SECONDARY 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 from Gradebook
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Click Options under the grade column you would like to change. Then select Grade
Posting Status for (XYZ2).
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You see the class posting information. Select the Request Grade Changes button.

L1

Request Grade Changes

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

You will be allowed to make changes from now until 5:52 PM. After that time, your request for chanoges will
be submitted for approval. If approved, they will then be posted to the Report Card.

Reason for Reguesting Grade Changes:

=1 | 7| 4Back

Meed to clear incomplete grade for student.

Do you want to proceed?
Yes No

You must enter a reason for the grade change. Then click Yes. After you click the button,
you will have two hours to complete the changes for this class. You can make any necessary

changes to the grading period selected for this grade change request. Only the grad
period specified in the request will allow you to make modifications.
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Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.




Under the semester or Term you entered the incomplete into, click on the options. Then click the “Enter
grade adjustments” link.
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To remove the incomplete, select the dropdown arrow under the override and select the “-“option.
Click “save” when you are finished.
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After all changes have been made, finish the grade change request by selecting Grade
Posting Status for (XY2) in the term Options drop-down menu.
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Then select Complete Grade Changes.
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Complete Grade Changes
If you proceed, the temporary window for changes to this gradebook will be dosed.

Do you want to proceed?
Yes No

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

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