STANDARDS GRADEBOOK - TEACHER GUIDE

Request Grade Change Process
This process allows you to request a grade change for a previous grading period. These
changes will then be approved administratively.

Grade Change Request for Classes Using Term Grades
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Click Options under the grade column you would like to change. Then select Grade Posting
Status for XX.
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You see the class you requested and can then select Request Grade Changes.
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Request Grade Changes

If you proceed, yvou will be allowed to modify your gradebook for the dosed grading period 5TH 6 WEEKS
for course 1MUS / 01.

You will be allowed to make changes from now until 12:22 AM. After that time, your request for term grade
changes will be submitted for approval. If approved, they will then be posted to the Report Card.

NOTE: Subject, skill and event grade changes are posted to the Gradebook and Report Card
without being approved, but will be made available to the administrator to view.

Reason for Grade Changes:
Correct error with grades

Do you want to proceed?
fes Mo

You must enter a reason for the grade change. Once this is done, click Yes. After this button is
clicked, you have 2 hours to complete the changes for this class. You can make any necessary
changes to the grading period selected. Only the grading period selected in the grade change
request will allow you to make modifications.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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After all changes have been made, complete the grade change request by selecting Grade
Posting Status for Term XX in the term Options dropdown.
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Then select Complete Grade Changes.
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Complete Grade Changes
If wvou proceed, the temporary window for chanoes to this gradebook will be dosed.

Do you want to proceed?
Yes Mo

Click Yes to notify administrators that you have completed your grade change.

Request Grade Change from Gradebook for Classes not giving Term Grades
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If your gradebook is not set up to give an overall term grade, go to the Posting Status tab
and select a term in the Previous Grading Period section.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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You can then select Change Grades.
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Change Grades

If you proceed, you will be allowed to modify your gradebook for the closed grading period 5TH 6 WEEKS
for course 3117 f O1.

You will be allowed to make changes from now until 12:31 AM. These changes will be posted to the
Gradebook and Report Card. After that time, vour changes will be made available to the administrator to
view.,

Reason to Chanae Grades:
Modify Subject Grades]

Do you want to proceed?
Yes Mo

You must enter a reason for the grade change. Once this is done, click Yes. You then have two
hours to complete the changes for this class.
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After all changes have been made, complete the grade change request by selecting the
Previous Grading Period in the Posting Status tab.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Select Complete Grade Changes.
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Complete Grade Changes
If vou proceed, the temporary window for changes to this gradebook will be closed.

Do you want to proceed?
Yes No

Click Yes to notify the administrative office that you have completed your grade change.

Request Grade Changes from Gradebook Selection Screen
A Grade Change Request can also be made from the Gradebook Selection screen.
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Select the Grading Period from the Posting Status drop-down menu under Previous Grading
Periods.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Highlight the class and then click Request Grade Changes.
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Request Grade Changes

If you proceed, you will be allowed to modify your gradebook for the closed grading period 5TH 6 WEEKS
for course 1MUS [ 01.

You will be allowed to make changes from now until 12:39 AM. After that time, your request for term grade
changes will be submitted for approval. If approved, they will then be posted to the Report Card.

NOTE: Subject, skill and event grade changes are posted to the Gradebook and Report Card

without being approved, but will be made available to the administrator to view.

Reason for Grade Changes:
Incomplete needs to be changed

Do you want to proceed?
Yes 0[]

Enter the Reason for the Grade Change Request and click Yes. Just like when requesting the
change from your Gradebook Main screen, you must enter a reason and you have only two
hours to complete your changes before the Gradebook will be locked down again.
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After you click Yes, you move directly into the Gradebook selected for the grade change
request. You can then complete your changes and finish as described above.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.



