Entering Mid-term and Final Grades
You must use the following procedure to enter mid-term and final grades.

Midterm

1. Open your grade book

2. Complete your Term 3 assignments and grades

3. Create a new test column

4. Enter MIDTERM in the name section —All caps

5. Delete the term designator

6. If using grade weighting, you will have a weight field, this field should be blank.
7. Enter 100 in the possible section

8. Enter your Mid-term grades

9. Save your grade book

10. Send Grades

) g el el e chnel ey An DIl S8k
File Edit Wew Graph Grading Reports Edline Options Window Help

> — 3 = -
= = = = %
- Seating Student Lesson

Attendance Chart Reports  Information  Edit Skills Planner Memo
DeldE ¢ v € gl |Viewsl Tems |
Midterrn grade Avg: B2 Median: 82 High: 82

Mame I Term1 Termz Term3 ENETH
Leng Name Example 1 Example 2 Example 3 | Midterm grad
Term 1 2 3
Category Test Quiz Test =
Date 10720004 1213004 1213004 1213004
Pozzible 100 100 100 100
1. |Bloch, Sean | 11004 100 100 100 5z 5z




Final
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Open your grade book
Complete your Term 6 assignments and grades

Create a new test column

Enter FINAL in the name section —All caps
Delete the term designator
If using grade weighting, you will have a weight field, this field should be blank.
Enter 100 in the possible section

Enter your Final grades

Save your grade book
10 Send Grades
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