W Canvas: Transfer Grades from the
OLD DOMINION

UNIVERSITY Gradebook to Banner (LEO)

Instructors have the ability to transfer grade files directly from the Canvas course
gradebook to Banner (LEO Online). This guide will take you through the process:

Enable a course grading 1. Enable a course grading schemeinCanvas ............................ page 2

scheme in Canvas a. Create and ensure the grading scheme complies with what is allowed at ODU.

b. Apply the grading scheme to add letter grades to the total column’s numerical
grades that will convert grades from numeric to letter grades.

Generate the grade file

Upload the grade file

2. Generatethegradefile ............. ... . ... ... page 8
Process uploaded grades

in LEO 3. Uploadthegrade filetoLEO ..............ccovieiniiiiiieiainnn.. page 10

Manually correcting grades

4. ProcessuploadedgradesinLEO .....................cooiiiiiiiiin, page 11
Addressing process errors
Frequently Asked
Questions Before you get started, keep in mind that in order to successfully submit your grades:

- You must be instructor of record in Banner.

+  The Gradebook column must be submitted as Letter Grade or Pass/Fail, or else it
will not upload to LEO. See the section on Grading Schemes below for information
about acceptable grading schemes.

«  Before uploading your grades, you can override certain grades to “Incomplete”
or “WF” (Unofficial Withdrawal) if necessary. See the section on Overriding Grades
below for additional information.

«  Carefully double check and verify the grades are accurate. Once grades are rolled
to academic history by the Registrar, you will not be able to make additional
changes in Canvas or LEO unless you use the online grade change process in LEO
or the paper grade change form.

+  Students who do not have a grade in the specified grade column will not be in-
cluded in the submission file. You can report these grades by direct entry into LEO
Information Faculty Grade Entry, or by resubmitting the grade file. Only previously unreported

Technology and unrolled grades will be updated in LEO.

Services
«  You will need to work with the Registrar’s Office to process any subsequent grade

www.odu.edu/its changes or to address omissions.

J (757) 683-3192
% itshelp@odu.edu «  Grades for students who have been added to the course manually in Canvas (i.e.,

# 1100 Monarch Hall not officially registered in the course) are ignored by Banner.
B oduits ¥ odu_its
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B Enable a course grading scheme in Canvas

About grading schemes

When uploading grades, LEO will ONLY accept valid letter grades or Pass/Fail. Any-
thing else will be ignored and not processed. Create/define the grading scheme
to be used for each course. Only valid letter grades will transfer from Canvas to
LEO (A, A-, B+, B, B-, C+, C, C-, D+, D, D-, F, WF, ). You can override the scheme to
apply a WF or | grade in the final step before uploading the grade file to LEO (see
Enable  COUISE grading the section on Overriding Grades). Validation of letter grades will occur during the
SCEMEn Canvas processing of grades in LEO.

Generate the grade file

1. Log into Canvas at https://canvas.odu.edu with your MIDAS ID and password.

Upload the grade file

Process uploaded grades

MIDAS ID:
in LEO
Manually correcting grades Password:
Addressing process errors
Frequently Asked
Login

Create an Account Forgot Password?

Interested in Two-Factor?

Login to canvas.odu.edu

2. Select the course from which you are going to upload grades - either from the
Dashboard or the Courses page.

3. Go to Settings in the course menu.

Media Gallery
Files

People

Pages
Discussions
Quizzes
Rubrics

CCI nvas: Tra nsfer Collaborations
Grades from the W
Gradebook to
Banner (LEO)

page 2
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UNIVERSITY 4. Make sure that the Course Details tab is open.

Course Details Sections Navigation Apps Feature Options Integrations

5. Check the Enable course grading scheme checkbox under Grading Scheme.

Large Course: [J Launch speedGrader Filterad by Student Group
Grading Scheme:q [ Enable course grading scheme

Enable a course grading

scheme in Canvas 6. Once you check the box, you'll see a new option to set grading scheme. To create

a grading scheme for your course, or to use a default grading scheme provided by

Conaeis i geekil the system, click the set grading scheme link.

