Submitting End-of-Semester Grades from BearWeb
Quick Reference

1.
Know your Baylor ID# (e.g. 889000000) and PIN you use to access BearWeb and how to get to BearWeb on a Web browser (like Microsoft’s Internet Explorer).  The BearWeb location is http://bearweb.baylor.edu.
2.
Login to BearWeb using your ID# and PIN.

3.
Click on the Faculty & Advisors link.  
4.
Click on the Final Grades link.  

5.
Pick the correct term from the drop down menu box and click Submit. 

6.
Pick the correct class section from the next drop down menu and click Submit.
7.
Review the important information at the top of the grading page.
8.
Then, for each student, select the correct grade from the drop down box and click Submit when finished grading students.  (NOTE:  After a grade has been selected, moving the mouse wheel will change that student’s grade.)
After a successful submission, you will see:

The changes you made were saved successfully.

Note:
· Grades entered through BearWeb go directly into the Banner student system.

· To submit grades for another section after completing one class submission: 
· Click the “CRN Selection” link at the bottom of the Final Grades page. This returns you to the “Select a CRN” menu.
· Choose the next CRN you wish to grade from the drop down menu, then click “Submit.” This returns you to the “Faculty Services” menu.

· Click on the “Final Grades” link to grade the selected course.

· 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 with any question about using this grading process in BearWeb.
· For questions about your Baylor ID# and/or PIN, contact the Help Line at extension 4357.
