
Grade Roster Upload 

Navigation Path:  buckeyelink.osu.edu – Faculty Center 

 Click Upload Grade Roster link. 

 
 
 Click Upload Grade Roster. 
 

 
 
 Click the browse button to upload the .txt file. 
 

 
 
 
 



 Select the file to upload and Click Open. 

 
 
 Click Upload Grade Roster. 

 
 

 Review the messages and address any errors. 

 Proceed to your Grade Roster in your Faculty Center. 

 Verify your grades and click “Post. 

 

 

 

 



 Create the Text File. 

 

 First column: Term (1082 = Spring 2008). The SIS term is four numbers and examples are: 1094 
Summer 2009, 1098 Autumn 2009, 1100 Winter 2010, 1102 Spring 2010. 

 Second Column: Class Number (1903). 
 Third Column: Student EMPLID (100111032). 
 Fourth Column: Final Grade (“A” or’ E”N, or” “I”). 
 Fifth Column: Additional info if Fourth Column is an Incomplete Grade (“C” = grade that the “I” will 

lapse to). 
 Sixth Column: Additional info if Fourth Column is “EN” grade (1 = number of weeks they 

attended). 

Additional notes: 

There can be no space between the commas. This will naturally occur if you are using a spreadsheet 
to generate the csv  and you do not have “I” or” E”N grades to report. 


