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Log into Faculty Grade Entry   
Log into Banner via the my.UIC portal -  https://my.uic.edu  
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Click the Mid-Term and Final grade portlet which can be found on the left side of the Welcome page.   
 

   
   

   

Select Grade Type and Section to Grade and Create a Spreadsheet   
Defaults to Final Grades  (For midterm grades, click on Midterm Grades tab)  - All of your gradable sections will 
display.   
   

 
   
Click on section to grade   

    

Click here to open    
window to full view     
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Enter grades and save.  You can select grade from the list or type in grade.   You do not need to enter all 
grades at once.   

    
Section and grading in   formation displays     

    

Click on column headers to    
change sort order     

You can change the number    
of records displ   ayed     
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IMPORTANT: Final grade of F or U require Last Attend Date.  If the student never 
attended enter the first day of instruction as Last Attend Date and enter 0 in the 
Attend Hours column.   
(Midterm grade of F or U does not require a Last Attend Date)   
   

 
  

Correct errors and Save    
        

Final     grade    of     F    or U     Re   quire     Last    
Attend Date   . If the student never    
attended     enter first day of    
instruction in Last Attend Date    
and 0 for Attend Hours.     
(   Midt   erm grades do not require    
Last Attend D   ate)     
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Note: Entering a grade of “I” requires you to save and then continue entering grades   

   
See grade status information on right side of page. Click on section to reopen and continue entering grades. 
Consider entering all Incomplete grades last.   
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Enter all grades and save. Review grade status and update any grades if necessary and re-Save.   

   
Export Grade Verification Summary   
Click on Tools > Export (upper right hand corner)   
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Export as Excel Spreadsheet(.xls)   

   
   

   

   

   
Open the spreadsheet, do not save it yet   
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View spreadsheet   

   
Do “Save As” and save spreadsheet in the appropriate folder (Note: if you just click Save it will be saved in a 
Temp folder that you may have difficulty locating)   

   
   

   
Choose your folder and save   
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