy, to the WWW Exdormation Syscem! Last web access on Dec 07, 2 Office Hours
AL s S SR X 2 = Active Assignments
Assignment History
U DEEIAE. COMICE AARITALON O WA S e N & DU Se0utr Aumler CVge ivlorvaten © Advizee Listing

Cetall Class List

Summary Class List
Midterm Grades <
Final Grades <«

8. Click on the Term Selection menu item and the following window appears:

T GOO471875 Cheryl McConom v
Select erm Jan 08, 2007 08:21 am

Select a Term: [ ywinter 2008 |~

Submit

RELEASE: 6.1 Powered by SunGard SCT

9. From the drop down menu box, Select the desired term and Click on the Submit button
to return to the Faculty and Advisor menu.
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10.Click on the Midterm or Final Grades menu option, as applicable, to begin entering
grades and the summary class list for your first CRN will appear. Tab to the Grades field
for a student and either Type the letter grade or Select from the options in the drop down
box as displayed below left:

SWS Fund of Public Relations - CAP 220 01
CRN: 10149
Students Registered: é

Quick Tips

e Grade box displays only CR or NC
for students taking classes credit/no
credit

Mid Term Grades

Students taking a class as audit will

Record Student Name 1D Credits Registration Statuls  Grade Last Attend B i 3 .
Number MM/ 00/ Y be listed, but no grading options will
et . appear in the drop down box
. 2 [ Grades can be entered and reentered
s ORI .. .- MO Al - as many times as necessary grading
s Nv0d, 2006 | is turned off by the Registrar

CAUTION: grades entered and not
: submitted before a 30 minute
Skt ] [Reset -+ timeout will be lost

A Please submit grades often. There s a 30 mingute time Bmit on this page

11.Click on the Submit button to save the new information the following message appears
in the lower left corner: N

12.Select a new CRN and repeat steps 8 — 10 until complete.
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