Upload the grade file
Large Course: [J Launch SpeedGrader Filtered by Student Group
Process uploaded grades

in LEO Enable course grading scheme

Grading Scheme:
set grading scheme

Manually correcting grades

Addressing process errors 7. Canvas will show you the Canvas default grading scheme. To edit the default

scheme, click on the pencil icon at the top right.
Frequently Asked

Questions

View/Edit Grading Scheme x

Default Grading Scheme1 Q Select Another Schem

Range:

100 % to 94.0%
=94.0 % to 90.0%
= 90.0 % to 87.0%
=87.0 % to 84.0%
< 84.0 % to 80.0%
< 80.0 % to 77.0%
= 77.0% to 74.0%
=74.0 % to 70.0%
< 70.0 % to 67.0%
<67.0 % to 64.0%
= 64.0 % to 61.0%
=61.0 % to 0.0%

manage grading schemes| Done

Canvas: Transfer
Grades from the
Gradebook to
Banner (LEO)
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UNIVERSITY Editing a grading scheme

1. Edit a title in the Scheme Name field [1]. For each line item, edit the Name field
[2]. Edit the minimum end of each Range [3].

View/Edit Grading Scheme x

Scheme Name: | ODU Grading Scheme o

Enable a course grading Name: Range: e
scheme in Canvas A | 100% o 95 % X
Generate the grade file e

A- < 95% to | 90 %o *
Upload the grade file

B+ = 90% to | 87 %o X
Process uploaded grades :
in LEO

B < 87% to | 84 %o *
Manually correcting grades

B- < 84% to | 80 %o X
Addressing process errors

C+ < 80% to | 77 %o x
Frequently Asked ’
Questions C < 77% fo | 74 % X

Fad ZA0L 1o 20 T S

The grading scheme must contain a full range from 100% to 0%.

2. Toadd ranges, click insert here between two name boxes. To remove ranges, click
the X on the right of each range line.

Scheme Name: | ODU Grading Scheme

Name: Range:
A 100% to | 95 % *
nserthers )
A- < 95% to | 90 % *
B+ < 90% to | 87 % *
B < 87% to 84 % *

3. After you are done editing, click on Save at the bottom of the popup window.

D+ < 70% to |67 % X
D <67% o 64 % x
Canvas: Transfer
Grades from the D- <64% ls0 B x
Gradebook to F <60% o 0 % x

Banner (LEO)

— |

page 4
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UNIVERSITY Create a new grading scheme

1. To create a new grading scheme, click manage grading schemes at the bottom.

View/Edit Grading Scheme
Default Grading Scheme1 Q Select Another Scheme %, X
Name: Range:
A 100 % to 94.0%
. A < 94.0 % to 90.0%
Enable a course grading
scheme in Canvas B+ ©90.0% o 87.0%
B < 87.0% to 84.0%
Generate the grade file B -84.0% 0 80.0%
Upload the grade file C+ =80.0% to 77.0%
C < 77.0 % to 74.0%
Process uploaded grades c i 0% ‘o 70.0%
. - =
in LEO ' o
D+ < 70.0 % to 67.0%
Manually correcting grades D <67.0% fo 64.0%
Addressing process errors D- =564.0% to 61.0%
F <61.0% to 0.0%
Frequently Asked
Questions
— manage grading schemes| Done
2. Click +Add grading scheme to create a new grading scheme.
Grading Schemes
“ -} Add grading scheme

3. Create a title for the new scheme, edit individual ranges and add new ones by
clicking on the plus sign on the left.

Name Range
A 100% t 3 x
' A < 94% to 90 % [x]
; B+ = 90% to |87 % X

4. For a Pass/Fail scheme, delete extra ranges, replace letter grades with P or F, and
enter desired percentage ranges. (Note that F grades will not be processed and will
need to be loaded into FGE as F* with a last attend date.)

Pass/Fail

Canvas: Transfer
Grades from the
Gradebook to

Banner (LEO) FLE < o |% x

page 5

Name Range

1 P 100% to 75 % x
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UNIVERSITY 5. After you've created your new grading scheme, click Save to save the changes.

