
POSTING GRADES 
ADDING A COURSE  

1 
 

 Area: WS/ST/TB/GR/GR 

FLAG COURSE 
ACCORDING TO 

WHAT SEMESTER 
IS BEING POSTED. 
ENTER DISTRICT 

NAME.  

MAKE SURE GRADE YEAR 
CORRESPONDS TO WHEN 

STUDENT EARNED 
CREDIT. ADD COURSE TO 

A ‘T’ SECTION.  

INPUT ‘09’ AND SELECT 
THE BOX ‘INCLUDE GLO IN 

GPA CALCULATION’ 

SCROLL DOWN TO 
OVERRIDE COURSE 

INFORMATION, 
SELECT AND TYPE ‘J’ 
FOR COURSE TYPE IF 
NOT ALREADY THERE 

SEE COURSE ID 
FROM TREX/OUT 

OF STATE 
TRANSCRIPT. INPUT 

COURSE KEY IN 
COURSE FIELD. IF 

COURSE DOES NOT 
POPULATE, YOU 

WILL NEED TO FILL 
OUT A TRANSCRIPT 
COURSE REQUEST 
FORM AND SEND 

TO ME VIA EMAIL. I 
WILL ADD COURSE 

ALONG WITH ‘T’ 
SECTION  


