
Instructor’s Guide to Entering Grades 
 
Step 1 Log into your PSU Banweb Account at www.banweb.pdx.edu  
 

Enter your 9 digit PSU ID with 
no dashes  

 
 
 
 
 
 
 

Enter your PIN: Defaults to your 6-digit date of 
birth mmddyy no hyphens or slashes 
(i.e. October 9, 1980 = 100980). 
Select “Login” It will prompt you to change your 
PIN 

Select “Login” 

 
 
 
 
 
 
 
 
 
 
 

http://www.banweb.pdx.edu/


 
 
 

Step 2 
 

 

Click on “Faculty Services” 

 
 
 
 
 
 
 
 
  



Step 3 
 

Click on the “Final Grades” link 

 
 
 
 



Step 4
 

 

Choose the correct class from the 
drop down menu that appears. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Step 5  
 

Your students’ names 
and ID numbers  
will appear here 

Enter each student’s 
grade by choosing 
the appropriate 
option from the drop 
down menu next to 
their name and ID 
number.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 



Step 6 

When all grades have been 
entered, click the Submit 
button. Note that there is a 
60 minute time limit. If 
you do not submit grades 
before that is up, you will 
be timed out and need to 
reenter all grades.



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


