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Enter Term Grades

To enter term grades for students:
1.
2.

Log on to the Staff view.

Click the Gradebook tab, and select the check-
box next to the section you want to grade.

Click the Scores side-tab.

Be sure the Grade Columns and Term drop-
downs have the appropriate selection:

Student Fields
Default Fields v E]

Grade Columns Term

Post Columns - Progress

2ndQint 2ndQiIntCor|

Name voc | #m L] Add...

Biswss, Charles 201298

(3
Clerkin, Xavier 201279 E
[#

Gagnon, Christopher [[|EP)| 2011 |81

Note: The columns for the class appear with a
green pushpin, indicating that these columns
are open for grade input and that you have not
posted them yet.

. Input all grades in the post columns as

appropriate:

e Press the arrow keys on your keyboard to move
around the columns and rows. Use your mouse
to click directly in a cell.

e Press the arrow keys, ENTER, or TAB to move
across rows or down columns, as you defined
when you set your gradebook preferences.

o To select a grade or comment, press CTRL+L,
or go to Options > Lookup.

o To enter the same value for all students, enter a
grade for the first student, then press CTRL+D,
or go to Options > Fill-Down Values. Then,
you can change the grade for the few students
who did not receive that grade.

¢ Once a value has been entered into a cell, that
value is automatically saved once you move off
the cell.

o To enter feedback for a score, click the Feed-

back icon O next to the score you enter.

o If E appears, the column is a text comment
column. Click this icon for a student. The Edit
Text Comment dialog box appears. Enter the
comment, or click ¥ to select a comment from
the comment bank if attached, and click OK.

The icon appears with blue lines E to indicate
you have entered comments for the student.

Post Term Grades to the Office

To post term grades to student transcripts: Post Grades

1. LOg on to the Staff view. Class 29999-001 Technelogy Standards

2. Click the Gradebook tab, and select the check- Fiasme: L =
bOX neXt tO the SeCtion yOU Want tO pOSt. Grades to post Term grades for all students v

3. Click the Scores side-tab. o (o]

4. Verify that you have entered all of the informa-
tion in the Post Columns (grades and com- 6. Enter the information, and click OK. The system
ments). posts the grades to transcripts. The columns for

5. Goto Obfi > Post Grades. The Post Grad that class now appear with a red pushpin, indi-

- 20 loDptions > Fost Grades. 1he Fost Lrades cating that you have already posted these col-
dialog box appears: umns. If you need to change a grade after you
have posted grades, contact the office.
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Enter Daily Attendance

1. Log on to the Staff view.

2. Click the Attendance tab, Daily side-tab. The Daily Attendance page displays the students in the
homeroom or classroom that your school uses for daily attendance:

Pages = MylInfo Student * Attendance | Gradebook PD Tools

Options Reports Help

Daily Attendance

|

|paily

[ende 20 records Attendance for: < 4/152011 |

Local identifier Name Year of graduation Aftendance Code
224740 Adams, Tyler 2012 Present
235350 Balcarek, Gabrielle 2012 a ==
220765 Binney, Noah 2012 Present
272479 Buche, Michas! 2012 Present
208742 Colangslo, George 2012 Present
234200 Castello, Sydney 2012 Present
246761 Coughlsn, Brocke 2012 Fresent
237892 Cradell, Dayna 2012 Present
257308 Creutz, James 2012 Present
739072 D'Alessandro, Sophie 2012 A E]
209717 Dawood, Ellen 2012 Present
209026 Ferini, Laurs 2012 Present

3. Inthe Code column, click the appropriate code for students not present.

4. Click Post. The system confirms you want to post. Click OK. The system sends the records you enter
to the school’s office.

Enter Class Attendance
1. Log on to the Staff view.
2. Click the Attendance tab, Class side-tab:

0 of 7 selected 7 Current Classes
[] |course Description |Clssrm | Schedule ;Term
a 50010-002 7?Hameroﬂcm 770’4102 TE:Z.E‘,\ ?F‘(
[]|02102-008 Conceptusl Physics }-noz D(2-2.5-8) }FY
[j.oér{omm 4C:>noeptus’l P}wy*sils ;H102 5E{1.’3—4,E"/ }FY
DHUPA 04-002 ‘Ccnoepmsl Physics :H102 iC{1,3—4,‘3) 1FY
[:l:33415-331 :AP Physics C §H102 ;C'" 5) D{1.4) jFY
D .33523-001 i -Imrcv to Engineering 73?’-1102 ;FY
|i 102824-001 :Intrcv to Engineering ;sz EFY

Select the checkbox next to the section you want to enter attendance for.

On the Class side-tab, click Input. The input page appears.

In the Code column, click the appropriate code for students who are not present: ad L

o o ~ »w

Click Post. You can edit these values at any time or any date (depending on your school preference).
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