6. Click on Settings in the course menu and then view grading scheme to return to
the View/Edit Grading Scheme popup window.
Select a grading scheme for your course

1. If you created several grading schemes and want to select a different one, click
Select Another Scheme at the top of the View/Edit Grading Scheme window.

Enable a course grading . , ,
ST i GRS View/Edit Grading Scheme
Generate the grade file Default Grading Scheme “Q Select Another Scheme %y, X
Upload the grade file Name: Range:
A 100 % to 94.0%
Erocess uploaded grades A =94.0 % fo 90.0%
in LEO
B+ < 90.0 % to 87.0%
Manually correcting grades B = 87.0 % to 84.0%
. B- = 84.0 % to 80.0%
Addressing process errors
C+ = 80.0 % to 77.0%
Frequently Asked C <77.0% to 74.0%
ORI C- <74.0 % to 70.0%
D+ < 70.0 % to 67.0%
D = 67.0 % to 64.0%
O- = 64.0 % to 61.0%
F <61.0 % to 0.0%
manage grading schemes| Done

2. Select a grading scheme on the left and click Use This Grading Standard.

View/Edit Grading Scheme X
GPA Scale Letter Grades Alli Brown, Documentation Canvas
Andy Admin, Documentation A 100%  to 94%
Canvas A- < 94% to F0%
Letter Grades Bt <90% to 87%
Alli Brown, Documentation B < B7% to B4%
Canvas B- <84% to 80%
Mew Grading Scheme o <BO% to 77
History 101 C <77% to T4%
Pass/Fail i
Alli Brown, Documentation D+ <70% teo &7%
Canvas ] < 67% to 64%
. D- < 4% to 61%

gon(;/os.fTronst]er berformance oo e

Erin Hallmark, Documentation
r rom f - , :
clelz e = Canvas Use This Grading Standard
Gradebook to
Banner (LEO) Cancel
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UNIVERSITY 3. After you've selected a grading scheme, click Done.
View/Edit Grading Scheme X
Letter Grades Q Select Another Scheme >
MName: Range:
A 100% to 94%
A- < 94% to 90%
Enable a course grading 8t =90 b 7%
scheme in Canvas B < 87% to 84%
B- < 84% to 80%
Generate the grade file
C+ < 80% to 77%
Upload the grade file C < 77% to 74%
. < 74% to 70%
Erocess uploaded grades D+ < 70% to 67%
in LEO
D < &67% to 64%
Manually correcting grades D- < 64% to 61%
Addressing process errors F <61% to 0%

Frequently Asked

Questions manage grading schemes] Done

4. Then click Update Course Details to save changes.

Offline Course: Allow course content to be downloaded and viewed offline

Description:

more options

Update Course Details

5. Inthe gradebook, you'll see the grading scheme applied automatically to the Total
column and a letter grade beside each numeric grade value.

C(]nvos: Trqnsfer ..................
Grades from the -

Gradebook to
Banner (LEO)

page /
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UNIVERSITY Generate the grade file

The “Submit Grades to Banner” tool

1. Once you have enabled a grading scheme, go to Settings at the bottom of the
course menu again. Click Submit Grades to Banner on the menu on the right of
the page.

Apply Course Template

@ Share to Commons

Enable a course grading
scheme in Canvas Reset Course Content

Submit Grades to Banner

Generate the grade file

|&h Course Statistics

Upload the grade file

Course Calendar

Process uploaded grades
in LEO

T Import Course Content

L Export Course Content

Manua”y correctlng grades < Validate Links in Content

Addressing process errors
2. Confirm that you meet all of the requirements for submitting grades to Banner,

Frequently Asked .
then click Confirm and Proceed.

Questions

Remember
¢ Students manually added to this class in Canvas cannot be reported using this process.
e Changes can ONLY be made through the Online Grade Change(Report a Change of Grade menu item) process or directly through the

Registrar.
e A Quick Start Guide and a detailed User's Guide are available with more information regarding grade submission.

