Office Edition

How Do I...

Change a Student’s Interim/Marking Period Grade

Once grading is closed, teachers can no longer make changes to a student’s grade. All
changes must be done manually in the office.

1. Search for the student you are looking for. (See ‘A Few Tips...”” at the bottom)

2. Select the student you want by clicking on his/her student id number. The student
information page opens.

3. Select the Grades tab from the available tabs. A page with the student’s classes and
grades opens.

4. To modify a grade or enter a grade for a specific class, click on the grade or the + (if
there is no grade you will see a +).
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5. The Modify Grade screen will open.
6. At the bottom of the screen, enter or edit the grade for that subject.
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7. Once you have finished, select Add or Modify to save your changes. You will be returned
to the Grades screen
8. To switch to another student, use the dropdown menu in the top right hand corner.

g | Attendance | Calendar | Transcript | Setu Mext .

Student | Passes Lunch letters Tuition Vehicles Rep
|Abarn::a, Aldair b -Salaz

| Basic Skills | Bus | Class Attendance |
I Honor Rolls | LEP Tests | Letters | Medical | |

_Previous Schools _-
m VEDS

Note: This dropdown will only give you a list of the students from your previous search. For
example, if you searched for one particular grade, only those students will be shown in the
dropdown list.

9.If you do not see the student you want to change grades for, go back to the
StudentData.StudentList screen.

QA Few Tips...

e We suggest that you do a blank search and bring up a list of all of the students in the
school. It will make switching from student to student easier. To do this, leave your
search fields blank and select the Search button. (see step 1)

e NOTE: Grades must be changed one at a time. You can not change all grades for a
student at once.

e If grading is still open and a change needs to be made, the teacher should r-post the
grade, rather than have the office fix it.
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