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Post Grades
Prior to Transcript Post, all grades should be posted.

Grades can be posted in the following ways:

• By the teachers in their Grade Book or through Post Grades. This can 

only be done when the grading window is open.

• Through the Course/Section Grading by Task or Grading by Student. 

This is usually done by an Admin. The grading window does not need 

to be open.

• There is also an option for an Admin to run Auto Grade Wizard instead 

of or in addition to the above two options.

Both the posted score and posted percent should be filled in. The posted 

percent is used for any composite grading calculations.

After grades have been posted and the grading window is closed, users 

should run reports to make sure all expected grades for the term/task(s) 

are posted (Missing Grades Report) and that each has a corresponding 

percentage value for composite grading purposes (Ad Hoc). This should 

be done prior to running the Transcript Post.
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Post Grades – Auto Grade Wizard
Grading & Standards > Grading & Standards Administration > Auto Grade Wizard
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▪ This is normally run by an Administrator

▪ Auto Grade Wizard uses the Grade Calc Options Course 
composite settings to calculate tasks (usually Final Grade) based 
on child task’s percentages. It does NOT use the composite settings 
in the Grade Book.

Prerequisites from IC knowledgebase –
The following setup must be done correctly for this wizard to post student grades 

successfully. If this setup is not done, grades will still be posted, but they may be 

incorrect.

1. The Composite Grading relationship must be set up for the parent composite 

task on the Composite Grading tab in the Courses.

2. All student grades for the child composite tasks should be entered or posted.

3. All grades for the child composite tasks MUST have percentages. If child task 

percents are missing, Auto Grade Wizard omits them from the calculation.

4. A Score Group must exist with minimum percent values.

5. Grading setup completed at the Course level (if pending) should be pushed 

to sections to ensure grades are correctly calculated.



Post Grades – Auto Grade Wizard

5

▪ Select Grading Task dropdown offers schedule structure, term, 
task, and related score group for all courses containing a 
composite setting. Be sure to select the correct combination, 
and if more than one needs to be posted, run the tool for each 
separately. This function is not used for Standards.

▪ Select Score Group dropdown displays all of the score groups 
available in the database. 



Post Grades – Auto Grade Wizard
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▪ If the district allowed teachers access to the composite or if an 
error was made in the original Auto Grade Wizard post, there is 
a checkbox to Overwrite Existing Grades.

▪ If this is checked, Auto Grade Wizard will write in new, updated, 
course composite grades for all students in the 
structure/term/task/score group combination.

▪ If this is NOT checked, Auto Grade Wizard will only fill in grades 
for the students in the structure/term/task/score group 
combination that are currently NULL. 

▪ Once selections are set and Auto Grade Wizard is run, wait for 
the confirmation pop up. Then verify scores posted as expected. 

▪ This feature does not offer any transaction reports.



Require All Scores for Composite Grading

System Settings > System Preferences > System Preferences 

Require all scores for Composite Grading

• If set to 'Yes', teachers are not able to post a composite grade until 

the student grades that make it up have also been posted. This 

includes ‘Post’ in grade book, manual entry of posted percent or 

grade in grade book, and Post Grades.

• This preference causes a Bypass Composite Rule checkbox column 

to display in the Score Groups and Rubrics. When marked for a 

grade, tasks with that grade are excluded from composite 

calculation.

• Auto Grade Wizard does not look at this setting. If a child task does 

not have the percent filled in, it won't use the child task grade in 

composite calculation. It will calculate the composite without that 

child task.
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Missing Grades Report

Select from the following options:

o Grade levels that apply or Ad 
Hoc filter 

o Grading Term(s)

o Select Teachers

o Group By

o Select Grading Task(s) to be 
verified

Select the Missing Grades / 
Scores radio button.

Uncheck the box to omit dropped 
students

Click Generate Report

Grading & Standards > Reports > Grades Report
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This only reports Posted grades, not Posted percents and not In Progress grades or 

percents.
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Ad Hoc - Find Null Percentages 

Query Wizard based on the Student data

Define term(s), task name(s), exclude scores which should not have an associated percent (or 

those not included in a composite calculation), and search for a null grading percent.

The terms, 

tasks and 

scores need to 

correspond to 

your District

Since the Grades Report (missing grades) only looks at Posted grades, creating and running 

an Ad Hoc to check for null/blank Posted percents is suggested.



Items to Check Before Posting to Transcript

• Courses/Grades post to transcript based on your districts’ setup 

(which should be checked at the beginning of the school year). 

• If there are any questions about what posted or if some courses 

did not post but should have, do the following:

o Check the course to make sure the ‘Transcript’ box is 

checked and the GPA Weight on the Course is correct.

o Check the Course Credit Amount, Term, and Credit Type are 

correct for the Final Grading Task on the course (or the tasks 

your district posts to transcript).

o Check the necessary Grading Task(s) (usually Final Grade) is 

checked ‘Posts to Transcript’.

o Check that the GPA values are correct in the Score group.

o Run Course Credit report.
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• Check Courses

Scheduling & Courses > Courses > Course Information

Check to see that the Transcript box is checked.  

Make sure Course has the correct GPA Weight. The GPA Weight is used in 

GPA calculation on transcript.