Before Proceeding

« Are you the faculty of record for this course?

e |sthe grade format set to letter grade?

e See the User guide for instructions on how to apply a grade scheme for letter grades or Pass/Fail whichever appropriate for your course.
e Have you validated there is a valid grade for all students?

e Are you ready with a list of students for whom you will override grades (Incomplete, WF)

Confirm and Proceed

The list reminds you to think about things like:

+  Are you the faculty of record for this course?

« Isthe grade format set to a letter grade?

«  Have you validated there is a valid grade for all students? (If you need to over-
ride grades for students, you will be able to do that in the next step.)

Remember:

«  Students manually added to this class in Canvas cannot be reported using this
process.

« Until grades have been rolled to academic history, changes can be made on
the roster in LEO Online’s Faculty Grade Entry.

«  After grades have been rolled to academic history, changes can ONLY be made
through the online grade change process (Report a Change of Grade menu
item in LEO Online) or directly through the Registrar, using the paper grade

Canvas: Transfer
Grades from the

Gradebook to change form.
Banner (LEO)

page 8




Enable a course grading
scheme in Canvas

Generate the grade file
Upload the grade file

Process uploaded grades
in LEO

Manually correcting grades
Addressing process errors

Frequently Asked
Questions

Canvas: Transfer
Grades from the
Gradebook to
Banner (LEO)
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Review grade submissions

3. The system will provide a list of all students enrolled in your course, along with their
Username, UIN, Grade, Course ID, Submitted Grade, and grade submission status.

NAME P UIN i | GRADE i COURSEID i SUBMITTED GRADE i | sl
G
B- v 202120 _SPRING_BIOL291_26602 WF 5
G
A v 202120_SPRING_BIOL291_26602 A 5
G
c+ v 202120 SPRING BIOL291 26602 c+ by
G
B- ¥ 202120 _SPRING_BIOL291_26602 B- 2
G
B- ¥ 202120_SPRING_BIOL291_26602 B- 2
G
A v 202120_SPRING_BIOL291_26602 A 50
1 2 3 4 5 » m 10 v items per page 1-10 of 49 items
Submit All Grades to LEO

You can page through the list one page at a time, display all the students/sections on
one continuous page, or specify exactly how many students per page you wish to view.
Sort each column by clicking on the column name in the column header. Filter and
search each column by clicking on the three vertical dots in the column header.

Overriding Grades

The Submit Grades tool provides the ability to override the grades assigned within the
Canvas gradebook. This is your opportunity to review the grades you have assigned in
Canvas and change them if necessary.

4. To override a grade, click on the context menu arrow next to the grade. You have
the option to assign an “I” (Incomplete), “WF” (Unofficial Withdrawal), or to reset
grade to the previously assigned grade.

A v
I {Incomplete)
WF

_

Special grading scenarios

Only officially registered students’ grades will process in LEQ.

Grades for students who were manually added to the course will be ignored in LEQ.
Grades for students who are auditing a course must be manually reported in LEO.

Ifyour student is completing an incomplete grade, you must use the “Report a change
of grade” link in LEO or submit a grade change form directly to the Registrar’s Office to
update the grade.
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LIS IS LY Upload the grade file to LEO

1. Once you have reviewed all the grades, overridden those that were necessary and
confirmed the information is correct, click Submit All Grades to LEO. (Use the
Reset button to undo your changes and return to the original grades from the
gradebook.)

1-10 of 100 items

Enable a course grading : .
scheme in Canvas Submit All Grades to LEO [QiRt=Ss

Generate the grade file

N

The system will prompt you one last time to confirm you want to send the grade
Upload the grade file file. Click Yes, proceed.

Process uploaded grades
in LEO

Manually correcting grades
Addressing process errors

Frequently Asked
Questions

Confirm

Are you sure want ta submit the grades to LeoOnline?

Cancel [E{EMd o]

3. You will get a confirmation from the system that the file(s) have been successfully
sent to Banner (LEO). Click OK.

Vv

Grade Transfer Initiated
Successfully for crn(s) : 31365

You are not done yet!

Allow at least 60 seconds for the grades transfer to
complete.Then, go to LEO to complete the grade
submission.

