Faculty Grade Entry through Inside SOU
Follow these steps to enter final grades at the end of the term for each of your courses:
1) Log in to Inside SOU using your regular SOU account information at https://inside.sou.edu.
If you have forgotten your login information, use the Account Help box. If you cannot log in,
contact the Help Desk at https://support.sou.edu or 541-552-6900.

2) Once logged in, scroll down and select the Faculty Tools link under Online Services from the
right hand side of the page.
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3) Once on the Banner Self-Service Student and Faculty Tools page, make sure you’re on the
Faculty tab. Click on Final Grade Assignment in the Grade Assignment box.

4) You’re now in the Final Grade Assignment area of SISWeb. To begin entering grades for a
course, select the Term and then the desired CRN, using the drop down menu to display a
list of the course(s) you are teaching this term.
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5) After selecting the term and CRN, you’ll be on the Final Grade Worksheet page where you
will enter the grades. (See this handy guide to SOU’s grading system if necessary.) At this
screen, you will enter the grade each student received by using the drop-down menu in the
Grade column. (Check as you move from one student to the next that the grade you
selected has “stuck”—it’s easy to select a different grade by mistake.) Once all the grades
are entered, be sure to click on the Submit button at the bottom of the page to record
them. Note: After you click on Submit, you’ll remain on this page, but you’ll see a notice on
the page that the grades were submitted successfully.

Two important notes about entering grades in this worksheet:
● Be aware that there is a 65-minute time limit for entering grades once you open this page. If
you have not clicked on Submit to record grades in a 65-minute time period, your session
will time out and you will lose any work in progress. It is critical to click on the Submit
button often if you plan on taking longer than 65 minutes to enter all of your grades for a
particular course. It’s recommended that you calculate all of the grades for a class before
beginning to enter them to avoid timing out your grade entry session.
● You can safely ignore the two columns to the right of the grade entry column (Last Attend
Date and Attend Hours). This information is not required. On rare occasions you may be
asked to provide information about attendance for a student who has withdrawn from the
course, but that information does not need to be recorded for any student in this grade
entry form.
To enter grades for another course, return to the Select CRN page and choose the next course
from the drop-down menu.
See the next page for instructions on changing grades….
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Changing Grades Prior to Grades Rolling
If for some reason you need to change a grade before grades “roll” into student records (watch
your email for messages from the Registrar for specific dates and times), follow the instructions
above to return to the Grade Entry Worksheet and adjust the student’s grade as needed, then
Submit.

Changing Grades After Grades Roll
To update a student’s grade after grades have rolled, follow steps 1 and 2 above to log into
Inside SOU and navigate to the Banner Self-Service Student and Faculty Tools page. In the
Grade Assignment area, select Grade Changes. Select the term and CRN as you would to assign
final grades.
On the Grade Change Worksheet, you’ll find a list of students with a grade of I, E or M in the
course. Use the pull-down menu associated with each student’s name to select a final grade.
When you are done assigning grades, click on Submit. You will see a confirmation message that
your changes have been recorded. NOTE: If you do not click on Submit, your changes will not
be recorded and students will not receive credit for having completed the course.
If you are unable to change a grade in this worksheet, you may need to complete a paper form.
Contact your program Chair or support staff for instructions.
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