Pulling Grades into Blackbaud from Faculty Access for the Web
October, 2003

1. Go to Utilities and Housekeeping

2. Choose File>Post from Web

3. Select the faculty members (all or selected)

4. Check the “Post Grades” box

5. Classes to Include-choose All or Selected

6. Make sure Aacademic Year is set to the proper value

7. Change Post Values to Posted

8. In the “Marking Columns to Post” section, change the cells “From Web” and “To Registrar’s Office” to the appropriate values.
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Click the box in the lower hand left portion of the screen that says, “Post as Letter Grade.”

10. Verify the actual posting of the grade into Blackbaud by going to the Grade module.

Check Grades in the post section





Change the Marking Columns to Post to the appropriate quarters 





Select, “Post as letter grade.”  Update existing entries if you need to do a second posting from the same teacher(s)





You may check these two boxes if you’d like to carry out these tasks








