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Overview

Description
Banner Gradebook is the UCD system for entering assessment marks 
and grades directly onto the Banner Student Information System via 
InfoHub. It is complemented by a suite of InfoView and InfoHub 
reports (accessed via UCD Connect) which enable Module 
Coordinators, Assistant Graders, Schools and Programme Examination 
Boards to review and amend all assessment information.

Aimed at
Academic and Administrative staff involved in the assessment process.

Learning Outcomes
By the end of this document, you should be able to:
• Access Banner GradeBook
• Enter and amend results
• Access and run relevant InfoView reports
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How to access Gradebook

Module Coordinators gain access automatically based on 
the information submitted at the Module Descriptor stage.

Existing Assistant Graders’ access is rolled over year on year. To add 
or remove access to a module, contact business.support@ucd.ie.

New Assistant Graders, should ask the relevant Module 
Coordinator to give access to modules in Gradebook via the Module 
Access Management page in InfoHub.

Alternatively, request access from the Business Support team in UCD 
Registry by filling out a Module Assignment Form on the 
Registry website.

mailto:business.support%40ucd.ie?subject=Gradebook%20access
http://www.ucd.ie/registry/adminservices/business_support/gradebook.html?show=access
http://www.ucd.ie/registry/adminservices/business_support/gradebook.html?show=access
Caroline
Highlight
Need to add note about Module Assistants and Lecturers/Co lecturers - asterix after this paragraph with note at bottom:*Please note that, with the introduction of the Module Access Management page in SISWeb, Module Assistants and Lecturers/Co Lecturers can also be granted Gradebook access.
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Log into UCD Connect 
If you are using a browser other than Internet Explorer (IE), log into UCD 
Connect. If you are using IE, check your internet settings before you go 
any further. To do this, open a browser window. In the menu bar click on 
Tools then Internet Options and then General tab. In the General tab 
you will see a section called Temporary Internet Files. Click on the 
settings button. You will see a dialogue box that allows you to choose 
how often the browser looks for new versions of a web page. Click on the 
option Every visit to the page. 

Go to the UCD Connect web page (www.ucd.ie/connect) and click on 
the InfoHub icon . Log in with your Connect username and password.  

Once you’re in InfoHub, click on the Students tab and choose 
Assessment & Grading. Select Gradebook from the menu. 

Check your modules
Once you are in Gradebook, you will see your modules for the 
current academic year under Current Modules. Where there is more 
than one offering of a particular module, in a semester or 
academic year, the Course Reference Number (CRN) will help you 
identify the offering you need to access. If a module you expect to see 
is not there contact your College Liaison or the Business Support 
team (see contact details on page 17).

www.ucd.ie/connect
https://www.youtube.com/watch?v=-MbEHDeCzjQ&feature=youtu.be
https://www.youtube.com/watch?v=-MbEHDeCzjQ&feature=youtu.be
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From the list in Current Modules, double click on the row of the 
module that you want to work with. 

You will be brought to the CRN Grades page where you can begin to 
enter grades/marks for the chosen module CRN. 

How to select a module in Gradebook
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Once you are in the CRN Grades page, there are two ways you can enter 
results: either entering results directly into Gradebook or by uploading 
results to Gradebook.

To enter results directly
Go to the column of the relevant component e.g. Exam. Check if 
the component is Graded or Marked out of 100. Check that you 
are entering results against the correct student/component. Use your 
keyboard to enter grades (e.g. A+, D-) or a mark out of 100 into the 
relevant field. 

The ‘Tab’ key on your keyboard will allow you to move to the right across 
the fields in a given row. The Return key will allow you to move down 
the list. Once all the components have a grade or mark added, the final 
grade will calculate automatically. 

To upload results 
First create a Gradebook template by clicking on Download 
Import Template. You will see an Excel spreadsheet (in .csv 
format) for the module CRN in question. Do not delete any 
columns from this template. Enter grades or marks for each 
component. Final grades can be entered but it is not required. If a 
final grade is entered which is different from the calculated grade, both 
will be displayed in Gradebook. 

How to enter component grades/marks

Things to note:

Changes are automatically saved as you enter grades/marks.

If you are working with a Mac, make sure to choose Windows .CSV 
from the list of file formats when saving the spreadsheet.

