
1 
 
Log in to my.Binghamton.edu 

 

 

Navigate to the BU Brain 
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Click on the Faculty & Staff tab 

 

 

Click Faculty Grading 

 

Sort Class List by Term 

1. Click the up arrow to the right of Term. If most recent courses do not appear, click the arrow again. 
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2. You can also search for the current term by typing the term in the search box. This will display all courses for that term. 
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OPTION 1 Enter Grades Individually 

1.  Click Final Grades under Faculty Grade Entry 

 

 

2.  Select a class by clicking on the class row from the “My Courses” list, and the roster will display below. If you do not immediately see your grading roster, scroll 

down on the page. 
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3. Use the grade pull-down boxes to select the appropriate grade for each student. Please note that only grades applicable to the student grade mode (letter 

grade or pass/fail) will be displayed. In addition, students who have withdrawn from the course will appear as “Not Gradable”. 

               To indicate a student failed due to lack of attending, please choose a grade of NSF (No Show F)
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4.  Click SAVE in the lower right corner often after assigning grades 

 

 

If you do not click Save between moving pages, you will receive a prompt to Save. Click Yes if you wish to Save your inputted grades before continuing. 

 

 

You will receive this message when grades are saved successfully. 
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Submit an Incomplete Grade 

 

If a grade of I is assigned, the Incomplete Grades screen will appear. Click Save then Roster to continue through the grade submission process. 

 

5. Once saved, the SAVE button will turn grey.  

6. Navigate to the next page by clicking the right arrow button.  
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View Grading Course Details 

From the course grading Roster, click the arrow to the right of the Search bar. 

 

 

 

A popout will display grading status information and how many grades are remaining. 

 

 

 

 



9 
 
 

 

OPTION 2 Import Grades via Spreadsheet 

Follow these steps to import grades from an Excel spreadsheet. Note that if the system detects you are using a mobile device, the import and export 

options will not be available from the Tools menu. Additionally, the Excel import for grading is limited to screen resolutions of 1024x768 and higher. If the import 

is not working for you, check that your screen resolution is meeting the requirement. 

1.  Click the Tools icon (shaped like a wheel) from the top green bar in the upper right corner, then select Export Template. If importing a previously 

created Excel file and not using the template, skip to Step 5. 

 

2.  Select the Excel version (.xls or .xlsx) then click Export 
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3. Open the downloaded file 

4. Enable editing of the file (found in the yellow bar at the top of the Excel file), enter the final grades, and save the file to your computer. It is not necessary to 

the Last Attended Date, Incomplete Final Grade, or Extension Date.  

 
 

5. Click Tools in the upper right corner, then select Import and follow the instructions in the Import Wizard. 

 

 

a.  Click the Browse button to locate the file on your computer. Once located click Upload.  
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b. Click Continue at each step to advance. The Map Column step will recognize the correct columns with no action needed if the template is used. If you 

did not use the template, map your columns to the required field. Required fields that must be mapped in the spreadsheet are indicated with a green 

checkmark 

  
 

 

 

 

 

 

 

 

6. In step 4, Validate, review any errors.  See instructions to correct errors below.  
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7. Click Continue 

8. Click Finish 
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9.  Confirm the grades are submitted successfully by selecting the course from My Courses. The imported grades can be viewed in the Final Grade column.  Grades 

that have been made viewable to the student will display a green checkmark in the Rolled column.  
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Correcting Errors in Grade Submission 

If errors are found, please choose one of the following steps to resolve the errors.  

 

Option A  

Complete the import process and update the remaining grades manually (grades that did not import due to the error)  

• Select the course previously imported 

  
 

• Use the pull-down box to manually enter the grades not imported (the grade will be blank on the roster) 
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• Click SAVE at the bottom of the screen 

 

OR 

 

• Download the validation report by clicking Download the validation report 
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• Open the file  

• Click Enable Editing in the yellow bar at the top of the sheet 
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• The errors appear in red. In the example below a grade of P was submitted. The P is not applicable when the student has opted for the letter 

grade option.   

 

• Update the grade as needed 

 

• Save the file to your computer 

• Click Cancel in the BU Brain 

 

• Repeat the steps to import the file (Step 5 of OPTION 2 Import Grades via Spreadsheet) 
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Grading Complete 

 

 Once grading for a course is complete, the Grading Status will update to Completed. 

 

The Rolled status will update per the grade roll schedule. 

 

 


