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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.

T ‘ﬂ PRAIRIE VIEW
u

A&M UNIVERSITY

New Panther Tracks for Faculty and Advisors

4 q Hello Mr.
4 1
\ \ ' TEST INSTANCE
Faculty & Advisors Services

= Advising Student Profile - For Advisors Only

« Office Hours

* My Assignments

« Faculty Week at a Glance

« Attendance Tracking

* Class List

« Faculty Detail Schedule

« Registration Dashboard

* Midterm and Final Grades
o Mid-Term and Attendance.Reporting (Access Faculty PantherTracks 8)
o Final Grades (Access Faculty PantherTracks 8)
o Enter Midterm and Final Grades
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2. Click Final Grades.

Faculty Grade Entry
Midterm Grades  Final Grades  Gradebook
Final Grades ALT+2
My Courses
Grading Status £ Subject L Course £ Section s Title
Completed COMP - Computer Science 1300 Z01 Digital Communication
Completed COMP - Computer Science 1300 Z02 Digital Communication
Not Started COMP - Computer Science 2300 PO1 Intro to Web Desn & Multimedia
Not Started COMP - Computer Science 1336 P02 Computer Science |
Not Started COMP - Computer Science 1337 P02 Computer Science
Not Started COMP - Computer Science 1337 PO1 Computer Science
MISY - Management Information < o
Not Started 1305 Z01 Business Computer Applications
Systems
MISY - Management Information . e
Mot Started 1208 z02 Buciness Comnutar Annlication

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.)

Faculty Grade Entry

Midterm Grades  Final Grades  Gradebook

My Courses

Grading Status % Rolled Subject L Course C  Section s Title
In Progress Not Started COMP - Computer Science 1300 z01 Digital Commui
Completed Not Started COMP - Computer Science 1300 202 Digital Commu
Not Started Not Started COMP - Computer Science 2300 P01 Intro to Web D
Not Started Not Started COMP - Computer Science 1336 P02 Computer Scief
Not Started Not Started COMP - Computer Science 1337 P02 Computer Scief
Not Started Not Started COMP - Computer Science 1337 P01 Computer Sciel
Not Started Not Started g);\;;ﬂr\;‘\anagement IRTaton 1305 Z01 Business Comy
Not Started Not Started g};\;xa”agemem AR 1305 202 Business Comy
Not Started Not Started PSYC - Psychology 2301 01 General Psych
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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.

£ Midterm Grade % Final Grade % Rolled % Last Attend Date

(w

[m

m (m] [m [m [m =

(m (@ [m | [m
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5. Click Export Template.

Language Setting

About

Keyboard-shortcuts =
2 Midterm Grade % Final Grade Attend Date

ExportiTem ff
v Tools Alt+L

Import

<>

\
\
\
\
\
4 ‘ v
\
\
\
\
\

IEEIEDD iy

6. Click Export.

Export Template
e
Export files as
@® Excel spreadsheet(.xls)
O Excel spreadsheet(.xIsx)
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7. Click the downloaded template file.
EL L) ®
202520 Computer O 2

Final Grade

-~
~

Science_2300_P01_Template.xis
8.0 KB = Dane

| Search

®

Rolled % Last Attend Date

<>

8. Click Enable Editing.

Farmulas Data

Review

=

Developer

Help

Full Name

SEDJVDDDVOZZZTREIOROOPP

ck

bt can contain viruses, Unless you need to edit, it's safer to stay in Protected View.

‘Student ID

i9
36
16
8

TDTVTTVITVIVTVUTVDOTVTDODTVDD
a

20 | Computer Science 2300 P01_Template [Protected View] - Bxcel
Acrobat ‘e Tell me what you want to de
Enable Editing
E F | G |

Rolled Confidential Course Final
No No Computer Science
No No Computer Science
No Yes Computer Science
No No Computer Science
No No Computer Science
No No Computer Science
No No Computer Science
No No Computer Science
No No Computer Science
No No Computer Science
No No Computer Science
No No Computer Science
No No Computer Science
No No Computer Science
No No Computer Science
No Mo Computer Science
No Yes Computer Science
No Yes Computer Science
No Mo Computer Science
No No Computer Science
No No Computer Science
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9. Go to column H, Final Grade.

E | E | G £t | 1 J -
Rolled Confidential Course Final Grade Last Attended Date Incomplete Final Grade El
No No Computer Science
No No Computer Science
No Yes Computer Science
No No Computer Science
No No Computer Science
No No Computer Science
No No Computer Science
No Mo Computer Science
No No Computer Science
No No Computer Science
No No Computer Science
No No Computer Science
No No Computer Science
No No Computer Science
No No Computer Science
No No Computer Science
No Yes Computer Science
No Yes Computer Science
No No Computer Science
No No Computer Science
No No Computer Science
10. Begin entering grades.
| i | E | F | G | | [ 1 |
Student ID Rolled Caonfidential Course Final Grade Last Attended Date Incomple!
P 9 No No Computer Science A
ick P 6 No No Computer Science B
P 6 No Yes Computer Science A
P 8 No No Computer Science C
P 3 Mo MNo Computer Science E !
P. 4 No Mo Computer Science
P 9 Mo No Computer Science
P 8 No No Computer Science
P 9 Mo No Computer Science
P 7 Mo No Computer Science
P 3 Mo No Computer Science
P a Mo No Computer Science
P 9 No No Computer Science
P 8 Mo No Computer Science
P 9 Mo No Computer Science
P. 0 Mo No Computer Science
P 3 No Yes Computer Science
P. 7 No Yes Computer Science
P. 4 No No Computer Science
P 2 No No Computer Science
A= (] Mo No Computer Science
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11. If you are giving an "FN" grade you are required to enter in a Last Attended Date.

