
 

Office of the Registrar 

Final Grade Entry Process 

 

1. Log into the GHC Faculty/Staff Intranet  

• If you are off campus and not using a GHC issued device, you will need to use the VPN. 

• Click on VPN Access Instructions and follow the steps there, if needed. 

 

2. Click on Information Technology. 

 

 

https://www.highlands.edu/facultystaff/
https://www.highlands.edu/vpn/
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3. Click on Access a System. 

 

4. Click on Banner/Score. 

 

 

 

 

 

 

 



 
3 

 

5. Go to the Banner 9 Self Service Dashboards section and click on Faculty/Staff Self 

Service – Banner 9. If you are accessing this for the first time, you will be asked for a 

PIN.  Your PIN is your six-digit birthdate (if your birthdate is June 1, 1958 your PIN in 

060158). 

 

 

6. Go to the Faculty Course Maintenance section and click on Faculty Grade Entry. 
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7. Select Final Grades tab and select a course from the list of gradable courses by clicking 

anywhere on that course row. 

 

Enter grades for each student using the dropdown box in the Final Grade column.   

 

 

Enter last date of attendance for each student who earned an F$ or F%$ in the Last Attend 

Date column.   
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Click the save button at the button of the screen to save entries.  Save frequently to avoid 

losing data.  You will be able to update grades and LDAs until the grade deadline here.  Be sure 

to have saved your work before the grade deadline to ensure it is received. 
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