
Grading: The Good, The Bad 

& The Beautiful
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 Grade Submission Procedures

 Self-Service Banner
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Difference between the Failing 

Grades of “U” and “F”

“U” GRADE – UNEARNED FAILING

 Grade is awarded to students who:

❖ Did not officially withdraw from the 

course but failed to complete the 

course and to achieve the course 

objectives (i.e., did not take a final 

exam, stopped attending, etc.).

❖ Did officially withdraw from a 

course but after the Auto W 

deadline.

 A Last Date of Academic 

Engagement IS required. 

“F” GRADE – FAILING

 Grade is awarded to students 

who completed the course but 

failed to achieve the course 

objectives.

 A Last Date of Academic 

Engagement IS NOT required. 



Grades Requiring a Last Date of 

Academic Engagement

 “U” Grades (Unearned Failing)

 “I” Grades (Incomplete) 

Both of these grades require that a last date of academic 
engagement be provided.

For “I” grades, the system will inform you of the extension 
date that will roll the “I” into an “F”. You will have until the 
extension date to change the grade via the online change of 
grade application.



Examples of Academic 

Engagement

 Physically attending a class

 Submitting an academic assignment

 Taking an exam

 Completing an interactive tutorial

 Participating in computer-assisted learning

 Attending a study group assigned by the instructor

 Participating in an online discussion about academic matters

 Initiating a conversation with an instructor to ask a question about the 

academic subject studied in the course



“I” grades: What are they? When 

should they be issued?
 An “I” grade is a temporary grade used when students fail to complete a 

small portion (final examination, paper, etc.) of the course due to conditions 
beyond their control. 

 For an “I” grade the instructor will enter the date the student last 
participated in an academically-related activity, which typically will be after 
the withdrawal deadline. 

 The “I” grade is treated as a non-punitive grade for one calendar year 
(which is the default extension date). 

 For “I” grades, the system will inform you of the extension date that will roll 
the “I” into an “F”. You will have until the extension date to change the 
grade via the online change of grade application. 

 Thesis and Dissertation courses may not be issued an “I” grade.  Contact 
the Graduate College at gradcollege@txstate.edu or 512.245.2581 for a list 
of other grade options. 

mailto:gradcollege@txstate.edu


“W” grades: When are they given 

and why?

 If a student DROPS a course BEFORE the 60% point of 

the term (i.e. known as the “Auto W” Deadline), the student 

automatically receives a grade of “W”.

 If a student DROPS a course AFTER the 60% point of the 

term (i.e. known as the “Auto W” Deadline), the student 

may receive either a grade of “W” or “U” as determined by 

the instructor of record.

 Instructors may NOT issue a grade of “W” if the student did 

not drop the course. 



Grade Submission:

Self-Service Banner 



Step #1: Select Faculty Services Tab, 

click Final Grades



Step #2: Select a Term from the drop 

down Menu and Click Submit



Step #3: Choose a course to view 

from the drop down menu and Click 

Submit

Note: You may enter the CRN directly by clicking [Enter 

CRN Directly] below.



Step #4: 

For each 

student, 

choose the 

appropriate 

grade from 

the drop 

down 

menu. 

Click 

Submit.



Step 5: Final Notes
 If necessary, click Reset to clear your changes and begin again.

 The screen will refresh, then scroll to the top of the roster you will see the 

following confirmation :

 To post grades for another class, click CRN SELECTION from the menu across 

the bottom of the screen to return to the course selection screen. 

 Follow the same steps previously noted. 



Entering Last Date of Academic 

Engagement for “U” and “I” grades
If you do not enter a last date of academic engagement for a “U” or “I” grade 

when you hit the submit button, the system will give an error message.   

To correct this, simply enter a date in the field and click Submit again. 

Note if you enter a date outside the start and end date of the term, the system 

will also give an error message. 

Simply correct the date, and click submit again. 



Entering Last Date of Academic 

Engagement for “U” and “I” grades 

(CONTINUED)

For an “I” grade, the system will inform you of the extension date that will roll 

the “I” into an “F”. You have until the extension date to change the grade via the 

online change of grade application.  

Note: You may change the extension date to any date that is within the grading 

deadline and the extension default date. 



Grade Submission:



Step #1: In the TRACS Gradebook, 

select Tools from the drop-down 

menu



Step #2: Select Begin Final 

Grade Submission



Step #3: Verify grades are 

correct and click Yes to continue



Step #4: Select the checkbox of the 

roster to submit grades for and click 

the Submit Grades button



Step 5: Enter Last Date of Academic 

Engagement for “U” and “I” grades 

and click the Submit button



Grades Are Submitted

If a student’s grade could not be submitted successfully a 

reason will be provided underneath the student’s name. 



After grades have been submitted you may 

click Return to Gradebook button to quit or 

make grade corrections for resubmission.

You may also click View Submission Receipt button to view 

all submitted grades. 



To Override or change a course grade, 

enter the appropriate grade in the Grade 

Override field.

 You may also click View Submission Receipt button to view all 

submitted grades. 



Entering a grade for a dropped 

student requiring a grade.

Click the Show Inactive button to display the 

dropped students in your gradebook.



Dropped students will appear 

in gray with a slash through 

their name.

Enter the appropriate grade in the Grade Override 

field and begin final grade submission once again.



Communication Schedule & 

Grading Deadlines



Grading Communication Schedule

Faculty, Department Chairs and Administrative Assistants receive the following 

email reminder notifications about grading deadlines:

 On the First Day of Classes for Fall, Spring & Summer 

 Two Weeks prior to Grading Deadline

 Two Days prior to Grading Deadline  

 Email to Faculty/Department Chairs/Administrative Assistants

 One Day prior to Grading Deadline

 Email to Faculty/Department Chairs/Administrative Assistants

 Day of Grading Deadline

 Email to Faculty/Department Chairs/Administrative Assistants

 Phone calls to Faculty/Department Chairs/Administrative Assistants

Once a faculty member submits their grades they automatically are removed from the 

email list (i.e. if you are still receiving emails, there is an issue – Contact our Office).



Grading Deadlines
FALL & SPRING TERMS (LONG TERMS)

 Grades are due the Monday immediately following the last final exam day.

SUMMER & OTHER PARTS OF TERM

 Grades are due two business days after the last class day/final exam day. 

Specific grading deadlines for each term are posted on the Office of the University 

Registrar’s website under Faculty/Staff, Departmental Resources tab, then scroll to 

Grading Deadlines.



Common Pitfalls



Common Pitfalls

 NOT KNOWING THE GRADING DEADLINE FOR EACH COURSE

The grading deadline for each course for which you are the instructor of record may be 

different.  Example: You could be teaching a 3-week, 5-week & 8-week courses at the 

same time and each would have a different grading deadline. 

 ASSIGNING A “W” GRADE FOR A STUDENT WHO DID NOT DROP COURSE

“W” grades can only be assigned if the student actually drops the course.

 NOT ENTERING A LAST DATE OF ACADEMIC ENGAGEMENT FOR “I” & “U” 

GRADES

All “I” & “U” grades require a last date of attendance

 MISSING A GRADE(S) ON A ROSTER

Check the inactive tab on TRACS for students who have dropped/withdrawn after the 

auto W deadline. 

If you have submitted your grades but are still receiving email notifications from our 

office about grading, this typically means you have a missing grade on a roster. 



Questions