Keep the file name of the CSV file short.

https://www.youtube.com/watch?v=wtrqwb6gFRU&feature=youtu.be
https://www.youtube.com/watch?v=wtrqwb6gFRU&feature=youtu.be
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Save the spreadsheet in CSV format to a folder on your computer. 
In Gradebook, select the relevant module CRN from Current Modules. 
In the CRN Grades page, click on Upload Grades. Click on Choose File  
to select your file. Find the relevant spreadsheet and upload it into 
Gradebook. The component results will populate and the Final Grade 
will be calculated.

If there are any invalid grades or marks in your file (e.g. a grade of S , or 
a mark of 350 out of 100), you will receive an error message telling you 
which student and which component has the errors. Correct these and 
upload the file again. You may override these results if necessary. 

If you are uploading component results separately, and the columns 
for the results you have already entered are left blank in the template, 
the grades already in the system will be overwritten with null grades. 
To avoid this, download a new template, which will include any grades 
already entered into the system.

Uploading grades from Blackboard into Gradebook? 
Click here for instructions. 

Module Coordinators can now publish  component grades 
they put in Gradebook  for students to view during the 
semester.  Go to the My Grading Class List report in 
InfoHub and click on Publish Component Grades where 
assessment components exist. Once component grades have 
been published, students can access them via SISWeb - on the 
Registration, Fees & Assessment menu.

https://www.youtube.com/watch?v=iW-LT081WMs&feature=youtu.be
https://www.youtube.com/watch?v=iW-LT081WMs&feature=youtu.be
http://www.ucd.ie/registry/adminservices/business_support/documents/Uploading%20grades%20from%20Blackboard.pdf
https://sisweb.ucd.ie/usis/W_HU_REPORTING.P_LAUNCH_REPORT?p_report=MC400
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In the CRN Grades page, go to the component in question  
(e.g. Exam). Click on the button marked Worksheet to open a 
Grading Worksheet. Use the Grading Worksheet to create your 
subcomponents. This is a four-step process:

step 1 Define the number of subcomponents 
Select how many subcomponents you want e.g. if you have a component 
that is an Examination with three questions then you can make each 
question a subcomponent. Indicate how many questions a student must 
attempt e.g. 2 out of 3. 

step 2 Define the marking strategy 
Select how you want the subcomponents to be graded/marked. 

step 3 Review and adjust weighting/marking 
Make adjustments to the default settings as necessary. If students are 
required to answer a particular question, tick the box in the Mandatory 
column. You must ensure that the weightings assigned are correct to 
ensure that the correct component result is achieved. 

How to enter grades/marks for subcomponents   
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step 4 Confirm the grading worksheet details 
When you are happy with the subcomponent set-up, click on Create. 
This will take you to the Grading Worksheet screen where you can 
enter the results for each subcomponent for each student*. 

You can edit the subcomponents at any stage by clicking on Edit 
Worksheet.

Please note that editing sub-components after grades have been 
entered will wipe existing grades. 

Once you have finished, click on Back to CRN Grades and you will see 
that the component result has been recorded in the CRN Grades page. 

You can also download a spreadsheet of your subcomponents by 
clicking on Download Import Template. Enter the results and then 
upload the file back into Gradebook. 



UCD Registry ‘How To’ SeriesHow To Use GRADEBOOK

10

You can change a component result at any stage before the module CRN 
is committed to Academic History. To do this, select the relevant module 
CRN from the Current Modules page. 

In the CRN Grades page you will see the component results that have 
already been entered. You can click into a field and type in a new 
grade or mark to override the existing grade or mark. 

You can also upload new grades/marks from a spreadsheet. A new Final 
Grade will be calculated. 

Changes are automatically saved as you enter the grades

How to change component grades/marks 

https://www.youtube.com/watch?v=Sr7IWX8wsno&feature=youtu.be
https://www.youtube.com/watch?v=Sr7IWX8wsno&feature=youtu.be
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Changes are automatically saved as you enter the grades

How to change a final grade 

If you are the module coordinator for the module in question then you 
may change the final grade at any stage before the CRN is committed to 
Academic History. 

To do this, select the relevant module CRN from the Current Modules 
page. In the CRN Grades page you will see the existing final grade for 
a student in the Final Grades column. To update the final grade, simply 
click into the field. You will see a list of appropriate grades. 

Select the grade you want (e.g. ‘IX’) and click save. The new final grade 
will appear on the CRN Grades page. The original final grade calculated 
by Gradebook will appear in brackets beside the updated grade.

