POSTING SEMESTER GRADES
HIGH SCHOOL TEACHER INSTRUCTIONS

SEMESTER GRADE

Choose a course on the drop down menu.
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In the Task drop down list choose Semester Grade for the term to post. Right click with the mouse in
the green area under the % or Grade column heading.
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Choose Post Grades.



Grades will appear in the green column transferred from the yellow column. If there are no grades in
the yellow column, check the Troubleshooting Posting Grades and the Gradebook page in this manual.
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Choose Save.

ADDING COMMENTS TO SEMESTER GRADE
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Ensure you are in the right grading task: Term and Semester Grade.
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You must choose a canned comment by clicking on the paper symbol.
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Choose up to 3 comments. When done choose Update Comment. You can also type in the codes to
match with the cdmment in the CODES: field. To add mofe than one comment, separate each number
with a comma.
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The comments will appear in the comments column.

. |MNeed= improvement in accepting rezponsibility. Needs :I

improvement in following directions.

B ™

[®Grading By Task |

g q
Choose Save when done. bl sv

To remove a comment choose the x symbol and all comments will be removed.

Repeat the process with the remaining students who have semester and citizenship grades posted.



CITIZENSHIP GRADES
TEACHER INSTRUCTIONS

Choose a course on the drop down menu.
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You may also choose a score for all
students and use the Fill All or Fill
Empty options.
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ADDING COMMENTS TO CITIZENSHIP GRADE
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Ensure you are in the right grading task: Term and Citizenship Grade
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Choose students to add comments. You must choose a canned comment by clicking on the paper
symbol.
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Choose up to a total of 3 comments. When done choose Update Comment.
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The comments will appear in the comments column.
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Choose Save when done. =

To remove a comment choose the x symbol and all comments will be removed.

Continue the process with the next student. Click Save for every student you add comments.



