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Posting Progress Report Grades 
 

To send grades to the office, you use the Post Grades option 
 

1. Select Gradebook from 
the first toolbar (if not 
selected already).  

2. Select Post Grades from 
the second toolbar.  

3. The Post Grades screen will open. Here is where you can select comments for your 
students and send all grades to the office.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To Post Grades & Comments:   
1. In the District column, select the blue link Use Score for each student. This will 

automatically populate the grade that has been computed for the Progress Report / 
Interim Grades based on what assignments you have created.  

Or 
2. In the Projected Grade field, enter the grade that you would like to show on the Progress 

Report.  
3. Use the Comment dropdown to select a comment for each student. You may enter 2 

comments for each student.  
4. Once you have finished, select Save at the bottom of the screen. You will receive a 

message telling you “Grades posted.”  
5. Use the Course Dropdown to switch to another class and repeat steps 1 – 3. 