The following final grades are not available via Gradebook but are 
processed centrally: 

AU (Audit)
IP (Incomplete Permanent)

W (Withdrawn)

Visit the Assessment website for a full list of current grades.

https://www.youtube.com/watch?v=k--T9FLLlCE&feature=youtu.be
https://www.youtube.com/watch?v=k--T9FLLlCE&feature=youtu.be
https://intranet.ucd.ie/registry/assessment/gradebook.html
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If a decision is made at a Programme Exam Review Committee meeting 
to change a result, it needs to be recorded in Gradebook.

Select the relevant module CRN from the Current Modules page. In 
the CRN Grades page make sure that Mark grade changes as 
board decisions has been ticked*. 

Make the necessary amendments to the component grades/marks or the 
final grade for the student in question. 

Changes are automatically saved as you enter the grades 

How to flag changes due to Board decisions

*Once the changes have been made, make sure to un-tick the box.

https://www.youtube.com/watch?v=KbKiPJHfJrM&feature=youtu.be
https://www.youtube.com/watch?v=KbKiPJHfJrM&feature=youtu.be
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If you are in the CRN Grades page, click on Back to My Modules. This 
will bring you back to the list of modules in Current Modules. Click on the 
module CRN that you want and you will be brought to the CRN Grades 
page for that module. 

How to select another module

How to access InfoView reports

In the CRN Grades page, click on UCD InfoView Reporting  to see a list 
of relevant grading reports. These reports will reflect the current data in 
Gradebook for the CRN you have selected. Click Launch to open the 
report in InfoView. 

https://www.youtube.com/watch?v=9BpOP0Y1nzU&feature=youtu.be
https://www.youtube.com/watch?v=9BpOP0Y1nzU&feature=youtu.be
https://www.youtube.com/watch?v=vxa8QTqfaBs
https://www.youtube.com/watch?v=vxa8QTqfaBs
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Under Current Modules you will see the module CRNs you can access. Go 
to the CRN for which you wish to commit grades to Academic History. 
Check that there are no Grades Outstanding. In the select 
column, tick the box to indicate that you want to commit grades for that 
CRN to Academic History. Only the module coordinator can do this.

If you are not the module coordinator, a message will appear saying that 
you do not have the privileges required to commit grades. If this facility 
is not currently available, a message will appear to this effect. 

Click on Commit to Academic History. The grades are now in 
Academic History. If any further changes are required they will need to 
be made by Assessment in UCD Registry. 

How to commit grades to Academic History

https://www.youtube.com/watch?v=Joq_UWNzQVM&feature=youtu.be
https://www.youtube.com/watch?v=Joq_UWNzQVM&feature=youtu.be


»
»
»
»

»

Open a browser
In the menu bar click on: Tools _ Internet Options _General Tab
In the General Tab you will see a section called Temporary Internet Files
Click on the settings button. You will see a dialogue box that

          lows you to choose how often the browser looks for new versions of a web page

Click on the option Every visit to the page

Check the following: 
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Common issues

Issue Try this

I can’t see my module when I go into 
Gradebook/I need to enter grades for a 
module and I don’t think I have access.

I need to change the assessment 
strategy (component) of my module/
the assessment strategy of my module is 
incorrect.

My grades are not saving, what do I do?

If you are the Module Coordinator for the module you should contact your College Liaison 
to arrange access. If you need Assistant Grader access, contact the relevant Module 
Coordinator or Business Support.
If students are registered to the module please contact assessment@ucd.ie  to request a form 
to get the assessment strategy changed. 

Grades save automatically. If the grades are not visible to the Module Coordinator, then 
check your Internet Settings as follows (Internet Explorer only):

al

I can’t find a student/students in 
Gradebook, but I have a grade for them.  

» Does the student have an IX grade for that module from the
previous semester? If so a ‘Change of Grade’ form needs to be used to get the grade changed.

» Is the student registered as an audit student (RA) for that module? If so they will not appear
in Gradebook but will get an automatic grade of Audit.

» Is the grade for a different CRN/Module? (e.g. resit, January start, May start, etc.)

business.support@ucd.ie
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Issue Try this

I have entered all of my grades but 
Gradebook is still saying that I have one/
two/three grades outstanding.  
Why is this?

Occasionally where a student drops a module, Gradebook will still count their registration and 
flag with you that there may be a grade outstanding. If you have provided a grade for each student 
visible in Gradebook then there is no need to worry. Your College Liaison can confirm if there are 
students with dropped registrations on your module. 

I just missed the deadline and still have 
some grades to input. What should I do?

» If Gradebook is closed for the School Review, then you can enter grades when it reopens to
facilitate board changes.

» If Gradebook is closed for the Programme Examination Board, then  please note the grades
in the Exam Board minutes. These minutes will be sent to Assessment and any necessary grade
changes will be made.