E = | G | H | | J
led Confidential Course Final Grade Last Attended Date Incomplete Final Grade)
Mo Computer Science A
Mo Computer Science B
Yes Computer Science A
Mo Computer Science C
Mo Computer Science B
Mo Computer Science B
Mo Computer Science A
Mo Computer Science A
Mo Computer Science A
Mo Computer Science A
Mo Computer Science A
Mo Computer Science A
Mo Computer Science A
Mo Computer Science A
Mo Computer Science A
Mo Computer Science A
Yes Computer Science A
Yes Computer Science A
Mo Computer Science A
No Computer Science FN | 3126/2025]
Mo Computer Science A

12. Finish entering grades and click Save and close.

202520_Computer Science_2300_P01_Template [Compatibility Mode] - Excel

Review  View Developer Help Acrobat @ Tell mewhat you want to do
Format Find &
$ - o Select~ 4
Alignment Number Styles Cells Editing
c D 2 F G H |

Student ID Rolled Confidential Course Final Grade Last Attended Date
P 19 No No Computer Science A

ick F 6 No Mo Computer Science B
F 6 No Yas Computer Science A
P '8 No Mo Computer Science o2
F i3 Mo Mo Computer Science B
G iy Mo Mo Computer Science B
F i No Mo Computer Science A
P 8 No No Computer Science A
P 9 No Mo Computer Science A
F T No No Computer Science A
F 3 No Mo Computer Science A
F i No No Computer Science A
P .9 No No Computer Science A
F 18 No Mo Computer Science A
F 9 No Mo Computer Science A
F -0 No Mo Computer Science A
F 3 No Yes Computer Science A
= 7 No Yes Computer Science A
F 4 No Mo Computer Science A
P [ No Mo Computer Science FM 3/26/25
F '6 No Mo Computer Science A
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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.

¥* )2

- - v
®] (s |
de £ Final Grade % Rolled 4 Last Attend Date &
v |=
. O
v | =
- =)
v [m]
- =)
3 0
v ]
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14. Click Import.

% Final Grade

Office of the Registrar

registrar@pvamu.edu

» o I

Language Setting

About
Keyboard shortcuts
Export. Template

Import

search J

Attend Date

<>

15. Click Browse.

Browse

o Select (f:. Preview O Map @ Validate f:\ Finish
Select a File for Import

You may import.afile with faculty grade entry data.

Supported file types: Excel Spreadsheet (.xls), Microsoft Excel Open XML Spreadsheet (.xlsx)
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16. Find the template file and click Open.

| @ Open

X
4 ¥ 5 ThisPC » Downloads » w @ | Search Downloads P
Organize v New folder

=~ i @
A Name Date modified Type Size
@ OneDrive - Prairie View ABIM University ~ Today ()
i 8l 202520_Computer Science 2300_PD1_Templafe 47102025 9:24 AM Microsaft Excel 97... 29KB
8 20 0ncs 41072025815 AM

Windows Installer .. 24,067 KB
B Desktop

& Documents
¥ Downloads
b Music
& Pictures

B Videos

W Network

File name: |

Cancel

17. Click Upload.

Import
o Select ( Preview @) Map (3 Vahdate j Fimsh
Select a File for Import

You may import a file with facult
C:\fakepath\202520 Cor

Supported file types: Excel Spreadsheet (xb), M Seel Open XML Spreadsheet (xlsx)
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18. Click Continue.

o Select @]’m‘mw @ Map @ Validate @ Finish

Select a File for Import

You may import a file with faculty grade entry data.

C:\fakepath\202520 Col plo

Supported file types: Excel Spreadsheet (.xls), Microsoft Excel Open XML Spreadsheet (.xlsx)

19. Preview the file and click Continue.

@ Select o Preview @ Map @ Validate Q Finish
Preview File

Check the box if your spreadsheet includes headers. Use the grid to preview the data prior to
importing.
EMy Spreadsheet has headers.

202520 r . A =
Science

Computer

i
202520 20006 c

Science

Computer
Science

Computer

20006 3
Science

Go Back
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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.

(D Select Q Preview o Map @ Validate @ Finish

Map Columns

Use the drop down lists to map the data from your spreadsheet to the appropriate columns on the
Faculty Grade Page.

Fields marked with * are required fields. They must be mapped in order to continue the import
process.

