Submitting End-of-Semester Grades from Excel
Quick Reference

Know Excel, your Bear ID (e.g. Jane_Doe) and password, and how to use a Web browser (like Microsoft’s Internet Explorer).  Be sure to use the student ID# as the ID number in your Excel gradebook.

1.	In Excel, create a worksheet with the student ID numbers (e.g. 889xxxxxx) in column A and their end-of-semester grades in column B.

2.	From the File menu choose “Save As…” and save this worksheet as file type “Text (Tab delimited) (*.txt).”  Choose the file name and location on your PC so that you will remember them.

3.	Go to the grade posting web page – https://www1.baylor.edu/gradeposting/ and enter your Bear ID (e.g. Jane_Doe) and password.

[bookmark: _GoBack]4.	On the grade posting page, select the class you want to grade by pressing the appropriate radio button or by clicking “Not Listed” if you need to enter grades for a class not on the list.  Press the “Select Course for Gradefile.” Button.  If you chose “Not Listed,” another page will be displayed to let you enter the prefix, course number and course section of the class you need to grade.  Then, on that page click “Enter Course for Gradefile.”

5.	Click Browse and, in the window presented, navigate to the file you saved in step 2 above and click Open.  After that window closes, click Upload Grade File.

After a successful submission, you will see:
The following grade file has been successfully uploaded for processing.

Notes:
· Grades may only be submitted once for a class using this process.  Additional grading must be done via BearWeb.  Also, use BearWeb to view the grades.
· After Upload Grade File is clicked, within the next hour to several hours, the grades are rolled into the Banner student system.
· If a printed copy of grades submitted is needed, go to ClassRoll on the Baylor Website for the class section graded.  Select the output format “Printable Roster.”  For the faculty member(s) of record for a class section, the submitted grades will be displayed on the roster.

For Help:
· Contact the Office of Academic Records at extension 1181 to change or add grades after using this process.
· Contact the Help Line at extension 4357 for questions regarding the export and upload process.  They will direct you to the appropriate person.