Check the Grade Approvals Process information for relevant opening and closing dates. 

I can’t enter a resit grade directly into 
Gradebook. Why is that?

» Only module coordinators (main graders) have access to do this.

» An assistant grader can only enter resit grades by using the Upload Grade facility.

I need to enter an IX/WX grade.  
What do I do?

» Only module coordinators (main graders) can enter IX or WX grades in Gradebook.

» These grades only become available after the Pre-Exam Boards (when Gradebook reopens).

I can’t commit my grades to Academic 
History. What do I do?

Please check the following

» Are you the module coordinator for the module? Only module coordinators have access to
commit grades to Academic History. Check with your College Liaison if you have any doubts.

» Are you trying to commit the grades before you are allowed to do so? If so, you will need
to wait until Gradebook reopens after the Programme/School Examination Review Committee
meetings have taken place.

Check the Grade Approvals Process information for relevant opening and closing dates. 

http://www.ucd.ie/registry/assessment/info_staff.htm
http://www.ucd.ie/registry/assessment/info_staff.htm
http://www.ucd.ie/registry/adminservices/curriculum/contact.html
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Where to go for help

Useful Contacts

Banner account set up 
Contact  business.support@ucd.ie or use the online request form 
Banner training/support  
Contact business.support@ucd.ie or read the online documentation

Curriculum Management System access 
Contact your College Liaison or email curriculum@ucd.ie

Gradebook – assistant grader access 
Contact business.support@ucd.ie or use the online request form

Gradebook – module coordinator access 
Contact your College Liaison or email curriculum@ucd.ie
Gradebook training/support 
Contact business.support@ucd.ie or read the online documentation
You can also contact your College Liaison or email curriculum@ucd.ie

InfoView /InfoHub access/support 
Contact infoview@ucd.ie or infohub@ucd.ie

Module Descriptor training/support 
Contact your College Liaison or email curriculum@ucd.ie 
Online documentation is also available.

UCD Connect access/support Contact ithelpdesk@ucd.ie

Useful Links

Contact details for Registry staff

Registry A to Z

Information on Curriculum Management

Assessment unit

Registry key dates

University Policy and Regulations

What have you learned
about Gradebook? 
Take our interactive quiz. 

mailto:business.support@ucd.ie
mailto:business.support@ucd.ie
http://www.ucd.ie/registry/adminservices/curriculum/index.html?show=contacts
http://www.ucd.ie/registry/adminservices/curriculum/index.html?show=contacts
mailto:curriculum@ucd.ie
mailto:business.support@ucd.ie
http://www.ucd.ie/registry/adminservices/curriculum/index.html?show=contacts
http://www.ucd.ie/registry/adminservices/curriculum/index.html?show=contacts
mailto:curriculum@ucd.ie
mailto:business.support@ucd.ie
http://www.ucd.ie/registry/adminservices/curriculum/index.html?show=contacts
http://www.ucd.ie/registry/adminservices/curriculum/index.html?show=contacts
mailto:curriculum@ucd.ie
mailto:infoview@ucd.ie
mailto:infohub@ucd.ie
http://www.ucd.ie/registry/adminservices/curriculum/index.html?show=contacts
http://www.ucd.ie/registry/adminservices/curriculum/index.html?show=contacts
mailto:curriculum@ucd.ie
http://www.ucd.ie/registry/adminservices/curriculum/index.html?show=module_coordinator
http://www.ucd.ie/registry/contact.html
http://www.ucd.ie/registry/registry_services_A-Z.html
http://www.ucd.ie/registry/adminservices/curriculum/index.html?show=home
http://www.ucd.ie/registry/assessment/index.html
http://www.ucd.ie/registry/keydates.html
http://www.ucd.ie/registry/academicsecretariat/regs_home.htm
http://www.ucd.ie/registry/academicsecretariat/regs_home.htm
https://www.youtube.com/watch?v=ksMalTrgoow&feature=youtu.be
http://www.ucd.ie/registry/feedback.html
http://www.ucd.ie/registry/adminservices/business_support/banner.html?show=access
http://www.ucd.ie/registry/adminservices/business_support/banner.html?show=docs
http://www.ucd.ie/registry/adminservices/business_support/gradebook.html
http://www.ucd.ie/registry/adminservices/business_support/gradebook.html
https://goo.gl/forms/NPatUHNjIz7Sr6bv1
https://goo.gl/forms/NPatUHNjIz7Sr6bv1