Enter 

appropriate 

GPA Weight

Check 

Transcript Box
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Items to Check Before Posting to Transcript



• Check Grading Tasks on Courses

Scheduling & Courses > Courses > Course Grading Tasks 

Select the Final Grade task (or the task your district posts to transcripts).

The Credit amount is what the student will receive towards graduation for a 
passing grade in the course. The Credit Type is the type of credit it will be 
posted to. Also check that Term Mask is checked for Term 2 for half year 
courses (Term 4 for full year courses).
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Items to Check Before Posting to Transcript

Select Credit Type

Course Credit 

Amount
Select Term Mask Term 2 for 

first half of year course



• Check Grading Tasks

Grading & Standards > Grading Setup > Grading Task Setup

For Final Grade (or the task(s) to post to transcript), check the 

Posts to Transcript box.
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Items to Check Before Posting to Transcript



• Check Score Groups

Grading & Standards > Grading Setup > Score Group & Rubric Setup

Check all passing grades have a credit multiplier of ‘1’ and all failing grades 

have a credit multiplier of ‘0’. Check all GPA Values are correct (this is the 

GPA that will display on the canned transcript).
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Items to Check Before Posting to Transcript

‘1’ Passing Grade

‘0’ Failing Grade

Confirm GPA 

Values

• Credit Coefficient – used as a multiplier to determine if the score changes 

the # of credits earned for the course

• GPA Value – used when calculating canned GPA

• If your district has a Custom transcript, your GPA can be calculated 

completely different.

• If your district wants unweighted GPA’s the user has to fill in the GPA 

Unweighted Value.



Course Credit Report
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Grading & Standards > Reports > Course Credit Report

This report lists the credits associated with each course. It includes the credit category, task 

name that posts to transcript, amount (number of credits), course GPA weight, and term GPA 

weight. It looks at the course and the grading task for which credits are earned. If selected, 

inactive courses display an asterisk after the course name.



Transcript Post Wizard
Student Information > General Student Administration > Transcript Post Wizard

16

Make sure 

‘Post Score Comments to Transcript’ 

is NOT checked
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Transcript Post Wizard (continued)

Users have the option to select all students grades, only those for select grades, only those 

students found in an Ad Hoc or select Course/Sections.

There are also the following options:

‘Post Courses, Scores & Credit by Term’ - This option posts course information, including the 

student’s score in that course and the credit amount the student received for successfully 

completing the course for the selected term(s). Users can select All Terms or the specific 

term(s) relevant to the situation.

‘Post One-Time Grading Task/Standard’ – This option posts course information, scores and 

credits received for grading tasks and standards that are scored once and are not associated 

with a specific term. THIS IS THE ONLY OPTION THAT POSTS ONE-TIME GRADING TASKS 

AND STANDARDS.

‘Post Courses and Score Only for All Terms’ - This option posts the course information for 

which the student received the score and the score the student received in those courses for all 

terms. Credit information is not posted, but can be added manually to the Transcript record as 

needed.

Normally users will select ‘Post Courses, Scores, & Credits by Term’ and select the term(s) to 

post.



To verify that the scores were posted, go to the Student and look at the 

Transcript tab.

Transcript Post Wizard can be run multiple times but it will only add new 

records; it will not change grades already posted to transcript.

A pop up window 

will appear telling 

the user the 

number of grades 

that posted
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Transcript Post Wizard (continued)

Once selections are made, click Run only once. Wait for the pop up window which 

will say how many grades were posted.



Credit Recovery (For NY State Reporting)

• If the Course/Section has Credit Recovery checked, the transcript 

record will automatically have it checked.

• For students who have taken a course for credit recovery, go to the 

transcript record for that course and make sure that the Credit 

Recovery box is checked.
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Student Information > General > Transcripts



January Graduates – End Enrollment

Since there are usually only a few January graduates, 

their enrollments can be ended manually.

Student Information > General > Enrollments

• Enter the End Date as the last date of instruction or the 

official graduation date set by the district

• Enter the End Status as code 799

Student Information > General > Graduation

• Enter the Diploma Date, Diploma Type, Post Grad Plans 

and Career Path

• If known, Enter Post Grad Location

• If applicable, Enter State Seal Information
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January Graduates - End Access Options
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‘Disable User Account’ for students that have graduated if it’s not automated under 
Account Security. Leave some additional time if students need to download report cards or 
transcripts from the Portal. Search/select specific students or use an ad hoc that filters 
only January graduates.

User Management > User Account Administration > User Account Batch Wizard

Search > User  

Enter user name, 

check ‘Disabled’

User Management > Settings > Account Security Preferences

Automatically disable student and parent portal accounts        day(s) after the 

student’s enrollment end date.



Additional Items

Before printing transcripts users may want to do the following:

• Run Grading & Standards > Reports > Transcript Audit Report

The Transcript Audit Report compares the student's transcript data with 
posted grades assigned by teachers. It lists the differences in the 
posted score (grade), posted comments, or both. When a transcript 
record is modified on the student's Transcript, the changed record is 
displayed on the audit report. The report does not include items not yet 
posted to the transcript.

The Transcript Audit Report is sorted by Course Number, includes the 
Student's Name, and compares the score entered by a teacher and the 
score that appears on the student's Transcript.

• Run/Print Report Cards and Transcripts
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Sample Transcript Audit Report
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