Canvas: Transfer
Grades from the
Gradebook to
Banner (LEO)

F/WF grades must be loaded in Faculty Grade Entry
with a last attend date.

page 10
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UNIVERSITY

Enable a course grading
scheme in Canvas

Generate the grade file
Upload the grade file

Process uploaded grades
in LEO

Manually correcting grades
Addressing process errors

Frequently Asked
Questions

Canvas: Transfer
Grades from the
Gradebook to
Banner (LEO)
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Process uploaded grades in LEO

1.

2.

Go to https://www.leoonline.odu.edu and log in with your MIDAS ID and password.

In the Main Menu, click Faculty & Advisors.

Main Menu

@ personal Information
Updats sddiesses ar Contacl Infarmatia
@ admissions, Registration, St
Chack Admissions Applicstion Sts
@ Financial Aid
Apply For Financial Aid: R
@ Faculty & Advisors
Ernter Grades and Registration Overrides. View Class Lists and Student Information
@ Employee
Bancfits, Leavae or Job Data) Pay Stubs, W2 and w4 data.

@ Make a payment on account, sign up for e-Refunds and/or sign up for a Payment Plan
You wil be rediracted to a sacura site to makea your paymant or sat up an alectronic rafund.

@ alternate Searchable Schedule
Return to Homepage

eview Name or Sacial Seeurity Numbsar Change [nfarmation: Changs

t Records, Graduation Information
mnd Trans fer Credit Feslustion: Wiew Holds; Register for Classes; Display C

the =tatus of your financial aid applications; Chadk =tatws of document requiremed

Then select Web Grade Menu to process your Canvas grades.

. Faculty & Advisors

& Soudant Menu

Teplwy shodent infarmabang Vs g shidens s srhieda e Pracesn o
# Tarm Selccnon
& N Salachinn
#* Faculty Detail Schedule
* Facutty Schedule by Day and Tima
2 notail Cass Lst
F Gumnrmary Class List
& Latai Wait st
# zummary wat List
% Faculty Grade Entry

Iracruciicra for Emcering drades
Sygmima vopao L ogroddiss for D00 D0 B! onursa hauld bee gl

#* Registration Overrdes
# sdvisor Menu
Wik @ wudert s and I Ve w |
B pctive Assignments
* Asslgnment Hisbory
@& rams Schedule
& Syllabius Information
& Office Howre
* yweh Reporting Mazny
‘Was -mpariitg o damna, F

& panner Nle Upoad
dppboad Pl o the B
FEOTR: You wil he pm

#* yweb fGrade Menu
Srocess prads fikes for foor oo

* peport @ Change of Grads

Change o0 coerart n grads Eak maw hess soemsd o sesslasie hinks

. mnd madvlammm.

rectony i soledt and hoee soved o
bz aub-eanHoase using your HIDAS id n)
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Enable a course grading
scheme in Canvas

Generate the grade file
Upload the grade file

Process uploaded grades
in LEO

Manually correcting grades
Addressing process errors

Frequently Asked
Questions

Canvas: Transfer
Grades from the
Gradebook to
Banner (LEO)
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4. Click Select a File to Process to retrieve the file sent over from Canvas.

{Personal Information) (Admicsions, la’gnl
Search [E

@ Web Grade Upload Instructions
@ valid Filenames to use
@ salect a file to process

Return to Faculty & Advisor Menu

5. Use the pull-down menu to select the grade file you wish to process, then click
Process Grades to process those grades into Banner (LEO).

Select a Grade File to Load Py

J> The dop donn ksting below daplays courses for which yeu are the imstructer of record (or one of several course imstructors) and
Courses that have not boen uploaded through the Web File Uplioad process wil ot appear on this &t

Whin gradas are Succassiully pubmitted, 3 SEPAFINE DIge Will SpEn SEplaying tha CIasE rOten, 3SHgNG Qrades, and SNy &
1o acadamic history, #1.).

after you have selected the file to process, cick on the "PROCESS GRADES® button to complete the upload procedure.

