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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. 
 

 
 
 
 



Upload Grade Roster  

• Select the file to upload and Click Open. 

 
 
• Click Upload Grade Roster. 

 
 

• Review the messages and then check posted grades for accuracy and address any errors. 

Note: This is the required file format that must be used if you choose to upload a grade roster through 
the Grade Roster – Upload process. Save file in .txt format and separate by comma as in a comma 
delimited file. 
 
First column = Term 
Second column = Class Nbr 
Third column = EMPLID 
Fourth column = Grade 
Fifth column = Week grade will lapse or 
lapse to grade. 

 

 


