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Introduction and Purpose 
This guide offers a step-by-step method for faculty to efficiently upload final grades using a 
template, simplifying the grading process. By following these instructions, users can save time, 
minimize errors, and ensure accurate grade submissions. It also highlights the importance of 
validating uploads and provides clear troubleshooting steps. Viewing this guide is essential for 
faculty seeking to streamline their grading workflow and enhance accuracy. 

Related Policies, Regulations, Guiding 
Principles and Common Practices 
Banner is the Student Information System of record for Prairie View A&M University. Please keep 
in mind that the Family Educational Rights and Privacy Act (FERPA) applies to all who have 
access to the system and student data. Sharing of account passwords is prohibited. 

Impacted Departments, Units, Programs, 
and Centers 

1. Faculty 
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Getting Started 
Demographic Information identifies personal information about you. Some features include 
personal details like name, address, email address, and emergency contacts. 

 

1. Click Enter Midterm and Final Grades. 
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2. Click Final Grades. 

 

3. Click Not Started for the section you need to grade. (Notice: Classes that have no 
grades entered will show as Not Started. Classes missing grades will show as In 
Progress. Classes that have all grades submitted will show as Completed.) 
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Downloading and Updating the Template 
Use the template to enter in grades. Do not modify the columns or data in the template. You will 
only be adding the Final Grade or if needed, the Last Attended Date, to the file. 

 

4. Click the gear button at the top of the webpage. 
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5. Click Export Template. 

 

6. Click Export. 
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7. Click the downloaded template file. 

 

8. Click Enable Editing.  
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9. Go to column H, Final Grade. 

 

10. Begin entering grades. 
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11. If you are giving an "FN" grade you are required to enter in a Last Attended Date. 

 

12. Finish entering grades and click Save and close. 
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Importing the Template 
Use the template to import the grades. Verify that the the Final Grade or if needed, the Last 
Attended Date values are the only values that were added. Modifying any other columns or 
fields in the file may prevent the import from functioning. 

 

13. Click the gear button, again. 
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14. Click Import. 

 

15. Click Browse. 
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16. Find the template file and click Open. 

 

17. Click Upload. 
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18. Click Continue. 

 

19. Preview the file and click Continue. 
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20. Check the mapping of the fields. If you used the template you should not be required 
to make any adjustments. Click Continue. 

 

21. Validate the upload by clicking on Download the validation report. 
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22. Open the report. 

 

23. Errors will appear in column A. If you have no errors close the report. (Note: If you have 
errors you must Cancel the current upload and make the necessary corrections to the 
template file.) 
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24. Click Continue. 

 

25. Click Finish. 
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26. The section you entered in grades for should now show as Completed. Verify the 
grades by clicking on the section. 

 

27. Scroll down to see the roster and grades. 
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