Grade Type to process : Final Grades
Please select a file to process : 00121435 201410 . | PROCESS GRADES
& If the deop dovm sting balow does not deplay 3 of the files you have

#Alranaous infermation, LIN, CRN, Grace) and that you have namad yeukTs
fila & rot formatted b Iw o st maké the apprapiate Ch-ﬂw and

fermatted your fles comectly (no colsmn he: or
format 1134587T8_Y00830_Y2ak.cov). If you decy

2 = - et
- Bdd your fil in Bhe oy fommat.

Grade files are named in the format of UIN_Term_CRN.csv where UIN is the UIN of the
faculty of record for the course, the term is the semester term of the grade file, and the
CRN is specific to that course section. The Canvas grade submission process automati-
cally formats the file name and content to upload properly to LEO.

If you DO NOT see the file for the CRN you have uploaded from Canvas, contact the
Registrar’s Office to report the issue. The Registrar and ITS will work to identify and
resolve the problem.

Once you click on Process Grades, the grades are recorded to each student’s aca-
demic history in Banner (LEO).
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Enable a course grading
scheme in Canvas

Generate the grade file
Upload the grade file

Process uploaded grades
in LEO

Manually correcting grades
Addressing process errors

Frequently Asked
Questions

Canvas: Transfer
Grades from the
Gradebook to
Banner (LEO)
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Manually correcting grades in LEO

If you notice an error, you can correct a grade entry in LEO up until the grade is rolled to
academic history. The Registrar rolls grade data to academic history three times per day.

1. From the Main Menu in LEOQ, click Faculty & Advisors, then Faculty Grade Entry.

~Faculty & Advisors

@ Student Menu

Display student information: View a student’s schedule: Process registration overrides: Process a s!
@ Term Selection
@ CRN Selection
@ Faculty Detail Schedule
@ Faculty Schedule by Day and Time
@ Detail Class List
@ Summary Class List

@ Detail Wait List
@ summary Wait List/
@ Faculty Grade Entry

Instructions for Entering Grades

Prograss report grades for 100/200 level courses should be entered using S5C Campus/MyAdvisor.
@ Registration Overrides

@ Advisor Menu
View 3 student’s transeript and transfer avaluation: View a student's grades: Display yeur security

2. Locate the CRN and roster, and manually adjust the grade entries.

Correcting grades after they have been rolled to academic history

If you notice an error after the grade has been rolled to academic history, the grade
can be corrected ONE time using the Report a Change of Grade link in LEO (under
Faculty & Advisors). Otherwise, it should be changed by submitting a grade change
form, available from your department, to the Registrar’s Office.

@ Banner File Upload
Upload files to the Banner directory you select a
NOTE: You will be prompted to authenticate usj

@ web Grade Menu

Process grade files for your courses
@ Report a Change of Grade

Change or correct a grade that has been posted to academic history.
@ Grade Change Report for Department Chairs

Grade Change Report for Department Chairs by Instructor and Course.
@ Graduate Admissions Decision Process

UPDATED !! View and approve Graduate applicants.
@ DegreeWorks for Advisors

DegreeWorks for Advisors

@ search Class Schedule

have saved in an approved fi
your MIDAS id and password t

This process does not remove the responsibility of faculty to load all grades to Banner
(LEO) by the required deadline. If you encounter problems with this process that
cannot be resolved in a reasonable timeframe, use the Faculty Grade Entry system to
enter grades individually, or export a roster, add grades and dates of last attendance
(where needed), and import the roster back into Faculty Grade Entry. For instructions
on using the Faculty Grade Entry system, refer to https://www.odu.edu/facultystaff/
teaching/course-administration/entering-grades.



https://www.odu.edu/facultystaff/teaching/course-administration/entering-grades
https://www.odu.edu/facultystaff/teaching/course-administration/entering-grades
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Addressing process errors
UNIVERSITY

After you have processed your grade file, you will get a Grade Upload Confirmation
and Verification. This screen documents the grade file that was used and errors and
specific actions that have been taken or need to be reviewed.