() Term Code* ) CRy* () Student ID* () Final Grade
() Last Attended Date  (¥) Incomplete Final Grade(¥) Extension Date () Narrative Grade Comment

Map LTerm Code* VICRN* VIOlher VlStudenl ID* VIOlher VIOlher ™, 0lh|

Row Term Code CRN Full Name Student ID Rolled Confidential

202520

21. validate the upload by clicking on Download the validation report.

@ Select @ Preview @ Map o Validate @ Finish

Validate

Validate the data in the worksheet. Unchanged data will be ignored; valid changes will overwrite
existing data after this step.

The following 21 records will be imported:
0 records containing errors will not be imported.
0 unchanged records willnot be imported.

Download the validation report

Term Student L
Row - CRN Full Name D Rolled Confidential

Computer

£
202520 20006 I

Science

o Computer
202520 20006 Sci
>clence
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22. Open the report.

v P Center for Information Techno! X @ Faculty Grade Entry % QD Scribe | Approve Device. x4 - 8 X
€ 3 @ (= prdesaill i a % PSP GO &
83 | o Bockmwis [ ImpotedFrom [ Lnks [ Regavar 4 Online Services|PV.. @) Loginwith Blucisn O Bllucian-Signin 8 HA Cornet 4 Asns P DonSign PROD [l general |PUAMU-OL. ) Junky, Furky, Rusey. WF Li »

& 202520 Computel OB
Sclence_2300_P01_Template_vanoauon_

Reportals
ks Do

(D) select | (2) Preview A @ velidate
Validate

Validate the data in the worksheet. Unchanged data will be ignored; valid changes will overwrite
existing data after this step.

The following 21 records will be imported:
0 records containing errors will not be imported.
0 unchanged records will not be imported.

Download the validation report

Row '™ AN FullName ™M™ Rolled confidential Course 'O
Code [[+] Gr

Computer

202520 20006
1 Science

Computer

202520 20006 ¢
Science

<

1250 20006 . Computer |

Go Back

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.)

Q morecview it Enabie Ediing %
My = £ | emor .
B c o e F s W | J .
i Ful e Sdert © Rolled Conblaris Core s Grade Last iemded Dot W

2100 i e I i Comptar Scice A

Jn00e N o o o 5

Jn00e c E- o Veu A

Jno06 c E o e ¢

Jn006 c E o o 5

Jn00e c -4 o o s

Jn00 " E o o A

Jn00e 3 E- o o i

2000 k E o o i

Jno0e e EE o o i

Jno0e » E o o i

Jn006 A - o e i

2000 c E o o i

Jn006 - E- o o i

Jn006 - E o o i

Jno0e - E o o i

Jn006 - E o Veu i

20006 : EE I ee i

20006 T A o o i

Jno0e v E o e et S i vz

2n008 v EE o e Compute Sciece i

Bowcmsens: [N B 1) -4 e
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24. Click Continue.

(1) Select | (2) Preview | (3) Map | (@) Validate | (5) Finish

Validate

Validate the data in the worksheet. Unchanged data will be ignored; valid changes will overwrite
existing data after this step.

The following 21 records will be imported:
0 records containing errors will not be imported.
0 unchanged records will not be imported.

Download the validation report

Term Student Final Last 1y
Row CRN  Full Name Rolled Confidential Course Attended
e 1D Grade Date

20006 ] Computer

Science

Computer

Science

. .
200570 20006 Computer

Go Back

25. Click Finish.

(1) select | (2) Preview | (3) Map | () Validate | () Finish
Import Complete

The import wizard is complete.
21 Records without error have been imported and saved to the database.

Records with errors can be corrected on the validation report and imported again using this wizard
or updated manually using the application.
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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.

Faculty Grade Entry
Midterm Grades ~ Final Grades  Gradebook
My Courses
Grading Status % Rolled % Subject s Course I Section s Title o Te
In Progress Not Started COMP - Computer Science 1300 nm Digital Communication 20|
Completed Not Started COMP - Computer Science 1300 202 Digital Communication 20|
Completed Not Started COMP - Computer Science 2300 P01 Intro to Web Desn & Multimedia 20)
Not Started Mot Started COMP - Computer Science 1336 P02 Computer Science | 20}
Not Started Not Started COMP - Computer Science 1337 PO2 Computer Science 20)
Not Started Mot Started COMP - Computer Science 1337 PO1 Computer Science 20}
Not Started Mot Started MISYE Managamaitriformation 1305 01 Business Computer Applications 20}
Systems
Not started Not Started MISY - Management Information 1305 702 Business Computer Applications 20
Systems
Not Started Not Started PSYC - Psychology 2301 01 General Psychology 20)
Records Found: 9

27. Scroll down to see the roster and grades.

Not Started Mot Started PSYC - Psychology 2301 m General Psychology 202520 - Spring 2025 20397 i

Records Found: 9 e
a o ¥

Enter Grades
Full Name L] 4 Midterm Grade % Final Grade £ Rolled 4 LastAttend Date s
[ 3 9 A v (=]
¢ <k P 6 5 v 1=
C P [ A v (=
< P ] < v (=]
C P 3 5 v (=
¢ P 4 & v LI}
3 P 9 a v [m
I P 8 - v |m
3 [ 9 A v =]
¢ R 7 “ v |= N
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