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Grade Entry Options
� Individual Grades Data Entry
� Grades Data Entry Wizard
� Grades Entry Grid
� Elementary Grades and Objectives Grid

Screens related to Grade Entry
� The Effort Legend (1-6)

� Comment Codes
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Individual Grades Data Entry

The Group shown should be your students.

Click on a name to select a student.

Click on the
Grade Details
tab to go to the
grade entry
screen.

When inputting grades,
make sure you are in the
correct quarter and class.

Ignore the
percentage
screen.

Choose grade
from drop
down list.

Previous class.

Choose effort
mark here;
description
associated with
mark shows up
in box; number
or symbol prints
on report card.

Next class.

Comments explained in
depth next page.
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[report card comments]

When you choose to add comments, you'll see a screen like this:

You can select multiple comments, one at a time.  Once you have chosen one and try to select
another, you should see the screen below:

Generally, you want to choose Yes, unless you want to replace the comment, in which case
choose No.

Click on the comment
you wish to select.

Click Select to
choose the comment.Never click

these buttons.
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Grades Data Entry Wizard
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Grades Entry Grid

Drop down menu to change
report period (quarter)

Drop down menu to change
the class/subject for which
you are entering grades.

Type in marks/codes as needed.  If you type
in an unknown mark or code, the
appropriate window will pop up so you can
choose from the list.  When you click on Next
Class or the "X" to leave this screen, the
program should ask if you wish to save
changes; choose "Yes".
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Elementary Grades and Objectives Entry

Drop down list to choose the
grading quarter.

Click Next to go to
grade entry screen.

Choose student by clicking on name.

All marks
typed in; if
an unknown
mark is
entered the
mark or
effort screen
will come up
offering
acceptable
choices.

Quarterly comments; see
description next page.

Next student
Click Close when you are done
entering grades [not the "X"]
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[Primary Report card continued]

A brief comment
may be typed in
here.  It shows
up at the end of
the report card.

Important!  When you are done
typing in the comment, click on Back
to return to the grades entry screen.


