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MU BERT Electronic Syllabus Submission Instructions 
 
MU B.E.R.T. (Banner Extraction and Reporting Tool) is a tool supported by the Office of 
Academic Affairs. MU BERT’s data is shown in an easy to use Web interface, live from 
Banner.  MU BERT has the capability of accepting your syllabi for the courses you 
teach. 
  
The site can be found at https://bert.marshall.edu/ and will look like the page below  
(Please Note: To access the site with this address, you must be on campus, or be using 
the Marshall’s provided VPN client while off-campus: 
https://www.marshall.edu/it/departments/it-service-desk/network-wireless/#GlobalVPN. 

  
 

From the page above, click Login to MU BERT now to be redirected to Marshall's 
Single-Sign On service. There, use the following scheme for your login: 

Username: MUNet_ID (example: smith12)  
Password: your regular MUNet password (the same that you log in to your campus-
based PCs with) 
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After logging in to the system, you will be presented with a listing of reports to which you 
have access to, including the Electronic Syllabus Submission form, or if you have 
permission to upload syllabi for other faculty (secretaries, office administrators, etc.), 
select the Electronic Syllabus Master Upload form.  Your listing should resemble the 
one below. 
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Once you have clicked on the Electronic Syllabus Submission option, you will be taken 
to a screen where you can select the term for which you want to upload your course 
syllabi (see below). 

 
 
After selecting the term and clicking Submit, you will then be taken to a screen that lists 
all of the courses you have been assigned to for that particular semester.  From this 
screen, you can easily upload your syllabi and review syllabi that have already been 
uploaded.  To upload a syllabus for one of your courses, simply follow the instructions 
which are at the top of the screen.  Clicking the View Syllabus link will allow you to 
review those files you have already uploaded to the system.  The “Electronic Syllabus – 
Master Upload” report works in the same manner, except that you also select the alpha-
designator to which you want to upload as well as the term. 
 

 
 