Grade Upload Confirmation and Verification

Rabert ). Fricovcky|
Now 11, 2014 10:32 am)

[P Displayed ermors balow must be resobved before the grade will be processed to Bannar and visibie to students.
“Grade Already Rolled to History® means the grade has been processed in Banner and can not be edited.
1f you find an error for a "Grade Already Roled to History™, then you must use the "Change of Grade® form (paper) which requires approval of your department chair or dean.
Print a copy of this page for your records once you have reviewsd your grades,

Enable a course grading

scheme in Canvas Tnstructor : Robert 1. Fricovsky

Grade File Processed : 00121435_201410_10100.csv

Generate the grade file

Upload the grade file

Process uploaded grades
in LEO

Grade already rolled to history

This message indicates that the grade was previously rolled to academic history by the
Registrar, and the grade in this file was ignored. If this grade is different than previously
submitted, use the Report a Change of Grade menu item on the Faculty & Advisors
menu to update the grade, or submit a paper grade change form (available from your
department) to the Registrar ‘s Office.

Manually correcting grades
Addressing process errors

Frequently Asked
Questions

IAH 1. A- 11-NOV-14 Grade already rolled to history

NY R. F 11-NOV-14

LA AL A- 11-NOV-14 Grade already rolled to history
= AL

Learner enrollment does not exist
This message indicates that the student listed in the file was NOT enrolled in that
course. You should refer the student to follow up with the Registrar.

AL A 11-NOV-14 Learner enrollment does not existGra
M. D 11-NOV-14 Learner enrollment does not exist
- E. C- 11-NOV-14

Grade not valid for section

This message indicates that the grade assigned to that student was not a valid grade
and was not processed. You will need to revisit the assigned Grading Scheme and
correct this error.

T La
R A+
D =

Not processed; F/WF grades
All F and WF grades must be entered directly into Faculty Grade Entry because they
require a last attend date.

LATINUVTLS
11-NOV-14
LLNOV-14

Grade not valid for section

Canvas: Transfer
Grade Date Message
Grades from the Loaded
Gradebook to
Banner (LEO) WF  29-JUL- Not processed; F/WF grades
2022 must be loaded in Faculty Grade
Entry with a last attend date

page 14
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Enable a course grading
scheme in Canvas

Generate the grade file
Upload the grade file

Process uploaded grades
in LEO

Manually correcting grades
Addressing process errors

Frequently Asked
Questions

Canvas: Transfer
Grades from the
Gradebook to
Banner (LEO)
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Frequently Asked Questions
How long do grade files stay in LEO?

Uploaded grade files will remain if the grading period is “open”. Once you see the
message “Grade already rolled to history,” you will not be able to change the grade

for that student or class by uploading a new grade. If you need to correct or change a
grade, use the “Report a Change of Grade” link in LEO to update the originally reported
grade. Otherwise, you must complete the change of grade form available from your
academic department, including justification, your signature and your department
chair’s signature.

What should | do if | see the message “Invalid Grade”?

Check the following:

«  Student’s registration status (pass/fail, audit)

« Grade of A+ is not valid for any course

«  Grades of D+, D and D- are not valid for graduate level courses

«  Other typographical errors made when entering grades. Make corrections, as
necessary.

What if my file does not seem to upload?

If you go into Find File to Process and do not see the file for the CRN that you have up-
loaded from Canvas, you should contact the Registrar to help determine the problem.

Can | type my grades in lower case?

Yes. Grades will be converted to uppercase when processed into Banner.

Where can | verify that my uploaded grades were processed?

You can check your grades by going into the Faculty Grade Entry system and checking
the Grading Status indicator for each CRN.

«  “Completed”means all grades have been loaded for that CRN.
«  “In Progress” means one or more grades are still missing.
«  “Not Started” means no grades exist for that CRN.

The Rolled Status indicator shows whether the Registrar has rolled the grades to aca-
demic history. The student roster for each CRN will display the grades you have loaded,
and dates of last attendance for F and WF grades.

Who can | call with questions?

Call the Office of the University Registrar, 757-683-4425 or 757-683-6530, or email
register@odu.edu with your University ID number and the SUBJ/CRSE and CRN(s) you
are asking about.
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